City of Stoughton, 381 East Main Street, Stoughton, Wisconsin 53589

OFFICIAL NOTICE AND AGENDA

Notice is hereby given that the Personnel Committee of the City of Stoughton, Wisconsin,
will hold a regular or special meeting as indicated on the date and at the time and location
given below.

Meeting of: Personnel Committee
Date/Time: October 7, 2013 @ 5:30 .M.
Location: Mayor's Office at City Hall
381 East Main Street, Stoughton, Wisconsin
Members: Sonny Swangstu (Chair), Tricia Suess (Vice-Chair), Ron Christianson,

Tom Selsor, and Mayor Donna Olson (ex officio)

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

CALL TO ORDER
1. Communications

2. Minutes of September 30, 2013

OLD BUSINESS
3. Continued review, discussion and recommendation to Council regarding the Baker Tilly
Organizational Review.

NEW BUSINESS
4. Request from Municipal Judge Matthew Roethe regarding the hours of the Municipal Court

Clerk Position.
5. Future agenda items.
ADJOURNMENT

IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE IN ORDER TO ATTEND,
PLEASE CALL (608) 873-6677 PRIOR TO THIS MEETING.

By: Personnel Committee Chair Sonny Swangstu, Mayor Donna Olson
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SPECIAL PERSONNEL COMMITTEE MEETING
Monday, September 30, 2013 @ 6:00 p.m.
Mayor's Office/City Hall

Members: Sonny Swangstu (C), Ron Christianson, Tricia Suess (VC), Thomas Selsor,
Mayor Donna Olson (ex officio)

Guests: Attorney Thomas Crone, Finance Director Laurie Sullivan, Fire Chief Marty
Lamers, Police Lieutenant Pat Conlin, Debbie Blaney, EMS Director Cathy Rigdon,
Senior Center Director Cindy McGlynn, David Kneebone, Tim Swadley

CALL TO ORDER
Chair Swangstu called the meeting to order at 6:03 p.m.

1. Communications: n/a

2. Minutes of September 4, 2013: Moved by Suess, second by Christianson, to
approve as presented. Motion carried 5-0 with Mayor Olson voting.

OLD BUSINESS

3. The Personnel Committee may meet in closed session pursuant to Wis. Stat. 8
19.85(1)(e), for the purpose of discussing the City's bargaining position with labor
Attorney Thomas Crone regarding the union contract with the WPPA and then
reconvene into open session for the remainder of the meeting.

Moved by Swangstu, second by Suess, to convene in closed session. Motion carried 5-
0 with Mayor Olson voting.

The meeting closed at 6:05 p.m. Lamers, Blaney, and Rigdon left the room.

Moved by Suess, second by Christianson, to reconvene in open session. Motion carried
5-0 with Mayor Olson voting.

The meeting reconvened in open session at 7:30 p.m. Lamers and Blaney returned.
McGlynn joined the meeting.

Chair Swangstu called a 5 minute recess at 7:30 p.m.
The meeting reconvened at 7:35 p.m.

4. Continued review, discussion, and recommendation to Council regarding the
Baker-Tilly Organizational Review.

Swangstu asked those in attendance if they had any additional information.





Moved by Christianson, second by Selsor, to table discussion to the October 7th
meeting. Motion carried 5-0 with Mayor Olson voting.

ADJOURNMENT
Moved by Suess, second by Christianson, to adjourn at 7:40 p.m. All in favor.

Respectfully submitted,
Donna Olson, Mayor

DLO:sm






City of Stoughton City Clerk/Persennel-Director
Position Description

City of Stoughton
Position Description

Name: Department: Clerk's Office
Position Title: City Clerk/Persennel-Birector Pay Grade: FLSA: E
Date: November, 2011/Draft Oct 2013 Reports To: Mayor

Purpose of Position

The purpose of this position is to supervise, direct, and coordinate City Clerk's Office activities,

maintenance of public records, elections, licenses, official minute taking, and-coordinate—and-perform
e I ; "

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

e Performs all statutory duties of the Municipal Clerk

e 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 Prepares official City Council proceedings, minutes; prepares meeting agendas and other
materials as required; completes follow-up of City Council and Committee actions

e Coordinates and administers public hearing process for Council and Committee of the Whole and
other departments

e Coordinates and administers City election process including voter registration, ballot preparation,
absentee voting; conducts Election Day process; possesses knowledge and ability to perform
Statewide Voter Registration System functions

e Coordinates the Open Book and Board of Review process
o Prepares annual budget for Clerk's office

o Prepares election and-court line items for annual budget process
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City of Stoughton City Clerk/Persennel-Director
Position Description

Prepares tax rolls for submission to the City Treasurer; reviews statement of assessments and
statement of taxes (by law, the Clerk is responsible for the accuracy of the assessment roll
and statement of taxes)

Prepares ordinances and resolutions and coordinates the codification process

Performs Recycling Coordinator duties; applies for and administers yearly Recycling Grant

Acts as liaison to Federal Census Bureau

Maintains all contract files

Submits Quarterly Strategic Management Goal Accomplishments for Clerk's Department






City of Stoughton City Clerk/Persennel-Director
Position Description

e Acts as liaison to the City Attorney

Supervisory Skills

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

o Ability to set goals and objectives for others, and to perform periodic reviews

Minimum Training and Experience Required to Perform Essential Job Functions

e A two- or four-year college degree in business, human—Fresedrees; public administration, or a
related field; educational, vocational, or technical training; three to five years municipal
government or related experiences; or any combination of education and experience that provides
equivalent knowledge, skills, and abilities is preferred.

e Certified Municipal Clerk and/or Wisconsin Municipal Clerks Association designation is
preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

e Ability to decide the time, place, and sequence of operations within an organization, and the
ability to oversee operations.

e Ability to analyze and categorize data and information using established criteria to determine
consequences and identify and select alternatives.

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

e Ability to utilize, prepare and/or interpret a variety of advisory and design data and information
such as meeting minutes/agendas, insurance—records; legal notices, public records, payroH
records; special assessments, election notices, licenses, accounts, State Statutes, City ordinances,
and tax rolls.

e Ability to provide excellent customer service internally and externally.

e Ability to lead a team effectively, and to participate as a team player.





City of Stoughton City Clerk/Persennel-Director
Position Description

e 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 Ability

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

Judgment and Situational Reasoning Ability

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

e 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

e Ability to operate a variety of office equipment including computer terminal, typewriter,
telephone, fax machine, calculator/adding machine, and photocopier.

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

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

Environmental Adaptability

e 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 Americans with
Disabilities Act, the City will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.

EMPLOYEE SIGNATURE DATE

SUPERVISOR SIGNATURE DATE

Council Approved ?





City of Stoughton Deputy Clerk/Confidential Secretary
Position Description

City of Stoughton
Position Description
Name: Department: Clerk's Office
Position Title: Deputy City Clerk/ Pay Grade: FL SA: N
Confidential Secretary
Date: November, 2011/draft October 2013 Reports To:  City Clerk/Rersonnel-Birector
Purpose of Position

The purpose of this position is to perform various confidential secretarial tasks, administrative and record keeping
tasks related to employee-benefits; City Council and related committee functions, elections, risk-managerent and
City license regulation; and perform City Clerk/Personnel Director tasks in hisher 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 Coordinates voter registration records (i.e., registers new voters, inputs new voter information into computer
program, makes address changes on cards and on computer, deletes voter registration for those that have
moved out of the city or deceased, purges voter registration records every four years to delete inactive
voters). Submits "HAVA" checks on all new voter registrations in SVRS. Sends "PING" letters to all voter
registrations that don't match with the DOT or SSA.

e Maintains all election information in the SVRS system. Enters voter information, election information
(including, but not limited to, voter registrations, absentee voters, voter history, polling places,
reports, redistricting).

o Coordinates in preparing for and overseeing elections. Prepares and mails absentee ballots to electors residing at
nursing homes, serving in the military, or other requests for ballots. Coordinates obtaining and training election
poll workers, scheduling of poll workers, holding public tests of the voting equipment, preparing election
materials, overseeing election workers, compiling election results at the end of the election day, and submitting
election results to Dane County. Inputs new registrants and address changes after the election. Inputs voter
participation in the election. Compiles and files city's records of the election.

e Generates and publishes all legal notices regarding elections. Coordinates cooperative notices with
area township clerks.

e Maintains campaign finance records. Sends notices to candidates. Audits campaign finance reports.

o Prepares City licenses for liquor sales, operators, electrical contractors and others. Prepares yearly license
renewal letters. Prepares legal notices for publication. Coordinates the process for applications to be reviewed
by the Public Safety Committee and Council and Police Chief. Keeps up to date on changing regulations
regarding alcohol licensing. Maintains License Manager software program updates.

e Maintains cash receipting for licenses and balance repelling for Finance Department.
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City of Stoughton Deputy Clerk/Confidential Secretary
Position Description

o Staff person to Public Safety Committee. Prepares monthly Public Safety committee meeting agendas.
Gathers pertinent information; attends meetings; generates, maintains and distributes meeting minutes;
forwards committee recommendations for Council; maintains meeting related files. Prepares resolutions for
the committee.

o Staff person to Community Affairs/Council Policy Committee. Prepares monthly CAICP committee
meeting agendas. Gathers pertinent information; attends meetings; generates, maintains and
distributes meeting minutes; forwards committee recommendations for Council; maintains meeting
related files. Prepares resolutions for the committee.

e Assists in the preparation of bi-monthly Council meeting packets and distributes to Council members
and Department Heads. Prepares Council action follow-up correspondence and memoranda in City
Clerk/Personnel-Birector's absence.

e Assists in processing legal notices, ordinances and resolutions for publication in City Clerk/Persennel
Director's absence.

¢ Reports annexations to appropriate governmental agencies (i.e. local governments, county and
state).

e Updates policies and procedures manual as needed.

e Attends Common Council, committee and Department Head meetings and performs other City Clerk
duties in his/her absence.

o ef e el , |

e Confidential secretary to management. In the absence of the City Clerk/Persennel-Birector performs
clerical, administrative and information gathering tasks and deals with confidential information

involving the-City's-strategy-orposition-in-colective-bargaining; contract administration-Htigatien-or





City of Stoughton Deputy Clerk/Confidential Secretary
Position Description

e Provides backup to Receptionist by performing those responsibilities in his/her absence.
e Assists in preparing for public hearings, publishes legal notices regarding public hearings
e Assists in preparing ordinances and resolutions for review by City Attorney.

e Produces the city newsletter, The Tower Times. Compiles information from committees, department
heads and staff, community groups, etc; and coordinates printing.

e Updates ordinance books. Compiles new ordinances, submits to be codified, and upon receipt,
reviews for errors and updates all ordinance books.

e Compiles, updates, distributes, collects and tracks Economic Interest Statements from all City
employees and committee members.

I I I fidontial | o
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 Sorts and files documents ineludingpersennelrecords.

e Maintains contractpersenneland-regular and other City files.

e Serves as a Notary Public and assists visitors in this capacity as required.
o Enters data into spreadsheet files

e Serves as Liaison as Volunteer of the Year, Business of the Year and Friend of Youth Organizations,.
Administrative liaison to the Food Pantry.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent, vocational/technical training, three to four years experience in City
government. Experience with website management, Microsoft office, software applications, or any
combination of education and experience that provides equivalent knowledge, skills, and abilities.
Possess knowledge of the Statewide VVoter Registration System.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication






City of Stoughton Deputy Clerk/Confidential Secretary
Position Description

o Ability to provide excellent customer service internally and externally and to effectively lead a team
and participate as a team player.

o 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.

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

o Ability to utilize a variety of advisory data and information such as vouchers, invoices and instructions,

billing statements, purchase orders, schedules, retirement—reports,—employee—vacationfleave—records;
memos, state statutes, computer software operating manuals, dictionaries, urien—ecentracts—eity

employment—peicies—payroll—administration—guides; procedures, guidelines, and non-routine

correspondence.

e Ability to communicate orally and in writing with City Clerk persennel, City employees, department
heads, and the general public.

Mathematical Ability

e Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical
reports.

Judgment and Situational Reasoning Ability

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

e Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable criteria.

Physical Requirements

e 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.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid
keyboard use.

o Ability to exert light physical effort in sedentary to light work.

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

Environmental Adaptability

o Ability to work under safe and comfortable conditions where exposure to environmental factors poses





City of Stoughton Deputy Clerk/Confidential Secretary
Position Description

little to no risk of injury.
The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the City will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.

Employee's Signature Supervisor's Signature

Date Date

Council Approved: -13-04-Januan/-8F2008-Mareh-10,-2009-February 2012





City of Stoughton
Position Description

Name Department: Clerk’s
Podtion Title: Clericd Assgtant/ Pay Grade: FLSA: N
Clerk’s Office
(30 hours)
Date November, 2011 Reports To: City Clerk/Personnel
Director

Pur pose of Position

The purpose of this position isto perform receptionist dutiesin City Hall, perform related clerica tasksas
time permits, and back-up to the other part-time receptionist. *thereis no other receptionigt*

Essential Dutiesand Responsibilities

Thefollowing dutiesarenormal for this position. These arenot to be construed asexclusive or all-
inclusive. Other duties may berequired and assigned.

e Answersin-coming telephone cals and routes to appropriate persons or department.

e  Cireets, directs and provides customer serviceto the public.

e Providesavariety of information to visitorsand caller’ s questions.

e Paforms dericd tasks as directed by City Clerk, Mayor, Department Heads, City Staff, committee
members, Food Pantry and Holiday Fund. Tasks include: typing correspondence, memos, meeting
minutes and agendas, lists, forms, and specia projects as directed.

e Maintansmiscdlaneouscity hdl files, council packets, ordinances and resolutions, Policy and
Procedures Manual, and Municipal Code Books. Maintains Material Safety Sheets.

e  Preparesannua update of Local Government Handbook.
e Tracksthe coming and going of City staff (including lunch time, vacations, sick time).

e  Manages postage meter, insuring adequate avail ability of postage. Processes incoming and outgoing
mail. Tabulates monthly postage & copier usage and journa costs to appropriate department.

e Receives UPS and other deliveriesfor various departmentsin the City.

e  Prepares meeting notices and minutesfor severd city committees, maintains city meeting room
calendar and website calendar.

e Assistsin maintaining Document Storage on the Internet.

e  Prepares Proclamations and assists with resolutions and ordinances.
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City of Stoughton Receptionist
Position Description

Assigtsin posting job openings on the City website and providing clerica support in the hiring
process.

Receives complaints/concerns or requests for service and determines the proper course of action to be
taken.

Requisitions office supplies, monitorsinventory, and journals costs to appropriate departments.

Actsas aliason between city resdents and garbage disposd company. Tracks changesto resdent
information needed to be added to the tax roll.

Maintains and updates recycling and rubbish information brochure.
Prepares annual City directory and maintains and updates directory as needed.
Assigt with updating and Preparing Orientation Manuals

Maintains City Hall Notice Board and information for the public displayed on the front door of City
Hall.

Issue and process Dog Licenses.

Receipts in payments for Building Permits, Seniors In Need Donations, Food Pantry Donations,
Holiday Fund Donations, Specid Assessment Certificates, Dog Licenses, Batender's Licenses,
Electrical Licenses, and all other licensesissued through the Clerk’ s Office.

Prepares the employee newdetter “Up Close and Personnel” on amonthly basis.

Maintains Common Council and committee minutes by putting into Laser Fische.

Maintains Clerk’ s office website.

Additional Tasksand Responsibilities

Whilethefollowing tasks are necessary for thework of the unit, they arenot an essential part of the
purpose of this position and may also be perfor med by other unit members.

In the absence of Opera House Staff, providesinformation related to the Opera House.

In the absence of the Recreation Department, providesinformation rel eted to the Recreation
Department programs, receives registrations and fees, sellswater park tickets.

Performs Notary Public duties.
Assists with the preparing of absentee ballots, registers voters and works at the polls on Election Day.
Assistiswith entering Voter Registrations and Absentee Ballots on SVRS system.

Assist in preparations needed before and after eections, such as scheduling poll workers, preparing
election day supplies and turning in work hoursfor the poll workers and printing out pay vouchers.





City of Stoughton Receptionist
Position Description

Assistswith the preparing of Public Hearings notices and sending lettersto residents within 300 feet.
Assistswith Operator’s, eectrica and miscellaneous License applicants.

Assgsinthe bi-monthly digtribution of Council meeting packetsto Council Membersand
Department Heads.

Managesthe sale of the Syttende Mai coins & buttons. Reconciles money collected to be turned into
the Chamber Office.

Enters data into spreadsheet. Minimum Training and Experience Required to

Perform Essential Job Functions

High School diploma or equivalent and two years responsible clerical experience including public
contact, or any combination of education and experience that provides equivaent knowledge, skills, and
abilities. Receptionist and word processing experience preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and I nter per sonal Communication

Ability to classify, compute and tabulate data and information, following a prescribed plan requiring
the exercise of some judgment. Ability to compare, count, differentiate measure and sort information.
Ability to assemble, copy, record and transcribe data and information.

Ability to explain, demondrate and clarify to others within well established policies, procedures and
gandards, aswell asthe ability to follow specific ingtructions and respond to smple requestsfrom
others.

Ability to utilize a wide variety of descriptive data and information, such as meeting minutes and
agendas, messages, computer software operating manuas, drafts of correspondence, memos, lists,
forms.

Ability to communicate effectively with city employees, city hdl visitors, Alderpersons, and the
genera public.

Ability to prepare avariety of documentsincluding letters and other correspondence, meeting minutes
and notices, etc. using prescribed format and conforming to all rules of punctuation, grammar,
diction, and style.

Physical Requirements

Ability to operate avariety of office equipment including persond computer, typewriter, Dictaphone,
photocaopier, fax machine, multi-line tel ephone, postage meter, etc. requiring smple but continuous
adjustments.





City of Stoughton Receptionist
Position Description

e  Ability to coordinate eyes, hands, feet and limbsin performing skilled movements such asrapid
keyboard use.

e Ability to exert light physical effort in sedentary to light work.
M athematical Ability
e Ability to add, subtract, multiply, divide and cdculate decimds and percents.

Judgment and Situational Reasoning Ability

e  Ability to usefunctional reasoning in performing semi-routine functions involving standardized work
with some choice of action.

e  Ability to exercise the judgment, decisivenessand creetivity required in Stuationsinvolving the
evaluation of information against measurabl e criteria.

Environmental Adaptability

e  Ability to work under generdly safe and comfortable conditions where exposure to environmenta
factors poseslittleto no risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with

Disabilities Action, the City will provide reasonable accommodationsto qualified individuas with

disabilities and encourages both prospective and current employees to discuss potential accommaodations
with the employer.

Employee sSignature Supervisor's Signature

Dae Date

Council approved: 41304 March 10, 2009





City of Stoughton
Position Description

Name: Department: Finance
Position Title: Deputy Treasurer Pay Grade: FLSA: N
Date: November 2011 Reports To: Finance Director/Treasurer

Purpose of Position

The purpose of this position, appointed under State Statute 63.09(a)(F) and according to City hiring policies, is to assist
the Finance Director/Treasurer by performing accounting tasks and providing administrative support to the Finance
Director/Treasurer, performs Treasurer statutory duties in the absence of the Finance Director/Treasurer or as directed by
the Finance Director/Treasurer.

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.

Assists the Finance Director as support staff as directed. Attends City Council, committee and staff meetings in the
absence of the Finance Director.

Provides staff clerical services to the Finance Committee. Coordinates meeting dates, times and locations. 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 committee directives, prepares
resolutions under the direction of the Finance Director, forwards committee recommendations as appropriate for
further action.

Performs scheduling, typing, prepares memoranda, correspondence and other administrative support as directed.
Receives all monies receipted to the City and verifies amounts. Prepares daily bank deposits, reconciles cash drawer
and receipts in-coming funds. Reviews and verifies and/or assigns account numbers to in-coming funds. Creates new
account numbers when appropriate.

Maintains manual spreadsheets as requested by Finance Director.

Reconciles monthly bank statements for the City and Opera House. Prepares and enters adjusting journal entries to
balance monthly bank statements including all ACH and wire transactions. Transfer monies between funds to insure
adequate monthly balances. Monitor general fund checking account for appropriate deposits and withdrawals.

Assists in budget preparation, research and reporting to departments regarding accounting information. Creates
budget worksheets. Receives completed spreadsheets, enter budget information into computer system. Compiles

budget documents.

Monitors long term debt service payment spreadsheets for principal and interest amounts. Coordinates timely debt
service wire payments.

Issues quarterly payment reminders for room tax and monitors collections.
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City of Stoughton Deputy Treasurer
Position Description

o Creates and maintains capital project spreadsheets including monthly balancing of all expenditures.
e Maintains fixed assets spreadsheets.

e Prepares tax bill mailing. Collects tax payments, refunds overpayments of taxes, balances tax collections, and
prepares tax collection reports.

o Answers inquiries from the public and others regarding property assessments, real estate and personal property tax
information and other City treasury information.

e Prepares delinquent personal property tax reports. Maintains delinquency information until collection. Reviews
delinquency information and reports to Finance Director. Initiates and prepares Personal Property chargeback’s to
other taxing jurisdictions and collects payments for same.

o Compiles personal property deletion information. Assists assessor with personal property deletion and supporting
documentation. Relays deletion information to Finance Director.

o Prepares monthly financial and-leave-time reports for Department Heads. Prepares monthly financial reports for
multiple volunteer organizations. Prepares other reports as requested.

e Prepares forms for bid openings. Attends bid openings and records all information.





City of Stoughton Deputy Treasurer
Position Description

o Prepares periodic reporting of dog licenses for County. Balances license sales and prepares adjusting journal entries.

e Provides Taxi Service with grant application materials. Receives completed spreadsheet and compiles necessary
information for submission of the taxi grant application.

e Provides backup to the Finance Accounting Specialist by performing those responsibilities in his/her absence.

Minimum Training and Experience Required to Perform Essential Job Functions
High school diploma or equivalent, vocational/technical training in secretarial and accounting skills, three to five years

secretarial/accounting experience, experience with website management, Microsoft office, software applications 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

e 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, assemble, copy and record and

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

o Ability to persuade, convince, and/or train others, including the ability to act in a lead worker capacity. Ability to
advise and interpret how to apply policies, procedures and standards to specific situations.

e Ability to utilize a variety of advisory data and information such as financial statements, tax bills, bank statements, tax
payment records, annual budget, budget reports, job applications, daily receipts, balance sheets, journal entries,
computer software operating manuals, tax collection manual, State statutes, procedures, guidelines and non-routine
correspondence.

e Ability to communicate orally and in writing with Mayor, Finance Director/Treasurer, Assessors, tax payers, City
Council and City staff.

Mathematical Ability

e Ability to calculate percentages, fractions, decimals, volumes, ratios, present values and spatial relationships. Ability
to interpret basic descriptive statistical reports.

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

e Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of
information against sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.

Physical Requirements

e Ability to operate a variety of office equipment including computer terminal, typewriter, telephone, fax machine,





City of Stoughton Deputy Treasurer
Position Description

calculator/adding machine and photocopier.
e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.

o Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, pushing
and pulling. Ability to sustain prolonged visual concentration.

Environmental Adaptability

e Ability to work under generally safe and comfortable conditions where exposure to environmental factors such as
repetitive computer keyboard use, irate individuals and intimidation may cause discomfort and poses a limited risk of
injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommaodations 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

Personnel approved 9-24-01January-8,-2008 March-10,-2009





City of Stoughton
Position Description

Name: NEW Department: Finance
Position Title: Finance Administrative Clerk Pay Grade: FLSA: N
Date: November 2011 Reports To:  Finance Director

Purpose of Position

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

Essential Functions:

e Records and types a variety of reports, memos and other correspondence, interdepartmental reports, annual reports
and other financial data as assigned by the Finance Director.

e Assists the Finance Director with preparation of materials for monthly meetings, to include typing the agenda, filing
and distributing minutes of the Finance, Economic Development Committee, and RDA meetings and other special
meetings as directed by the Finance Director.

e Prepare mailings and correspondence for the Finance department as directed by the Finance Director.

e Reviews, organizes and verifies invoices, prepares purchase orders with account numbers for bills and submits to the
Finance Director for signature prior to submission to the Finance Accounting Specialist.

e Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.

e Assist with accounts receivable processing.

o Organize, sort and file accounts payable checks, accounts receivable invoices and journal entries.
e Assist with accounts payable processing.

e Inputs cash receipts from various city departments and runs balancing reports.

o Prepares Special Assessment Certificate requests.

e Maintains and updates special assessment records and procedures/reports/print-outs as needed.
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City of Stoughton
Position Description Finance Administrative Clerk

e Assists in the collection of tax receipts and balancing of collection reports.

Responds to tax inquires from citizens and banking institutions.

e Maintain/update Finance Department web site.

e Provides back-up to the Finance Accounting Specialist in his/her absence.

e Provides back-up for issuing dog licenses.

e Answers City Hall phones; greets and assists residents and customers; provides information regarding departmental
services; refers callers to appropriate personnel/department; takes and relays messages, etc., as directed by the
Finance Director.

e Assists in Election preparation and customer service as directed by the Finance Director.

e Performs other work as assigned the Finance 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.

e Performs other related functions as assigned or required.

Minimum Training and Experience Required to Perform Essential Job Functions

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

Microsoft office suite experience preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

e Ability to classify, compute and tabulate data and information, following a prescribed plan requiring the exercise of
some judgment. Ability to compare, count, differentiate, measure and sort information. Ability to assemble, copy,
record and transcribe data and information.

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

e Ability to utilize a variety of advisory data and information, such as excel reports and data, payment records and
accounts, graphs, annual and monthly financial reports, financial statements, computer software, procedure manuals,
statutes, procedures, guidelines and non-routine correspondence.

e Ability to communicate with City Hall personnel, Council members, Department Heads, and the general public.

Mathematical Ability





City of Stoughton

Position Description Finance Administrative Clerk

e Ability to add and subtract, multiply and divide, and calculate percentages, fractions, and decimals.
Judgment and Situational Reasoning Ability

e Requires the ability to carry out instructions furnished in written, oral or diagram form. Involves semi-routine
standardized work, with some latitude for independent judgment regarding choices of action.

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

¢ Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable or verifiable criteria.

Physical Requirements

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

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.

e Ability to exert light physical effort in sedentary to light work, typically associated with office work, occasionally
lifting, carrying, pushing and pulling up to 50 pounds to stock supplies.

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

Environmental Adaptability

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

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

Employee’s Signature Supervisor’s Signature

Date Date

Approved by the Common Council






Draft new
proposed
position .
/ City of Stoughton
Position Description
Name: Department: Clerk
Position Title: Human Resources Generalist/Risk Pay Grade: FLSA: N

Manager/Confidential Administrative Specialist

Date: July 2011/Draft Oct. 2013 Reports To: Mayor City-Clerk/Personnel Director

Purpose of Position

The purpose of this position is to provide Personnel/Human Resources tasks along with Risk Management
responsibilities to the City of Stoughton.

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.

o 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
committee directives, prepares ordinances and resolutions for the committee underthe-direction-of-the
Clerk/Persennel-Directer, forwards committee recommendations for Council; maintains meeting related files.

e Provides confidential administrative and clerical duties to assist the-city 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.

e Provides or reviews necessary financial data for collective bargaining. Assists in collective bargaining as required.

e Serves as liaison to the Labor Attorney regarding Union negotiations and contracts in personnel-related issues.

e Handles and refers labor grievances to the Personnel Committee.

e 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.

e Assists department heads and supervisors with personnel issues.
e Coordinates succession planning and back-up strategies.
e Provides employment applications to interested citizens.

o Coordinates employee recruitment. Writes employment ads and materials. Arranges for timely publication, including
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City of Stoughton HR Generalist/Risk Manager/Confidential Administrative Specialist
Position Description

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. Separates
recruitment information from applications before forwarding to hiring committees. Manages and maintains files of
recruitment information and applications.

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

e Advises and participates in review, modification, and adoption of new and/or modified personnel practices and
policies.

e Administers FMLA (Family Medical Leave Act) program and policies.
e Prepares monthly Wisconsin Retirement Fund System reports, Income Continuation reports, Minnesota Life reports,
and submits to Department of Employee Trust Funds YWRFE: Reconciles retirement fund annually. Keeps up to date on

changing employment laws and regulations. Prepares employee transaction reports for terminations.

e Prepares worker’s compensation and unemployment reports and records, Equal Employment Opportunity reports, and
salary and benefits surveys. Manages and maintains related claim files.

e Prepares employer withholding, 19 forms, retirement, health & dental insurance, deferred compensation enrollment
forms.

e Provides Assists-in new employee orientation counseling. Provides documents regarding wage/benefits, withholding,
retirement, work rule policies and procedures. Enrolls employees in benefits provided to eligible employees. Assists
employees in completing forms, advising employees of eligibility, verifying submissions and notifying employees of
insurance approvals. Submits new hire reporting to the Department of Labor.

e Initiates new employee files.

e Manages and maintains regular and confidential personnel records.

e Maintains employee records as required by law.

e Provides employer verifications.

e Provides 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.

e Provides Assists-in recruiting and staffing logistics. Provides supportive and cooperative technical and administrative
activities in a team atmosphere.

o Maintains employee benefit database in payroll/benefits system. Administers employee benefit programs.

e Documents Human Resources actions by accurately competing forms, reports, logs, records.

e Assists with employee reviews as appropriate. Keeps reviews on file.

e Administers the CDL Random Drug Testing program, including follow up on drug and/or alcohol positive results.

e Updates Work Rules and handbook as needed or annually. Assists with the interpretation of Work Rules and Union





City of Stoughton HR Generalist/Risk Manager/Confidential Administrative Specialist
Position Description

contracts. Updates Human Resources and Risk Management policies and procedures in the Policies and Procedures
Manual.

e Assists in drafting or revising position descriptions.

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

e Serves as the Risk Manager for the City of Stoughton. Assumes all duties and tasks related to Risk Management for
the City of Stoughton. Reviews and approves all contracts in regards to insurance coverage.

e Administers City insurance programs. Files all insurance claims with respective carriers.

e Serves on the Risk Committee. Provides staff clerical services to the Risk Committee. Coordinates meeting dates,
times and locations for the Risk 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 committee directives, prepares ordinances and resolutions for the committee, forwards
committee recommendations for Council; maintains meeting related files. Provides information to the committee
regarding CVMIC. Work Comp, Safety reviews and trainings, etc.

e Serves as the city liaison and point of contact person for Cities and Villages Mutual Insurance Company (CVMIC)
and the Local Government Property Insurance Fund (LGPIF) Completes yearly insurance renewals for both.

e Coordinates safety trainings through CVMIC to the city employees, keeps accurate records of employee training
schedules, safety policies and procedures. Keeps safety policies up to date. Ensures that employees are participating
in safety training as required.

o Keeps the Material Data Safety Sheets (MSDS) accurate and up to date.

e Administers and processes claims against the city. Forwards to CVMIC and all other related parties, keeps accurate
records of claims. Submit claims to appropriate committees for review. Provides follow up.

e Manages and maintains a current listing of fleet vehicles, makes additions and deletions of city vehicles to the
insurance company (CVMIC). Keeps vehicle titles and registrations for city fleet.

o Keeps track of the Local Government Insurance Property Fund (LGPIF) regarding the city’s property; ensures
property is insured appropriately. Makes changes as appropriate. Serves as the point person to add, delete and
approve changes.

e Provides information to employees regarding the Employee Assistance Program (EAP) services and functions.

e Prepares purchase orders and payment vouchers. Reviews, approves and submits for payment various monthly billing
including but not limited to CVMIC & LGIP insurance renewals, health club billings, union dues, United Way
deductions, child support/garnishments, life insurance, health, Restat drug claims and retirement payments, and any
other billings that related to Human Resources and Risk Management.

e Maintains contract and eligible employee listings for health club. Pays and files invoices.

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





City of Stoughton HR Generalist/Risk Manager/Confidential Administrative Specialist
Position Description

e Serves as the liaison and point person for Auxiant Health Insurance, Delta Dental, Restat, and other employee benefit
related programs. Keeps employees notified and up to date on benefit related changes.

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

e Serves as a member of the Wellness Coalition. Assists with the coordination of the medication disposal event.

o Other duties as assigned by the-City-Clerk/Personnel-Director—Mayor.

Additional Tasks and Responsibilities

While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this
position and may also be performed by other unit members.

e Serves as a Notary Public and assists visitors in this capacity as required.

e Assists with voting and election duties as assigned.

e Provides customer service assistance to the general public including telephone, computer and in person contact.

e Provides back-up coverage during peak and staff shortage in other areas and functions of the City Clerk’s operations.

o Meets and greets visitors to City Hall and assists them in way finding under the direction of the Clerk/Personnel
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.

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

e 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.

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

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





City of Stoughton HR Generalist/Risk Manager/Confidential Administrative Specialist
Position Description

e Ability to provide counseling and mediation.

e 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-persennel; City employees, department
heads and the general public. Ability to maintain a high degree of confidentiality.

Mathematical Ability

e Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical reports. Ability to
balance and reconcile financial accounts. Ability to receipt payments as necessary.

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

e Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of
information against measurable criteria.

Physical Requirements

e 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.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.
e Ability to exert light physical effort in sedentary to light work.

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

Environmental Adaptability

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





City of Stoughton HR Generalist/Risk Manager/Confidential Administrative Specialist
Position Description

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: Jub-2011
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9/2/2013
holiday

9/3/2013
fill postage machine
run eom postage reports
incoming phone calls
garbage messages/
from being gone
order supplies
planning-dci maps/mike
break
planning-dci maps/mike
planning-dci maps/mike
type up address tables,
run envelopes
outgoing mail

9/4/2013
emails, time card
Food pantry
complete online bank receipts
write up vouchers/roundys
walk ins
phone calls
post notices,
complete my online receipts
helped greg L w/ making
copies for pd
break
notices
phone calls, walk ins
update directory
finsih notices, order supplies
eom postage report
outgoing malil

9/5/2013
emails, put away supplies
clean up supply closet

8:00-8:30

8:30-9:10
9:10-9:25
9:25-11:05
11:05-11:20
11:20-12:10
1:10-2:45

2:45-3:00

8:00-8:15

8:15-9:30

9:30-11:05

11:05-11:20
11:20-12:10

1:10-2:15
2:15-3:00

8:00-8:30

00:30

00:40
00:15
01:40
00:15

00:50
01:35

00:15

00:15
01:15

01:35

00:15
00:50

01:05
00:45

00:30

WEEK OF SEPTEMBER 2 TOTALS

CLERK 11:35
PLANNING 09:50
HR 00:00
FOOD PANTRY 01:30
WEEK OF SEPTEMBER 9 TOTALS

CLERK 15:35
PLANNING 04:10
HR 00:10
FOOD PANTRY 05:55
WEEK OF SEPTEMBER 16 TOTALS

CLERK 22:50
PLANNING 02:25
HR 01:45
FOOD PANTRY 03:05
WEEK OF SEPTEMBER 23 TOTALS

CLERK 14:35
PLANNING 08:15
HR 02:15
FOOD PANTRY 02:15
SEPTEMBER 30 TOTALS

CLERK 02:30
PLANNING 00:00
HR 03:15
FOOD PANTRY 00:00

3-Sep TOTALS

CLERK 01:40
PLANNING 04:05
HR 00:00
FOOD PANTRY 00:00
4-Sep TOTALS

CLERK 04:30
PLANNING 00:00
HR 00:00
FOOD PANTRY 01:15
5-Sep TOTALS

CLERK 03:25
PLANNING 04:00
HR 00:00
FOOD PANTRY 00:00
6-Sep TOTALS

CLERK 02:00
PLANNING 01:45
HR 00:00
FOOD PANTRY 00:15
9-Sep TOTALS

CLERK 04:55
PLANNING 00:50
HR 00:00
FOOD PANTRY 00:00
10-Sep TOTALS

CLERK 05:50
PLANNING 00:00
HR 00:00
FOOD PANTRY 00:00
11-Sep TOTALS

CLERK 03:20
PLANNING 02:15






notice-planning
phone calls, walk ins
eom post report

break

put away copy paper

planning-made copies of
notice for mike, folded
stuffed, mailed out

planning-made copies of
notice for mike, folded
mailed out

dog licenses

outgoing malil
cashed out
wrote up fp vouchers

went to county bldg-training on
new ballot/election machines

9/6/2013
notices-tree comm
uploaded to website, posted,
vickie needed help b/c she has a
new computer, diff program
receipt in bldg permits
phone cal ]
receip in fp donations
cash out
figure time card
break
finsihed time card,
phon calls, walk ins,
wrote up supply vouchers
misc
out for the day

9/9/2013

notice-finance
phone calls

emails, room reservations
phone call re trash bins

8:30-11:05

11:10-11:25
11:25-11:35
11:35-12:10
1:10-2:00

2:00-2:15

2:15-2:30

2:30-4:45

8:00-8:45

8:45-10:30
10:30-10:45
10:45-11:15

11:15-11:30
11:30-12:15

12:15-3:00

8:00-8:30

8:30-9:00

02:35

00:15
00:10
00:35
00:50

00:15
00:15

02:15

00:45

01:45
00:15
00:30

00:15
00:45

00:30

00:30

HR 00:10
FOOD PANTRY 00:00
12-Sep TOTALS

CLERK 01:15
PLANNING 01:05
HR 00:00
FOOD PANTRY 02:25
13-Sep TOTALS

CLERK 00:15
PLANNING 00:00
HR 00:00
FOOD PANTRY 03:30
16-Sep TOTALS

CLERK 02:20
PLANNING 01:30
HR 01:10
FOOD PANTRY 00:25
17-Sep TOTALS

CLERK 03:45
PLANNING 00:10
HR 00:10
FOOD PANTRY 02:20
18-Sep TOTALS

CLERK 05:30
PLANNING 00:00
HR 00:10
FOOD PANTRY 00:20
19-Sep TOTALS

CLERK 06:00
PLANNING 00:15
HR 00:15
FOOD PANTRY 00:00
20-Sep TOTALS






online bank statements
phone calls
receipt in bldg permits
break
misc
misc
outgoing malil

9/10/2013
emails
pfc notice
meeting wi/pili
clean out cabinets
svrs-clean up voter match
election-udpate abs ballots lists
notice, rda
break
election-udpate abs ballots lists
notice-bfo, posted etc.
walk ins, wrote up
supply vouchers
requested garb totes for new
build
outgoing mail
mail run
sidewalk complaint

9/11/2013
meeting w/pili in

re: to keeping track of time etc..

emails
elections-update abs
label information
phone calls, walk ins
update admin site w/holiday
dates per donnas email
walk ins, phone calls
*walked down to find steve
for a customer*
phone call re: 2301 Wms drive

9:00-10:15

10:15-11:05
11:05-11:20
11:20-12:10
1:10-3:00

8:00-8:15
8:15-9:15

9;15-10:00
10:00-10:15
10:15-11:00
11:00-11:10
11:10-11:25
11:25-12:05
1:05-3:00

8:00-8:30

8:30-8:45
8:45-9:30

9:30-10:30

01:15

00:50
00:15
00:50
01:50

00:15
01:00

00:45
00:15
00:45
00:10
00:15
00:45
01:55

00:30

00:15
00:45

01:00

CLERK 05:15
PLANNING 00:30
HR 00:00
FOOD PANTRY 00:00
23-Sep TOTALS

CLERK 03:30
PLANNING 00:15
HR 01:00
FOOD PANTRY 01:00
24-Sep TOTALS

CLERK 02:35
PLANNING 01:40
HR 01:15
FOOD PANTRY 00:15
25-Sep TOTALS

CLERK 02:30
PLANNING 03:30
HR 00:00
FOOD PANTRY 00:00
26-Sep TOTALS

CLERK 02:55
PLANNING 02:50
HR 00:00
FOOD PANTRY 00:00
27-Sep TOTALS

CLERK 03:05
PLANNING 00:00
HR 00:00
FOOD PANTRY 01:00






Planning-dci maps for mike 10:30-11:0 00:30
look up addresses
look up info for that clock in 11:00-11:10 00:10
front of diamonds direct/citizen
came in asking questions about
it this a.m. re: to keep the time

correctly.
phone call in re: to lineman 11:25-11:35 00:10
position, did we get his
app
notice-library board 11:35-11:45 00:10

phone call in re: to why his
electricity is out

Planning-dci maps for mike 11:45-12:10 00:25
look up addresses
Planning-dci maps for mike 1:10-2:30 01:20
look up addresses
notice, public works 2:30-2:45 00:15
outgoing mail 2:45-3:00 00:15
9/12/2013
update hallway board 8:00-8:05 00:05
emails 8:05-8:30 00:25
phone calls
talk w/pili re: job descripton
notices-parks/rec, srin need 8:30-8:50 00:20
look over job description 8:50-9:00 00:10
Planning-type up address 9:00-11:05 01:05

table from maps yesterday
walk ins, phone calls
garbabe tote rquest call
recv in ups delivery
run envlopes for Planning
break 11051120 00:15
work on fp vouchers updtes 11:20-12:15 00:55
for pili
phone calls re: garbage/recy
walk ins
get phone message off 1:15-1:30 00:15






of nicks phone-14messages
recreate new fp voucher 1:30-3:00 01:30

couldn’t find old one, needed

updates

phone calls,

dog poop problem,

outgoing malil

garbage discussion w/lisa
she wants to get bills out
from when we did the huge

project awhile back.

9/13/2013

emails 8:00-8:15 00:15

finish up recreated fp 8:15-11:00 02:45
brochure

phone calls, walk ins

FP 11:15-12:00 00:45
write up vouchers
talk w/pili re: flu shot clinic

9/16/2013
research dog license 8:00-8:20 00:20
problem from Friday, and called the
gal back
emails 8:20-9:00 00:40

record flu shot info from
emails sent to me/flu clinic
which lead into room reservations
w/pé&r meeting, had to fix

answered email to mary 9:00-9:10 00:10
in re: to ordering supplies
for her
read thru leadership min. 9:10-9:20 00:10
recorded flu shot info as 9:20-9:30 00:10

they come into my email
notice-CIP adhoc comm 9:30-9:40 00:10






flu shot entries 9:40-9:50 00:10
receipt in bldg permits 9;50-10:30 00:40
order supplies for mary/court 10:30-10:45 00:15

from amazon.

helped w/phone call re:

alcohol anonym.

incoming mail-open 10:45-11:15 00:30
& process

mail out bldg permits to 11:30-11:45 00:15
accurate app.
cash out

Called to reschedule appt 11:45-11:50 00:05
for donna/int'l economic
develp councll

record flu shot info from 11:50-12:00 00:10
emails sent to mefflu clinic

phone call in re to dog license 12.00-12:15 00:15

issued dog license to
walk in

cash out -again 1:15-1:25 00:10

Planning-make copies of 1:25-2:20 00:35

public notice/mike/

fold & send out
went to election room to find
pens/pencils for tonights
listening bfo session

work on fp brochure 2:20-2:45 00:25
outgoing malil 2:45-3:00 00:15
9/17/2013
made sure all updates 8:00-830 00:30
were current in directory
garbage phone call/problem
FP-complete online receipt banking 8:30-9:05 00:35
complete online bank receipts
receipt in fp donations 9:05-9:25 00:20
record flu shot info-emails 9:25-9:35 00:10
notice-BOA 9:35-10:45 01:10

phone calls, walk ins






help lady w/ getting concrete
contractor numbers

fp-write up vouchers 10:45-10:55 00:10
receipt in fp donations

receipt in bldg permits 10:55-11:05 00:10

BREAK 11051120 0015

cash out 11:20-11:30 00:10

fp brochure 11:30-12:45 01:15
phone calls, walk ins

fax, had to find out where it 1:45-2:15 00:30

belonged, scanned
sent to broihahn mngt,
and emailed to engelberger

notice-jt township mtg 2:15-2:30 00:15

misc 2:30-2:45 00:15
voicemails, fax notices

outgoing malil 2:45-3:00 00:15
mail run/sarah ill

9/18/2020

emails 8:00-8:15 00:15

record flu shot info 8:15-8:25 00:10

FP-made copies/folded 8:25-8:45 00:20
new brochure for
office kiosk

made adjust on brochure

order supplies; for us, 8:45-9:15 00:30
court & mayor

elections-prepare 9:15-12:10 02:55

items for upcoming
elections; envelopes, lists
phone cals, walk ins

elections-prepare 1:10-3:00 01:50
outgoing mail

9/19/2013

made signs for steve/swwbia 8:00-8:15 00:15
for his mtg @ 8:30

emails 8:15-8:30 00:15

elections-get logs set up 8:30-10:00 01:30






for next year
learing some of Tamarahs 10:00-12:15 02:15
things, getting things set
up in my computer etc.
retype instructions in my own words
how to print reports & what to do
as far as the purple slips etc.
need to be written up for finance etc.

issue dog license, 12:45-1:00 00:15
issue operators license

put away supplies/give to 1:00-1:15 00:15
correct dpet

record flu shots per emails 1:15-1:30 00:15

garbage problems, 1:30-2:30 01:00

phone calls from bills being mailed
out, email/phone call to johsn re;
125 cty rd b, phone call from Iday
that wasn’t happy b/c she bought
a foreclosure and the garb tote was
missing, she called johns, they offerd
a loaner, she was not happy that she may
be billed for it, wanted alderpersons names
phone no.
set up new email contacts for 2:30-3:00 00:30
leadership minutes
outgoing mail,
set up new copier eom report
look up receipt for steve from last week

9/20/2013
find another receipt for 8:00-8:30 00:30
steve from 2012, needed
check no. for bldg permit
notices-council 8:30-8:45 00:15
garbage problem/totes 8;45-9:00 00:15
Auto project for Pili 9:00-11:00 02:00

matching titles w/vehicle report
took phone call from citizen re:
storm damage last night, emailed vickie






took phone call from cindy Mcglynn re:
flag that blew off pole last night, she
has it at sr ctr
went up to Opera House help diane halom get
her computer/printer/phones
working again. No go on the
computer, but the rest is up and
running
help'd w/bldg permit, no one
around to help,
OH visitors
walk ins, phone calls

notices-post, fax etc 11:15-11:45 00:30
public safety, finance
walk ins, phone calls

Auto project for Pili 12:45-3:00 02:15
walk ins, phone calls
outgoing malil

9/23/2013

figured time card 8:00-8:30 00:30

update flu shot info 8:30-8:45 00:15

Planning-printed out 2014 8:45-9:00 00:15
calendar for steve

process online banking 9:00-9:30 00:30
receipts for FP

and my account

update flu shot info per 9:30-9:45 00:15
emails recv'd

phone calls, walk ins

FP-write up fp vouchers 9:45-10:15 00:30
write up payment
vouchers

misc 10:15-11:05 00:50

incoming mail-open 11:05-11:20 00:15

incoming mail-fin 11:35-12:15 00:40
walk ins, phone calls
notices- 1:15-1:30 00:15






went thru notes from tamarah
finished looking up auto

titles for pili
update flu shot info

outgoing malil

9/24/2013
emails
print out complaints from donna, file
read email from Scott W/vehicle titles
read email frob Bob B re: BA
respond to him, forward his email
Mike Stacey as bob requested
update flu shot info from emails
notice-cal/cp, posted, faxed etc..
receipt in bldg permits
mail permits to accurate
Issue dog licenses
receipt in fp donations
cash out
garbage problems
733 hilldale lane
125 county rd b
email melissa re: these

Planning-dci map/mike
look up addresses
bundle up alders mail
update flu shot per phone calls
walk ins, phone calls
update flue shots per email
Planning-dci map/mike
walk ins, phone calls
garbage problem re: 125 cty b
email to johns
outgoing mail
Sr ctr newletters
ordered toners for copier
changed toner cartridge
typed voter reg letter for the burnos

1:30-2:30

2:30-3:00

8:00-9:00

9:00-10:00

10:00-10:30
10:30-10:45

10:45-11:05

11:20-12:35

1:35-2:15

2:15-2:45

2:45-3:00

01:00

00:30

01:00

01:00

00:30
00:15

00:20

01:15

00:40

00:30

00:15






so they can re=register to vote

in the city

9/25/2013

clean off hallway board 8:00-8:15
emails

tv problem, recvd call from 8:15-9:15

officer wurtzler in re: to 2
tvs set out at residents house
that are not hers. Trying to
figure out where to bring these
or how to get rid of them
planning-type up address 9:15-12:15
table for mikes dci map,
phone calls, walk in for
notary, walk ins
walk ins, phone calls
look for someone in planning
for bldg permit
helped another customer w/ bldg
permit/geneiva braun
helped another customer w/ electrical permit
write up elect voucher, 1:15-2:15
look for auto titles for pili/street & park
finish up garbage problem 125 cty rd b
re do letter for Burnos/election

outgoing mail 2:15-2:30

Planning-print out envelopes for 2:30-3:00
mike

9/26/2013

go over directiions 8:00-8:30

on dropping off election
machines w/pili

Finance-seal payroll 8:30-8:40
envelopes for Julie
notice-cow, post etc. 8:40-9:00

tried to help a gal w/ court
issues, she was looking for
her appt that she was supposed to

00:15

01:00

03:00

01:00

00:15
00:30

00:30

00:10

00:20






meet w/.....I believe she should

have been here yesterday at 8:30

to speak w/ jon evenson?
Planning-make copies of notice

fold, send out for mike
elections-went to madison to

drop off old elections

machines

process online credit card
receipts,
phone calls, walk ins
receipt in bldg permits
ISSUE DOG LICENSE
cash out, walk ins
write up supply vouchers
outgoing malil
review job description

9/27/2013
emails

clean up site admin

take off all old mtgs etc.

rearrange hallway/survey area
incoming mail-open, process
phone calls,
walk ins,

9:00-10:00

10:00-11:15

11:30-12:10

1:10-3:00

8:00-8:30
8:30-11:05

01:00

01:15

00:40

01:50

00:30
02:35

online bank receipts-fp
phone calls, walk ins
roundys slips for Fp
separate ou
roundys slips
separate out
haul blue ballots bins to
garbage dumpster
write up payt vouchers
outgoing mail
process registered mail requests/ems

11:25-12:35

01:00






9/30/2013
emails 8:00-11:16
update flu shots per emails
clean off front windows
clean up hallway board
garbage problem w/blue ballot boxes
phone call from brent
issued bar tending license
another garbage problem, 1000 s 4th
the tv's from last weeks email w/ johns
were still sitting there
updated flu shots again per emails
phone calls, walk ins
notice-landmarks

phone calls, walk ins, 11:31-12:40
finish up garb problems
udpated svrs voter match

johns bill, made copy, recorded
info; added, subtracted totes

garbage, 1:40-3:00
walk ins, phone calls
write up johns voucher
outgoing mail

03:15

01:10

01:20






Date DEPT. Project Clockin Clock out Calls Walk-ins Time
09/03/13 Mayor grant spreadsheet 7:30 7:40 1 0:10
09/03/13 HR Work Rules 7:40 8:15 0:35
09/03/13 HR SRO agreement 8:15 8:30 1 0:15
09/03/13 HR Work Rules 8:30 9:45 1:15
09/03/13 Clerk clerical 9:45 10:30 0:45
09/03/13 Clerk clerical 10:45 11:00 0:15
09/03/13 HR Work Rules 11:00 11:30 0:30
09/03/13 Clerk mail, incoming 12:30 13:35 2 1:05
09/03/13 HR lineman apps. 13:35 13:45 0:10
09/03/13 HR Work Rules 13:45 16:00 2 2:15
09/03/13 Clerk mail, outgoing 16:15 16:30 1 0:15
09/04/13 Clerk clerical 7:30 8:00 1 0:30
09/04/13 HR Work Rules 8:00 8:10 0:10
09/04/13 Clerk PS minutes 8:10 9:00 0:50
09/04/13 Clerk clerical 9:00 9:15 0:15
09/04/13 HR Work Rules 9:15 10:15 1:00
09/04/13 Clerk mail, incoming 10:15 10:30 0:15
09/04/13 HR Work Rules 10:45 11:20 2 0:35
09/04/13 HR Work Rules 12:20 12:50 0:30
09/04/13 Clerk clerical 12:50 13:40 0:50
09/04/13 Mayor/HR  wage study 13:40 14:00 2 0:20
09/04/13 Mayor pad folio pricing 14:00 14:20 2 0:20
09/04/13 Mayor/HR  wage study 14:20 14:50 3 0:30
09/04/13 Clerk proofing agenda 14:50 14:55 0:05
09/04/13 Mayor/HR wage study 14:55 15:50 0:55
09/04/13 Clerk mail, outgoing 16:05 16:15 0:10
09/04/13 Mayor/HR wage study 16:15 16:30 2 0:15
09/05/13 Mayor/HR  wage study 7:30 7:45 1 0:15
09/05/13 HR ECP 7:45 8:05 0:20
09/05/13 Mayor/HR  wage study 8:05 8:45 2 0:40
09/05/13 HR safety policies 8:45 10:10 1 1:25
09/05/13 Clerk mail, incoming 10:10 10:25 0:15

FOR THE WEEK
TOTAL CALLS:
TOTAL WALK-INS:

Clerk: clerical
Clerk: mail
Clerk: council & comm.

TOTAL:

HR: ECP

HR: lineman apps.
HR: safety policies
HR: SRO agreement
HR: Work Rules

TOTAL:

Mayor: grants
Mayor: padfolio
Mayor/HR: wage study

TOTAL:

61
36

4:00
3:10
1:20

8:30

0:20
0:10
2:00
0:15
6:50

9:35

0:10
0:35
11:10

11:55





09/05/13 HR safety policies 10:25 10:30 1 0:05
09/05/13 HR safety policies 10:45 11:10 3 0:25
09/05/13 Mayor/HR  wage study 11:10 11:30 1 1 0:20
09/05/13 Clerk clerical 12:30 13:30 1 4 1:00
09/05/13 Mayor/HR  wage study 13:30 14:20 2 0:50
09/05/13 Clerk Tree Commission agenda 14:20 14:45 2 1 0:25
09/05/13 Mayor/HR  wage study 14:45 15:45 3 1 1:00
09/05/13 Clerk mail, outgoing 16:00 16:20 2 1 0:20
09/05/13 HR safety policies 16:20 16:25 1 0:05
09/05/13 Clerk clerical 16:25 16:30 0:05
09/06/13 Mayor pad folio pricing 7:30 7:45 3 0:15
09/06/13 Mayor/HR  wage study 7:45 9:15 1 2 1:30
09/06/13 Clerk clerical 9:15 9:30 2 0:15
09/06/13 Mayor/HR  wage study 9:30 10:25 2 0:55
09/06/13 Clerk mail, incoming 10:25 10:40 1 0:15
09/06/13 Mayor/HR  wage study 10:55 11:35 2 1 0:40
09/06/13 Mayor/HR wage study 12:35 14:35 6 2 2:00
09/06/13 Clerk mail, outgoing 14:35 14:55 3 2 0:20
09/06/13 Mayor/HR  wage study 14:55 15:55 4 3 1:00
09/06/13 Clerk mail, outgoing 16:10 16:25 1 0:15
09/06/13 Clerk clerical 16:25 16:30 0:05





Date DEPT. Project Clockin  Clock out Calls Walk-ins Time
09/09/13 Clerk clerical 7:30 7:45 1 1 0:15 NOTE: left for dr. appt.
09/09/13 Mayor/HR  wage study 7:45 8:10 0:25 Sept. 10 14:30
09/09/13 HR safety policies 8:10 8:35 0:25
09/09/13 Mayor/HR  wage study 8:35 9:45 2 2 1:10 FOR THE WEEK
09/09/13 HR Lineman apps. 9:45 9:50 0:05 TOTAL CALLS: 64
09/09/13 Clerk clerical 9:50 10:30 0:40 TOTAL WALK-INS: 44
09/09/13 Clerk clerical 10:35 11:05 0:30
09/09/13 Clerk mail, incoming 11:05 11:50 1 2 0:45 Clerk: COI 0:05
09/09/13 HR Lineman apps. 12:45 13:00 2 0:15 Clerk: clerical 6:35
09/09/13 Clerk clerical 13:00 14:30 9 1 1:30 Clerk: council 2:35
09/09/13 HR Work Rules 14:30 15:50 3 1:20 Clerk: mail 3:45
09/09/13 Clerk mail, outgoing 16:05 16:15 0:10 Clerk: records 0:05
09/09/13 HR Work Rules 16:15 16:30 1 1 0:15 Clerk: leadership team 0:15
09/10/13 Clerk prepping Council minutes 7:30 7:40 0:10 TOTAL: 13:20
09/10/13 Clerk report for leadership team 7:40 7:55 2 0:15
09/10/13 Clerk prepping Council minutes 7:55 8:10 0:15 Food Pantry: clerical 0:15
09/10/13 HR safety policies 8:10 8:30 0:20 TOTAL: 0:15
09/10/13 HR Work Rules 8:30 9:00 0:30
09/10/13 HR PD health plan 9:00 9:25 1 0:25 HR: clerical 0:20
09/10/13 Clerk Certificates of insurance 9:25 9:30 0:05 HR: CVMIC 2:00
09/10/13 HR safety policies 9:30 9:45 2 0:15 HR: ECP 0:30
09/10/13 HR clerical 9:45 10:05 0:20 HR: lineman apps. 1:50
09/10/13 Clerk prepping Council minutes 10:05 10:10 0:05 HR: PD health plan 0:25
09/10/13 Clerk mail, incoming 10:10 10:35 0:25 HR: safety policies 1:55
09/10/13 HR Lineman apps. 10:50 10:55 1 0:05 HR: Work Rules 5:15
09/10/13 HR CVMIC risk assessment 10:55 11:30 0:35 HR: WPPA 0:05
09/10/13 Food Pantry clerical 12:30 12:45 1 0:15 TOTAL: 12:20
09/10/13 HR CVMIC risk assessment 12:45 13:30 2 1 0:45
09/10/13 HR Lineman apps. 13:30 13:45 0:15 Mayor: clerical 0:10
09/10/13 HR CVMIC risk assessment 13:45 14:05 0:20 Mayor: clerical 1:15
09/10/13 HR Work Rules 14:05 14:30 1 0:25 Mayor: SACF grant 4:35
09/11/13 HR Lineman apps. 7:30 7:35 1 0:05 Mayor/HR: Personnel 0:35





09/11/13 Clerk Council follow-up 7:35 8:25 0:50
09/11/13 HR Lineman apps. 8:25 8:35 0:10
09/11/13 Clerk Council follow-up 8:35 8:50 0:15
09/11/13 Mayor clerical 8:50 9:00 0:10
09/11/13 Clerk Council follow-up 9:00 9:50 0:50
09/11/13 P/R passive voice q 9:50 9:55 0:05
09/11/13 Mayor crabapple arboretum 9:55 10:20 0:25
09/11/13 Clerk mail, incoming 10:20 10:35 0:15
09/11/13 Mayor crabapple arboretum 10:50 11:05 0:15
09/11/13 Clerk records q for Rodney 11:05 11:10 0:05
09/11/13 Mayor crabapple arboretum 11:10 11:35 0:25
09/11/13 Mayor crabapple arboretum 12:35 12:45 0:10
09/11/13 Clerk Council follow-up 12:45 12:55 0:10
09/11/13 HR Lineman apps. 12:55 13:10 0:15
09/11/13 HR WPPA negotiations 13:10 13:15 0:05
09/11/13 Mayor/HR  Personnel minutes 13:15 13:45 0:30
09/11/13 HR safety policies 13:45 13:55 0:10
09/11/13 HR Lineman apps. 13:55 14:05 0:10
09/11/13 Mayor/HR  Personnel minutes 14:05 14:10 0:05
09/11/13 HR Work Rules 14:10 14:25 0:15
09/11/13 HR Lineman apps. 14:25 14:35 0:10
09/11/13 HR Work Rules 14:35 15:35 1:00
09/11/13 HR Lineman apps. 15:35 15:40 0:05
09/11/13 HR Work Rules 15:40 15:50 0:10
09/11/13 Clerk mail, outgoing 16:05 16:20 0:15
09/11/13 HR Work Rules 16:20 16:25 0:05
09/11/13 HR Lineman apps. 16:25 16:30 0:05
09/12/13 Mayor/HR  wage study 2:05 3:45 1:40
09/12/13 Clerk mail, outgoing 4:00 4:10 0:10
09/12/13 HR Lineman apps. 7:30 7:35 0:05
09/12/13 HR ECP forms 7:35 7:50 0:15
09/12/13 Clerk clerical 7:50 8:00 0:10
09/12/13 HR Work Rules 8:00 8:40 0:40

Mayor/HR: wage study
TOTAL:

F/R: passive voice q

TOTAL:

4:40

11:15

0:05

0:05





09/12/13 Mayor Grant: SACF 8:40 10:15 1:35
09/12/13 Mayor Grant: SACF 10:30 10:50 0:20
09/12/13 Clerk mail, incoming 10:50 11:25 0:35
09/12/13 Mayor Grant: SACF 11:25 11:35 0:10
09/12/13 HR Lineman apps. 12:35 12:40 0:05
09/12/13 HR ECP forms 12:40 12:45 0:05
09/12/13 HR safety policies 12:45 12:55 0:10
09/12/13 Clerk clerical 12:55 13:00 0:05
09/12/13 Mayor Grant: SACF 13:00 14:00 1:00
09/12/13 HR ECP forms 14:00 14:05 0:05
09/12/13 HR Work Rules 16:10 16:30 0:20
09/13/13 Mayor Grant: SACF 7:30 7:40 0:10
09/13/13 Clerk clerical 7:45 7:50 0:05
09/13/13 Mayor Grant: SACF 7:50 9:10 1:20
09/13/13 HR Work Rules 9:10 9:25 0:15
09/13/13 Clerk clerical 9:25 10:00 0:35
09/13/13 Clerk mail, incoming 10:00 10:25 0:25
09/13/13 HR safety policies 10:25 10:35 0:10
09/13/13 Clerk clerical 10:35 10:40 0:05
09/13/13 Clerk clerical 10:55 11:35 0:40
09/13/13 Clerk clerical 12:35 14:35 2:00
09/13/13 Clerk mail, outgoing 14:35 15:05 0:30
09/13/13 HR ECP forms 15:05 15:10 0:05
09/13/13 Mayor/HR  wage study 15:10 15:50 0:40
09/13/13 Clerk mail, outgoing 16:05 16:20 0:15
09/13/13 Mayor/HR  wage study 16:20 16:30 0:10





Date DEPT. Project Clockin  Clockout Calls Walk-ins Time
09/16/13 Clerk clerical 7:30 7:35 2 0:05
09/16/13 HR ECP 7:35 7:45 0:10
09/16/13 HR clerical 7:45 7:55 0:10
09/16/13 Mayor/HR wage study 7:45 8:45 2 1:00
09/16/13 Clerk copies of annexations 8:45 9:05 1 0:20
09/16/13 Mayor/HR wage study 9:05 10:15 1:10
09/16/13 HR clerical 10:30 11:30 1:00
09/16/13 HR ECP 12:30 12:45 0:15
09/16/13 HR clerical 12:45 13:00 1 0:15
09/16/13 Mayor/HR wage study 13:00 14:30 1:30
09/16/13 HR MSDS 14:30 15:05 2 0:35
09/16/13 Clerk clerical 15:05 15:55 5 0:50
09/16/13 Clerk mail, outgoing 16:10 16:30 1 0:20
09/17/13 HR work rules 7:30 7:45 0:15
09/17/13 Food Pantry SACF grant 7:45 7:55 0:10
09/17/13 Clerk clerical 7:55 8:10 0:15
09/17/13 Clerk PS agenda 8:10 9:00 1 0:50
09/17/13 Clerk CC agenda 9:00 10:10 1:10
09/17/13 Clerk mail, incoming 10:10 10:25 0:15
09/17/13 Clerk CC agenda 10:40 10:45 0:05
09/17/13 Clerk clerical 10:45 11:45 6 1:00
09/17/13 Mayor pad folio order 12:45 12:50 0:05
09/17/13 Clerk clerical 12:50 14:25 4 1:35
09/18/13 Mayor pad folio order 7:30 7:40 3 0:10
09/18/13 Clerk CC resolution 7:40 7:45 0:05
09/18/13 Clerk clerical 7:45 8:20 1 0:35
09/18/13 Clerk CC agenda 8:20 8:30 0:10
09/18/13 Clerk clerical 8:30 10:00 3 1:30
09/18/13 Clerk mail, incoming 10:00 10:20 0:20
09/18/13 BFO listening sessions 10:35 11:35 1:00
09/18/13 BFO listening sessions 12:35 13:20 1 0:45
09/18/13 HR ECP 13:20 13:30 0:10

NOTE:

NOTE:

FOR THE WEEK
TOTAL CALLS:
TOTAL WALK-INS:

BFO: listening sessions

TOTAL:

Clerk: CC agenda
Clerk: clerical
Clerk: annexations
Clerk: filing

Clerk: Laserfiche
Clerk: mail

Clerk: Personnel agenda
Clerk: PS agenda
Clerk: records q
Clerk: CC resolution
Clerk: solicitor Iic.

TOTAL:

Food Pantry: SACF grant
Food Pantry: volunteer fair

TOTAL:

HR: clerical
HR: WPPA contract

went home sick

Sept. 17 14:25
left for dr. appt.
Sept. 20 12:15
ret. 14:50

70
28

1:45

1:45

2:00
9:50
0:20
0:05
6:30
2:15
0:25
1:15
0:05
0:05
0:40

23:30

0:10
0:40

0:50

1:25
0:15





09/18/13 Clerk clerical 13:30 15:50 5 2:20
09/18/13 Clerk mail, outgoing 16:05 16:20 1 0:15
09/18/13 Clerk clerical 16:20 16:30 0:10
09/19/13 HR copies: WPPA contract 7:30 7:45 0:15
09/19/13 Clerk Laserfiche 7:45 9:15 1 1:30
09/19/13 Clerk CC agenda 9:15 9:25 0:10
09/19/13 HR lineman apps. 9:25 10:05 1 0:40
09/19/13 Clerk mail, incoming 10:05 10:30 1 0:25
09/19/13 Clerk CC agenda 10:30 10:35 0:05
09/19/13 HR lineman apps. 10:50 11:00 0:10
09/19/13 Clerk filing 11:00 11:05 0:05
09/19/13 Clerk Laserfiche 11:05 11:15 0:10
09/19/13 Clerk Records q 11:15 11:20 0:05
09/19/13 Clerk Laserfiche 11:20 11:55 1 0:35
09/19/13 HR lineman apps. 11:55 12:00 0:05
09/19/13 Clerk Laserfiche 12:00 12:20 2 0:20
09/19/13 HR lineman apps. 12:20 12:25 1 0:05
09/19/13 Clerk Laserfiche 13:30 15:00 5 1:30
09/19/13 Clerk CC agenda 15:00 15:20 2 0:20
09/19/13 Food Pantry volunteer fair 15:20 15:45 1 0:25
09/19/13 Clerk Laserfiche 15:45 15:55 0:10
09/19/13 HR lineman apps. 15:55 16:00 1 0:05
09/19/13 Clerk mail, outgoing 16:10 16:25 0:15
09/19/13 Food Pantry volunteer fair 16:25 16:30 0:05
09/20/13 Clerk clerical 7:30 8:20 3 0:50
09/20/13 Food Pantry volunteer fair 8:20 8:25 0:05
09/20/13 Clerk Laserfiche 8:25 8:50 0:25
09/20/13 Clerk PS agenda 8:50 9:05 0:15
09/20/13 Clerk Personnel agenda 9:05 9:30 0:25
09/20/13 Clerk PS agenda 9:30 9:40 0:10
09/20/13 Clerk mail, incoming 9:40 9:50 0:10
09/20/13 Clerk Laserfiche 9:50 10:35 1 0:45
09/20/13 Clerk Laserfiche 10:50 11:05 1 0:15

HR: ECP

HR: ergo. assessmnts.
HR: filing

HR: lineman apps.
HR: MSDS

HR: Work Rules

TOTAL:

Mayor: pad folio
Mayor/HR: wage study

TOTAL:

0:35
0:10
0:10
1:05
0:35
0:15

4:30

0:15
3:40

3:55





09/20/13 Food Pantry volunteer fair

09/20/13 Clerk
09/20/13 HR

09/20/13 Clerk
09/20/13 HR

09/20/13 Clerk
09/20/13 HR

09/20/13 Clerk
09/20/13 Clerk
09/20/13 Clerk
09/20/13 Clerk
09/20/13 Clerk

Laserfiche

€ergo. assessments
Laserfiche

filing

Laserfiche

€rgo. assessments
solicitor lic. copies
mail, outgoing
clerical

mail, outgoing
clerical

11:05
11:10
11:15
11:20
11:25
11:35
14:50
14:55
15:35
15:45
16:00
16:05

11:10
11:15
11:20
11:25
11:35
12:15
14:55
15:35
15:45
16:00
16:05
16:30

0:05
0:05
0:05
0:05
0:10
0:40
0:05
0:40
0:10
0:15
0:05
0:25






Date DEPT. Project Clockin  Clock out Calls Walk-ins Time
09/23/13 Clerk incident log 7:30 8:40 3 1 1:10
09/23/13 Clerk CC minutes, prep 8:40 9:00 0:20
09/23/13 Clerk clerical 9:00 9:25 1 0:25
09/23/13 HR Personnel Comm. calls 9:25 9:35 0:10
09/23/13 Clerk clerical 9:35 11:00 4 1 1:25
09/23/13 Clerk clerical 11:15 11:40 0:25
09/23/13 Clerk clerical 12:40 15:50 9 5 3:10
09/23/13 Clerk mail, outgoing 16:05 16:15 0:10
09/23/13 Clerk clerical 16:15 16:30 1 2 0:15
09/24/13 Clerk clerical 7:30 7:40 0:10
09/24/13 Clerk records q: FD title 7:40 7:55 0:15
09/24/13 Clerk PS minutes, prep 7:35 8:10 1 0:15
09/24/13 HR safety policies 8:10 8:20 0:10
09/24/13 Clerk clerical 8:20 10:00 1:40
09/24/13 Clerk grant, recycling 10:00 10:05 0:05
09/24/13 Clerk clerical 10:20 11:05 0:45
09/24/13 Clerk mail, incoming 11:05 11:20 0:15
09/24/13 Clerk clerical 11:20 11:30 0:10
09/24/13 Clerk clerical 12:30 14:15 3 3 1:45
09/24/13 Clerk records q: chicken lic 14:15 14:35 0:20
09/24/13 Clerk clerical 14:35 15:55 4 3 1:20
09/24/13 Clerk mail, outgoing 16:10 16:20 1 0:10
09/24/13 Clerk clerical 16:20 16:30 0:10
09/25/13 Clerk clerical 7:30 7:35 0:05
09/25/13 Clerk CC minutes 7:35 8:15 0:40
09/25/13 Clerk CC follow-up 8:15 10:15 1 2 2:00
09/25/13 Clerk COW agenda 10:30 11:05 1 0:35
09/25/13 Clerk mail, incoming 11:05 11:30 0:25
09/25/13 HR lineman apps 12:30 12:35 0:05
09/25/13 Clerk COW agenda 12:35 12:55 1 0:20
09/25/13 Clerk CC follow-up (Laserfiche) 12:55 13:25 1 0:30
09/25/13 Clerk clerical 13:25 13:35 0:10

FOR THE WEEK
TOTAL CALLS:
TOTAL WALK-INS:

Clerk: annexation copies
Clerk: CC follow-up
Clerk: CC minutes
Clerk: CC minutes: archive
Clerk: CC resolution
Clerk: CC clerical

Clerk: Laserfiche

Clerk: COW agenda
Clerk: grant, recycling
Clerk: incident log
Clerk: mail

Clerk: op lic applications
Clerk: ordinances

Clerk: Public Safety
Clerk: records q

TOTAL:

HR: birthday & anniversary lists:
HR: library job posting

HR: lineman applications

HR: Personnel Comm. calls

HR: personnel files

HR: Personnel newsletter Oct.
HR: safety policies

TOTAL:

54
40

0:10
2:00
1:00
4.00
0:25
14:50
1:30
0:55
0:05
1:10
6:20
0:20
0:10
1:50
0:35

30:15

3:30
0:20
0:05
0:10
0:05
2:40
0:25

7:15





09/25/13 HR Personnel newsletter Oct. 13:35 16:05 2:30
09/25/13 Clerk mail, outgoing 16:20 16:30 0:10
09/26/13 Clerk clerical 7:30 7:45 0:15
09/26/13 Clerk PS minutes 7:45 8:20 0:35
09/26/13 Clerk PS follow-up 8:20 9:20 1:00
09/26/13 HR Personnel newsletter Oct. 9:20 9:30 0:10
09/26/13 Clerk clerical 9:30 10:10 0:40
09/26/13 Clerk mail, incoming 10:10 10:30 0:20
09/26/13 Clerk clerical 10:45 11:20 0:35
09/26/13 HR birthday & anniversary lists 11:20 11:30 0:10
09/26/13 Clerk ordinances 12:30 12:40 0:10
09/26/13 HR birthday & anniversary lists 12:40 15:55 3:15
09/26/13 Clerk mail, outgoing 16:10 16:20 0:10
09/26/13 Clerk clerical 16:20 16:30 0:10
09/27/13 Clerk clerical 7:30 7:45 0:15
09/27/13 HR personnel files 7:45 7:50 0:05
09/27/13 Clerk clerical 7:50 8:50 1:00
09/27/13 HR birthday & anniversary lists 8:50 8:55 0:05
09/27/13 Clerk annexation copies 8:55 9:05 0:10
09/27/13 Clerk clerical (Laserfiche) 9:05 9:35 0:30
09/27/13 Clerk operator's license applications 9:35 9:55 0:20
09/27/13 Clerk clerical (Laserfiche) 9:55 10:25 0:30
09/27/13 Clerk CC minutes: archive 10:40 11:05 0:25
09/27/13 Clerk CC resolution 11:05 11:30 0:25
09/27/13 HR safety policies 12:30 12:45 0:15
09/27/13 Clerk CC minutes: archive 12:45 14:15 1:30
09/27/13 HR library job posting 14:15 14:35 0:20
09/27/13 Clerk CC minutes: archive 14:35 16:00 1:25
09/27/13 Clerk mail, outgoing 16:15 16:25 0:10
09/27/13 Clerk CC minutes: archive 16:25 16:30 0:05






Date DEPT. Project Clockin Clockout  Calls Walk-ins  Time
09/30/13 HR Oct. Personnel newsletter 7:30 7:45 2 0:15
09/30/13 Clerk clerical 7:45 8:10 0:25
09/30/13 Clerk filing 8:10 8:20 0:10
09/30/13 Clerk CC minutes: archive 8:20 10:20 2:00
09/30/13 Clerk mail, incoming 10:20 10:50 0:30
09/30/13 Clerk CC minutes: archive 11:05 11:35 0:30
09/30/13 Clerk CC minutes: archive 12:35 13:15 3 0:40
09/30/13 Clerk little brochure 13:15 14:45 2 1:30
09/30/13 Clerk records q: K9 MOU 14:45 14:55 0:10
09/30/13 Clerk little brochure 14:55 15:30 2 0:35
09/30/13 Clerk CC minutes: archive 15:30 15:45 1 0:15
09/30/13 Clerk mail, outgoing 16:00 16:15 0:15
09/30/13 Clerk CC minutes: archive 16:15 16:30 1 0:15
10/01/13 Clerk little brochure 7:30 8:25 0:55
10/01/13 Clerk CC minutes: archive 8:25 8:45 1 0:20
10/01/13 Clerk records q: Council Rules 8:45 9:10 1 0:25
10/01/13 Clerk CC minutes: archive 9:10 9:20 0:10
10/01/13 HR library admin. asst. job posting 9:20 9:25 0:05
10/01/13 HR safety policies 9:25 9:35 0:10
10/01/13 Clerk CC minutes: archive 9:35 10:00 1 0:25
10/01/13 Mayor/HR Personnel minutes 10:00 10:15 0:15
10/01/13 Clerk mail, incoming 10:15 10:30 3 0:15
10/01/13 Clerk records q: CC minutes 05-13-2003 10:30 10:40 0:10
10/01/13 Clerk mail, incoming 10:40 10:45 0:05
10/01/13 Mayor/HR Personnel minutes 11:00 11:20 0:20
10/01/13 Clerk COW agenda 11:20 11:30 0:10
10/01/13 HR safety policies 11:30 11:35 0:05
10/01/13 Clerk COW agenda 12:35 12:45 0:10
10/01/13 Clerk CC agenda 12:45 13:15 1 0:30
10/01/13 Mayor/HR Personnel agenda 13:15 13:45 4 0:30
10/01/13 Clerk CC minutes: archive 13:45 14:00 1 0:15
10/01/13 Clerk CC agenda 14:00 14:05 0:05





10/01/13 Clerk CC minutes: archive 14:05 15:45 1:40
10/01/13 Clerk mail, outgoing 16:00 16:10 0:10
10/01/13 Clerk CC minutes: archive 16:10 16:30 0:20
10/02/13 Mayor/HR WPPA negotiations 7:30 8:05 0:35
10/02/13 HR MSDS 8:05 8:20 0:15
10/02/13 HR library admin. asst. job posting 8:20 8:25 0:05
10/02/13 Mayor/HR WPPA negotiations 8:25 8:40 0:15
10/02/13 Clerk COW minutes, prep 10/03 8:40 9:35 0:55
10/02/13 Mayor/HR WPPA negotiations 9:35 9:40 0:05
10/02/13 Clerk CC agenda 9:40 10:10 0:30
10/02/13 Clerk mail, incoming 10:10 10:35 0:25
10/02/13 HR apprentice lineman 10:35 10:40 0:05
10/02/13 HR apprentice lineman 10:55 11:35 0:40
10/02/13 Clerk records q: WPPA 12:35 13:10 0:35
10/02/13 Clerk op lic 13:10 13:15 0:05
10/02/13 Clerk CC agenda 13:15 13:50 0:35
10/02/13 Clerk records q: WPPA 13:50 14:00 0:10
10/02/13 Clerk CC minutes: archive 14:00 15:15 1:15
10/02/13 Clerk CC agenda 15:15 15:30 0:15
10/02/13 Clerk filing 15:30 15:35 0:05
10/02/13 Clerk CC minutes: archive 15:35 15:50 0:15
10/02/13 Clerk mail, outgoing 16:05 16:25 0:20
10/02/13 Clerk clerical 16:25 16:30 0:05
10/03/13 Clerk CC minutes: archive 7:30 9:25 1:55
10/03/13 Clerk timekeeping 9:25 9:50 0:25
10/03/13 Clerk position descriptions 9:50 10:40 0:50
10/03/13 Clerk mail, incoming 10:55 11:35 0:40
10/03/13 Clerk flowers, Linda Swangstu 12:35 12:45 0:10
10/03/13 Clerk position descriptions 12:45 13:15 0:30
10/03/13 Clerk timekeeping 13:15 14:15 1:00
10/03/13 Clerk position descriptions 14:15 14:40 0:25
10/03/13 Mayor Waunakee wage study 14:40 15:05 0:25
10/03/13 Clerk timekeeping 15:05





ADDITIONAL HUMAN RESOURCES RESPONSIBILITIES:

Payroll Processing
o Includes entering payroll, entering manual leave time, reviewing
register for accuracy, calculate and verify transmittal amounts, paying
State and Federal taxes, folding and stuffing vouchers
= Biweekly 18 hours (27 pay periods annually including longevity)
Monthly reporting (Life, ICI, WRS, US Dept of Labor, United Way billing)
o Monthly 4 hours
Monthly reporting (Life, ICI, WRS, US Dept of Labor, United Way billing)
o Monthly 4 hours
Monthly leave time reports
o Monthly 1 hour
Ongoing employee requested changes (benefits, withholding)
o Monthly 2 hours
Quarterly payroll tax reconciliation
o Quarterly 6 hours
Annual updates to payroll database (health/dental, wage rates (steps and
increase), WRS, withholding rates, life ins)
o Annual 32 hours
Annual reporting (W2s, WRS, EBC Nondiscrimination, State withholding, Social
Security, Imputed income)
o Annually 80 hours
Calculate vacation accrual and longevity payments for all eligible employees
o Annually 16 hours
Prepare personnel budget worksheet
o Annual 20 hours
EBC new plan year
o Distributing brochures, collecting and entering enrollment forms to EBC
website and entering into payroll system
= Annually 8 hours
Retiree Health insurance
o Calculate imputed premium amounts, update spreadsheet
= Annually 3 hours
=  Monthly 30 minutes
Review and enter new employee information in payroll system
o Ongoing/Seasonal
= Approximately 30 minutes for a temporary seasonal employee
=  Approximately 2 hours for a permanent benefited employee
(includes enroliment in WRS, Life, ICl, Deferred Comp, EBC)
Calculate and report terminations (benefited employees)
o Ongoing/as needed 1 hour per occurrence

486

48

48

12

24

24

32

80

16

20

35

847





Areas in green
represent
Personnel and
/ Risk mngmt
duties from Sept
Time Tracking for Pili Hougan 10-Sept 30
BFO C
All Vacation, Sick Leave, and Holiday Time shall be assigned to bfo codes licens
No Overtime or Comp Time is Accrued for Department Heads Electi
Use Military Time for all entries Clerk
Columns D and F are Hidden with Formulas - Do not clear or delete contents in these columns Perso
Changing the Date in Cell A10 will automatically change the dates for the rest of the sheet. Count
Risk M\
Pay Time ProjectlD Activity  Building (If
Date Code Start Finish for Task {Required) (If Any) Code necessary) Description of Activity
9/10/13 7:30 3:00 0:30 418 emails, phone messages, prep for meeting
3:00 B:30 0:30 418 clerks office update with mayor
8:30 10:30 2:00 409 review auxiant notices re marketplace
10:30 11:15 0:45 418 leadership team meeting
11:15 12:45 1:30 418 leadership team report, meet with staff,
13:45 15:00 1:15 411 documentation to CVMIC-safety policies
15:00 15:15 0:15 409 emails to auxiant re marketplace, med d
15:15 16:00 0:45 409 revise markeplace notice, auxiant website
16:00 16:15 0:15 408 review recycling grant emails, pull files
16:15 16:30 0:15 410 prep for council meeting
18:30 19:30 1:00 410 council meeting
lunch 12:45-13:45; breaks=0
TOTALS/WEEK
0409 6:00] hd
0411 2:45




mhougan

Callout

Areas in green represent Personnel and Risk mngmt duties from Sept 10-Sept 30






Time Tracking for Pili Hougan

BF
All Vacation, Sick Leave, and Holiday Time shall be assigned to bfo codes lic
No Overtime or Comp Time is Accrued for Department Heads Ele
Use Military Time for all entries Cle
Columns D and F are Hidden with Formulas - Do not clear or delete contents in these columns Pe
Changing the Date in Cell A10 will automatically change the dates for the rest of the sheet. Co
Ri:
Pay Time BFO Code ProjectID  Activity Building (If
Date Code Start Finish forTask [Required) (If Any) Code necessary) Description of Activity
0/16/13 7:30 3:00 0:30 418 emails, phone messages, cal, time sheet
8:00 8:30 0:30 418 Review CIP & Budget info-mintues
8:30 9:00 0:30 417 review legue of mun leg bulletin re prop elec changes
9:00 10:15 1:15 409 review health care reform docs, meet with Brad 5 auxian
10:15 10:30 0:15 4109 prep notices re med d-health care reform
10:30 10:45 0:15|clerk admin review dept of employee trust fund nwsltr
10:45 11:15|30min 418 spec assmnt res & notice,
11:15 11:30 0:15 409 new hire reporting, file new hires
11:30 12:00 0:30 411 cvmic, review ins pol renewals, file
12:00 12:15 0:15 418 review ord re class a retail open/clese PD,sort mail,
12:15 12:30 0:15 411 cvmic wehicle listing, POF, s=end to dept heads
12:30 12:45 0:15 418 clerical, food pantry,alder file
13:45 14:00 0:15 418 customers, emails, phones, paperwork
14:00 15:30 1:30 M1 add/delete vehicles to cvmic policy, titles,
15:30 15:45 0:15 117 review mun clerks gab audit info
15:45 16:00 0:15 316 DOR Roger Johnson Liguor License info-qui
16:00 16:30 0:30 117 SVRS maintenance
TOTALS/WEEK
0409 6:00
|0411 2:45 lunch 12:45-13:45 breaks=1
Toakal Nailhs Waoes Qe






SEPTEMBER 10

TOTALS/WEEK
0409 6:00
0411 2:45
SEPTEMBER 16
TOTALS/WEEK
0409 6:00
0411 2:45

TOTALS Tues.
0409 3:00
0411 1:15
TOTALS Wed.
0409 0:30
0411 0:45
TOTALS Thurs.
0409 0:00
0411 0:15
TOTALS Fri.
0409 2:30
0411 0:30
TOTALS Mon.
0409 1:45
0411 2:15
TOTALS Tues.
0409 0:00
0411 0:00
TOTALS Wed.
0409 0:00
0411 0:15
TOTALS Thurs.
0409 2:00
0411 0:00
TOTALS Fri.
0409 2:15
0411 0:15

Only four days entered in this timesheet.





SEPTEMBER 23

TOTALS/WEEK
0409 4:30
0411 7:15

TOTALS Mon.
0409 1:15
0411 1:15
TOTALS Tues.
0409 0:00
0411 2:00
TOTALS Wed.
0409 0:45
0411 1:15
TOTALS Thurs.
0409 2:00
0411 0:00
TOTALS Fri.
0409 0:00
0411 0:00






Time Tracking for Pili Hougan

BFO
All Vacation, Sick Leave, and Holiday Time shall be assigned to bfo codes licen
No Overtime or Comp Time is Accrued for Department Heads Elect
Use Military Time for all entries Clerk
Columns D and F are Hidden with Formulas - Do not clear or delete contents in these columns Pers
Changing the Date in Cell A10 will automatically change the dates for the rest of the sheet. Cour
Risk
Pay Time  BFO Code ProjectID  Activity  Building (If
Date Code Start Finish forTask (Required) (If Any) Code necessary) Description of Activity
9,“23,“13 7:30 9:00 1:30 418 emails, phone messages, cal, time sheet, time tracking
9:00 9:30 0:30 418 review legistative bulletin, etf bulletin, local govt info
9:30 9:45 0:15 418 walk in meeting with Ruth Fortney re food pantry
9:45 10:00 0:15 418 meet with staff
10:00 10:45 0:45 409 add changes to WPPA contract prior to atty crone review
10:45 11:15 0:30|risk mgmt 411 vehicle listing-cvmic remove vehicle
11:15 11:30 0:15 409 employee address changes, auxiant, delta
11:30 11:45 0:15 316 Operator's license, issue, print, send, file
11:45 12:15 0:30 418 clerical, review minutes & related info
12:15 12:30 0:15 409 wppa contract, alderperson time sheet
12:30 12:45 0:15 417 Eab,zvrz,districtz-annexation
13:45 14:15 0:30 418 meeting confirms, calls cafcp-personnel, calendar,agenda
14:15 14:45 0:30 418 cancellation notice, post, calendar, meeting
14:45 15:30 0:45 411 lgpif website-, renewals, email Idrzshp tm, statement of val
15:30 16:00 0:30 417 dog license, change,
16:00 16:30 0:30 316
[TOTALS/WEEK
0409 2:30
0411 7:15 lunch 12:45-13:45 breaks=0
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City of Stoughton, 381 East Main Street, Stoughton, Wisconsin, 53589
RESOLUTION OF THE COMMON COUNCIL

Authorizing and directing the proper City official(s) to amend the hours of the Municipal Court Clerk
position, as requested by Judge Roethe

Committee Action:  Personnel recommends
Fiscal Impact:

File Number: R-127-2013 Date Introduced:

The Common Council of the City of Stoughton do proclaim as follows:

WHEREAS Wis. Stats. §755.10 specifies that "the hiring, termination, hours of employment, and work
responsibilities of the court personnel shall be under the judge's authority"; and

WHEREAS Stoughton's Municipal Court Judge Matthew Roethe has requested an increase in the
Municipal Court Clerk position's hours of employment; now therefore

BE IT RESOLVED by the Common Council of the City of Stoughton that the hours of the Municipal

Court Clerk position be increased from twenty-five hours per week to thirty hours per week, per Judge
Roethe.

Council Action: |:| Adopted |:| Failed Vote

Mayoral Action: |:| Accept |:| Veto

Donna Olson, Mayor Date

Council Action: |:| Override Vote





RECEIVED
CITY OF STOUGHTON . .
MUNICIPAL JUDGE SEP 187013
321 South Fourth Street
Stoughton, WI 53589 CITY OF STOUGHTON

September 17, 2013

MAYOR DONNA OLSON
CITY OF STOUGHTON
381 EMAIN ST
STOUGHTON WI 53589

Dear Mayor Olson:

Pursuant to the budget meeting, you and Laurie Sullivan indicated that 30 hours was all
that was permitted in the budget for Mary Giemza. You gave me two options. The first
option was that Mary could work 25 hours per week plus any additional court time. The
second option was that Mary would work 30 hours per week but would have flex time for
court. Flex time means that Mary would work 30 hours per week but then would have to
take time off from her regularly scheduled hours for time that she spent in court.

I have reviewed these options with Mary. She has chosen to take the 30-hour option plus
flex time. It is my understanding that the 30 hours will begin on January 1, 2014.

Should you have any questions, please call me at 608-884-3391.
Very truly yours,

Doy

Matthew T. Roethe
Stoughton Municipal Judge

Jr .
c: Laurie Sullivan, Finance Director
Mary Giemza, Municipal Clerk
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