
OFFICIAL NOTICE AND AGENDA

Posted: Thursday, November 10 , 2011 @ 2:00 pm

Regular Meeting: Special Personnel Committee
Date/Time: Wednesday, November 16, 2011 @ 6.00 p.m.
Location: Stoughton City Hall (381 E. Main Street) - Hall of Fame Room
Members: Greg Jenson(ch), Sonny Swangstu, Paul Lawrence(vc), Larry Peterson, Donna Olson (ex-officio)

AGENDA ITEMS FOR CONSIDERATION

1) Call to order.

2) Minutes of the prior meeting(s): 10-24-2011 & 11-01-2011

3) Review Utilities 2012 budget as it relates to wage increases

4) Review Deputy Clerk's and Receptionist job descriptions

5) Review Clerk's Office 2012 Budgeting for Outcomes offers

6) Communications / Future Agenda Items / Adjournment

Bob Ohlsen

It is possible that members of, and possibly a quorum of members of other committees of the Common Council of the City of Stoughton may be in

attendance at the above-mentioned meeting to gather information. No action will be taken by any such groups at the above-mentioned meeting

other than the committee specifically referred to in this notice.

Please note that, upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals through appropriate aids &

services. For information or to request this service, contact the City Clerk at (608) 873-6692

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

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

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

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





MINUTES
REGULAR MEETING OF THE PERSONNEL COMMITTEE
Date Thursday, October 24, 2011 @ 5:30 pm., in the Giles Dow room at City Hall.


Members Present: Greg Jenson, Paul Lawrence, Sonny Swangstu, Mayor Donna Olson.
Others Present: Pili Hougan, Bob Ohlsen, Deb Blaney, Steve Tone, Eric Hohol, Laurie
Sullivan, Cindy McGlynn, Cathy Rigdon, Roger Thorsen, Rodney Scheel, Bob Kardasz, Tom
Lynch and Marty Lamers


Call to Order: Chairperson Greg Jenson noted there was a quorum present and called the
meeting to order at 5:38 pm.


Minutes of the Prior Meetings:
Motion by Lawrence, second by Swangstu to approve the minutes of the 10/6/2011 meeting.
Motion carried 3-0.


Review Human Resources needs for the City of Stoughton including an HR Generalist
position, and other possible combinations to fulfill Human Resources/Personnel
services.
There was a discussion concerning the possibility of moving one of the receptionists into the
Finance Department, as discussed at the last meeting. Questions were raised as to who would
staff the reception area during absences and whether the job would have to be posted.
Attorney Crone has been contacted for an opinion as to the posting of the position. Staff will
create a job chart and bring it to the Committee for review.


Review of Hiring Policies
The following verbiage has been added to Item 11 of the Hiring Policies as requested:
“Mutually agreed upon goals and timelines should be set within 30 days of hire and then be
reviewed after 6, 9 and 12 months”. Staff will add the verbiage and submit at the next
committee meeting.


Motion by Lawrence, second by Jenson, to approve the amendment and forward the Work
Rules to the Council. Motion carried 3-0.


Review Updates to Work Rules
The concealed weapon verbiage has been added to the Work Rules.


Motion by Lawrence, second by Swangstu to approve the work rules as amended. Motion
carried 3-0.


Discussion regarding policy on financial oversight of community based committees re:
the true cost in time, labor, equipment and expenses (referred from joint Finance &
CA/CP meeting
How much time is spent ? Is staff spending too much time with these committees? Is the time spent
worth it? Jenson stated that there is no reason not to continue unless it is too costly. Lawrence would
like more information. Staff will get comprehensive numbers for the next meeting (i.e. work flow).


Review the impacts of a possible wage increase (1%-2%) for all city employees
Mayor Olson presented an overview of the Leadership Team’s meeting that discussed options
to fund an additional expenditure for increasing employee compensation. Several opportunities
to raise revenue were pointed out at the Leadership Team’s meeting on October 24th.
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Motion by Lawrence, second by Swangstu to recommend a 2% increase in employee
compensation and refer it to Finance and Council. Motion carried 3-0.


Communications / Future Agenda Items / Next Scheduled Meeting:
Items for next meeting:
Review Human Resources needs and other possible combinations to fulfill Human
Resources/Personnel services.
Policy on financial oversight of community based committees re: the cost in time, labor,
equipment and expenses


Motion by Lawrence, second by Swangstu to adjourn the meeting. Motion carried 3-0. Meeting
adjourned at 6.34 p.m.


Respectfully submitted,
Bob Ohlsen








MINUTES
SPECIAL MEETING OF THE PERSONNEL COMMITTEE
Date: Monday, November 1, 2011 @ 4:00 p.m., in the Giles Dow room at City Hall.


Members Present: Greg Jenson, Paul Lawrence, Sonny Swangstu, Mayor Donna Olson.
Others Present: Kim Jennings, Bob Kardasz, Laurie Sullivan, Charles Vervoort, Tamarah
Bader-Fleres, Cindy McGlynn, Matt Dregne, Deb Blaney, Carl Chenoweth, Bob Ohlsen


Call to Order: Chairperson Greg Jenson noted there was a quorum present and called the
meeting to order at 4:03 pm.


Minutes of the Prior Meetings:
No minutes were presented.


Review of City Clerk/Personnel Director position and job description as it relates to
possible changes or reorganization of the department to fit City of Stoughton needs.
Bob Ohlsen presented a draft of proposed changes to the City Clerk/Personnel Director’s job
description. Alderman Steve Tone had submitted a draft that was also reviewed by the
Committee. The Committee used verbiage from both drafts to form a job description to be sent
to the City Council.


Motion by Lawrence, second by Swangstu, to approve the City Clerk/Personnel Director’s job
description with the changes. Motion carried 3-0.


Review Receptionists position descriptions and possible reorganization.
Bob Ohlsen presented a draft of proposed changes to the job descriptions of both the Deputy
Clerk’s position and the Receptionist’s position. The proposal before the Committee is to
eliminate one position from the Clerk’s office and add one to the Finance Department. The job
descriptions reflected what changes would be made in the Clerk’s office. A couple of minor
changes to the descriptions were made.


Motion by Lawrence, second by Swangstu, to approve the reorganization and forward to the
Finance Department for review and job description changes. Motion carried 3-0.


Review Utilities 2012 budget including wage increase.
Bob Kardasz and Kim Jennings spoke to the Committee regarding the possible wage increases
for the Utilities. As their proposal is to increase wages in that department, Attorney Crone has
been contacted. He will send a letter to the Mayor on how to proceed with the proposal. There
were questions raised in regard to whether wage increases would affect utility rates and the
concern about the utilities getting raises but not other departments. The Committee will put the
item on the next agenda after receiving advice from Attorney Crone.


Review Clerks Office 2012 Budgeting for Outcomes offers.
There was a discussion regarding the number of elections in 2012. Only the normal 4 elections had
been budgeted for. Should there be a recall election, questions were raised as to where the money
would come from to pay the costs: budget or contingency. No other part of the Clerk’s budget was
discussed, but will be put on the next agenda.
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Communications / Future Agenda Items / Next Scheduled Meeting:
Items for next meeting:
Review Utilities 2012 budget including wage increase.
Review Clerks Office 2012 Budgeting for Outcomes offers.
Job Description for the Deputy City Clerk’s position


Motion by Lawrence, second by Swangstu, to adjourn at 6:00 p.m. Motion carried 3-0


Respectfully submitted,
Bob Ohlsen
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Name: Department: Clerk


Position Title: DeputyCityClerk/ Pay Grade: FLSA: N
Confidential Secretary


Date: March2009 Reports To: City Clerk/Personnel Director


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 management and City license
regulation; and perform City Clerk/Personnel Director tasks in his/her absence.


Essential Duties and Responsibilities


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


The first 4 bullet points were taken from the previous job description and moved to the head of the list.


 Coordinates Voter Registration records, (i.e.Register new voters, input new voter information into computer
program, make address changes on cards and on computer, delete voter registration for those that have moved out of
the city or deceased, purge 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.


 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).


 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 submits 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.


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


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


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRF. Reconciles retirement fund
annually. Keeps up to date on changing regulations. To Finance Dept.


 Prepares City licenses for liquor sales, operator's, electrical contractors and others. Prepares yearly license renewal
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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.


 Maintains cash receipting for licenses and balance repelling for Finance Department.


 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.


 Staff person to Community Affairs/Council Policy Committee. Prepares monthly CA/CP 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.


 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 Director’s
absence.


 Assists in Preparesing legal notices, ordinances and resolutions for publication in City Clerk/Personnel
Director’s absence.


 Prepares correspondence and preliminary and final billing statements for special assessments. Maintains special
assessment program, i.e. new assessments, payments, etc. To Finance Dept.


 Prepares worker's compensation reports and submits to insurance carrier.


 Assists in processing claims against the City and forwards to Department Heads and City Council.


 Assists in new employee orientation regarding. payroll, withholding, benefits, retirement, etc. Provides forms for, and
collects new employee information regarding payroll, withholding, etc.


 Maintains employee benefit database in payroll To Finance Dept.


 Assists City Clerk/Personnel Director with risk management duties.


 Reviews weekly health, dental and prescription drug insurance claims billings, including Utilities.


 Reviews administrative fees for health and dental insurance.


 Updates work rules and handbook as needed or annually.


 Maintains vehicle titles & registrations and reports to CIVMIC and SLGPIF.


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


 Reviews, approves and submits for payment monthly union dues billing. To Finance Dept.


 Reviews, approves and submits for payment quarterly United Way billing. To Finance Dept.


 Updates policies and procedures manual as needed.







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


 Prepares the employee newsletter, Up Close and Personnel, on a monthly basis. To receptionist.


 Maintains Common Council Minutes by inputting into LaserFische and placing into permanent Council Minute book.
To receptionist


 Maintains committee minutes by inputting into LaserFische, To receptionist.


 Prepares various journal entries.


 Assists Acts as liaison between employees and health insurance carrier in the absence of the City
Clerk/Personnel Director.


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


 Assists with interpretation of work rules and union contracts.


 Confidential secretary to management. In the absence of the City Clerk/Personnel Director performs clerical,
administrative and information gathering tasks and deals with 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.


 Prepares government reports on a monthly and quarterly basis.


 Provides backup to Receptionist by performing those responsibilities in his/her absence.


 Enters data into computer spreadsheet files. See below.


 Assists in.preparing for public hearings, publish legal notices regarding public hearings., sends notices to neighbors
within 300 feet of affected property.


 Assists in preparesing ordinances and resolutions for review by City Attorney.


 Compiles, updates and distributes the Local Government Handbook annually. To receptionist.


 Produces the city newsletter, The Tower Times, quarterly. Compiles information from committees, department heads
and staff, community groups, etc; and coordinates printing, prepares for mailing to all city routes.


 Updates ordinance books. (Compiles new ordinances, submits to be codified, and upon receipt, review for errors and
update all ordinance books.)


 Compile, update, distribute, collect and track Economic Interest Statements from all City employees and committee
members.


 Maintains regular and confidential personnel records.


 Develops Clerk's Office website and maintains the same. To receptionist.


 Responds to requests for Special Assessment Certificates.


To receptionist







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


 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.


 Sorts and files documents including personnel records.


 Initiates new employee files.


 Maintains contract, personnel and regular files.


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


 Enters data into spreadsheet files (from above)


 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,yocationaliteehnical training in human resources or related field, three to four years
experience in human resources or related work in City government. Experience with website management, Microsoft


office, software applications, PageMaker, or any combination of education and experience that provides equivalent
knowledge, skills, and abilities. Possess knowledge of the Statewide Voter Registration System.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


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


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


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


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


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


Mathematical Ability


 Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical reports. Ability
to balance and reconcile financial accounts.
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Judgment and Situational Reasoning Ability


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


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


Physical Requirements


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


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


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


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


Environmental Adaptability


 Ability to work under safe and comfortable conditions where exposure to environmental factors poses little to no risk
of injury.
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The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.


__
Employee's Signature Supervisor's Signature


Date Date


Council Approved 4-13-04-January-8F2008 March 10, 2009
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Position Description


Name: Department: Clerk


Position Title: DeputyCityClerk/ Pay Grade: FLSA: N
Confidential Secretary


Date: November,2011 Reports To: City Clerk/Personnel Director


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 management and City license
regulation; and perform City Clerk/Personnel Director tasks in his/her absence.


Essential Duties and Responsibilities


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


 Coordinates Voter Registration records, (i.e.Register new voters, input new voter information into computer
program, make address changes on cards and on computer, delete voter registration for those that have moved out of
the city or deceased, purge 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.


 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).


 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 submits 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.


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


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


 Prepares City licenses for liquor sales, operator's, 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.


 Maintains cash receipting for licenses and balance repelling for Finance Department.
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 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.


 Staff person to Community Affairs/Council Policy Committee. Prepares monthly CA/CP 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.


 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 Director’s
absence.


 Assists in processing legal notices, ordinances and resolutions for publication in City Clerk/Personnel
Director’s absence.


 Prepares worker's compensation reports and submits to insurance carrier.


 Assists in processing claims against the City and forwards to Department Heads and City Council.


 Assists in new employee orientation.


 Assists City Clerk/Personnel Director with risk management duties.


 Reviews weekly health, dental and prescription drug insurance claims billings, including Utilities.


 Reviews administrative fees for health and dental insurance.


 Updates work rules and handbook as needed or annually.


 Maintains vehicle titles & registrations and reports to CIVMIC and SLGPIF.


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


 Updates policies and procedures manual as needed.


 Assists as liaison between employees and health insurance carrier in the absence of the City Clerk/Personnel
Director.


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


 Assists with interpretation of work rules and union contracts.


 Confidential secretary to management. In the absence of the City Clerk/Personnel Director performs clerical,
administrative and information gathering tasks and deals with 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.


 Provides backup to Receptionist by performing those responsibilities in his/her absence.
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 Assists in.preparing for public hearings, publish legal notices regarding public hearings.


 Assists in preparing ordinances and resolutions for review by City Attorney.


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


 Updates ordinance books. (Compiles new ordinances, submits to be codified, and upon receipt, review for errors and
update all ordinance books.)


 Compile, update, distribute, collect and track Economic Interest Statements from all City employees and committee
members.


 Maintains regular and confidential personnel records.


 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.


 Sorts and files documents including personnel records.


 Initiates new employee files.


 Maintains contract, personnel and regular files.


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


 Enters data into spreadsheet files


 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,yocational/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 Voter Registration System.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


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


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


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


 Ability to utilize a variety of advisory data and information such as vouchers, invoices 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, payroll
administration guides, procedures, guidelines and non-routine correspondence.


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


Mathematical Ability


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


 Judgment and Situational Reasoning Ability


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


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


Physical Requirements


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


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


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


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


Environmental Adaptability


 Ability to work under safe and comfortable conditions where exposure to environmental factors poses little to no risk
of injury.
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The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.


__
Employee's Signature Supervisor's Signature


Date Date


Council Approved 4-13-04-January-8F2008 March 10, 2009
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Name: Department: Clerk’s


Position Title: Receptionist-City Hall Pay Grade: FLSA: N
(30 hours)


Date: November, 2011 Reports To: City Clerk/Personnel Director


Purpose of Position


The purpose of this position is to perform receptionist duties in City Hall, perform related clerical tasks as
time permits, and back-up to the other part-time receptionist.


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.


 Answers in-coming telephone calls and routes to appropriate persons or department. Takes and relays
messages. Determines when interruption of staff is required.


 Greets, directs and provides customer service to the public.


 Provides a variety of information to visitors and caller’s questions.


 Performs clerical tasks as directed by City Clerk, Mayor, Department Heads, City Staff, and
committee members, Food Pantry and Holiday Fund. Tasks include: typing correspondence, memos,
meeting minutes and agendas, lists, forms, and special projects as directed.


 Maintains miscellaneous city hall files, council packets, ordinances and resolutions, Policy and
Procedures Manual, and Municipal Code Books. Maintains Material Safety Sheets.


 Prepares annual update of Local Government Handbook.


 Tracks the coming and going of City staff (including lunch time, vacations, sick time).


 Manages postage meter, insuring adequate availability of postage. Processes incoming and outgoing
mail for City offices, Food Pantry and Holiday Fund Committee. Tabulates monthly postage & copier
usage and journal costs to appropriate department.


 Receives UPS and other deliveries for various departments in the City.


 Prepares meeting notices and minutes for several city committees, maintains city meeting room
calendar and website calendar.


 Assists in maintaining Document Storage on the Internet.


 Prepares Proclamations and assists with resolutions and ordinances.


 Assists in posting job openings on the City website and providing clerical support in the hiring
process.
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 Processes incoming and outgoing mail for City offices, Food Pantry and Holiday Fund Committee.
See above


 Distributes recycling bins and literature regarding recycling and garbage pickup.


 Enters data into spreadsheet. See below


 Receives complaints/concerns or requests for service and determines the proper course of action to be
taken. Maintains an ongoing spreadsheet of formal complaints.


 Requisitions office supplies, monitors inventory, and journals costs to appropriate departments.


 Acts as a liaison between city residents and garbage disposal company. Tracks changes to resident
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.


 Maintain Material Safety Data Sheets. Combined on previous page


 Assist with updateing and Prepare ingCouncil Orientation Manuals


 Tabulates monthly postage & copier usage and journal costs to appropriate department. See above


 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, Special Assessment Certificates, Dog Licenses, Bartender’s Licenses,
Electrical Licenses, and all other licenses issued through the Clerk’s Office.


 Prepares the employee newsletter “Up Close and Personnel” on a monthly basis.


 Maintains Common Council and committee minutes by putting into LaserFische.


 Maintains Clerk’s office website.


 Track donations for the Food Pantry on a spreadsheet.


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.


 In the absence of Opera House Staff, provides information related to the Opera House.







City of Stoughton Receptionist
Position Description


 In the absence of the Recreation Department, provides information related to the Recreation
Department programs, receives registrations and fees, sells water park tickets.


 Performs Notary Public duties.


 Assists with the preparing of correspondence for Prepares Special Assessment Certificates requests.


 Assists with the preparing of absentee ballots, registers voters and works at the polls on Election Day.


 Assists with entering Voter Registrations and Absentee Ballots on SVRS system.


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


 Assists with updating policies and procedures manual.


 Assists with the preparing of Public Hearings notices and sending letters to residents within 300 feet.


 In the absence of the Deputy Clerk, assists with Operator’s, electrical and miscellaneous License
applicants.


 Assists in the bi-monthly distribution of Council meeting packets to Council Members and
Department Heads.


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


 Enters data into spreadsheet. From above.





In the absence of Finance Department staff, provides backup in the following areas:


 Answers inquiries from the public and others regarding property assessments, tax information and
other City Treasury information.


 Assists with the preparation of tax bill mailing.


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 equivalent knowledge, skills, and
abilities. Receptionist and word processing experience preferred.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication







City of Stoughton Receptionist
Position Description


 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, demonstrate and clarify to others within well established policies, procedures and
standards, as well as the ability to follow specific instructions and respond to simple requests from
others.


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


 Ability to communicate effectively with city employees, city hall visitors, Alderpersons, and the
general public.


 Ability to prepare a variety of documents including 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 a variety of office equipment including personal computer, typewriter, Dictaphone,
photocopier, fax machine, multi-line telephone, postage meter, etc. requiring simple but continuous
adjustments.


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


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


Mathematical Ability


 Ability to add, subtract, multiply, divide and calculate decimals and percents.


Judgment and Situational Reasoning Ability


 Ability to use functional reasoning in performing semi-routine functions involving standardized work
with some choice of action.


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


Environmental Adaptability


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


The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with
Disabilities Action, 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.
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___________________________ __________________________
Employee’s Signature Supervisor’s Signature


___________________________ __________________________
Date Date


Council approved: 4-13-04 March 10, 2009








City of Stoughton
Position Description


Name: Department: Clerk’s


Position Title: Receptionist-City Hall Pay Grade: FLSA: N
(30 hours)


Date: November, 2011 Reports To: City Clerk/Personnel
Director


Purpose of Position


The purpose of this position is to perform receptionist duties in City Hall, perform related clerical tasks as
time permits, and back-up to the other part-time receptionist.


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.


 Answers in-coming telephone calls and routes to appropriate persons or department.


 Greets, directs and provides customer service to the public.


 Provides a variety of information to visitors and caller’s questions.


 Performs clerical 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 special projects as directed.


 Maintains miscellaneous city hall files, council packets, ordinances and resolutions, Policy and
Procedures Manual, and Municipal Code Books. Maintains Material Safety Sheets.


 Prepares annual update of Local Government Handbook.


 Tracks the coming and going of City staff (including lunch time, vacations, sick time).


 Manages postage meter, insuring adequate availability of postage. Processes incoming and outgoing
mail. Tabulates monthly postage & copier usage and journal costs to appropriate department.


 Receives UPS and other deliveries for various departments in the City.


 Prepares meeting notices and minutes for several city committees, maintains city meeting room
calendar and website calendar.


 Assists in maintaining Document Storage on the Internet.


 Prepares Proclamations and assists with resolutions and ordinances.


 Assists in posting job openings on the City website and providing clerical support in the hiring
process.







City of Stoughton Receptionist
Position Description


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


 Requisitions office supplies, monitors inventory, and journals costs to appropriate departments.


 Acts as a liaison between city residents and garbage disposal company. Tracks changes to resident
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.


 Assist 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, Special Assessment Certificates, Dog Licenses, Bartender’s Licenses,
Electrical Licenses, and all other licenses issued through the Clerk’s Office.


 Prepares the employee newsletter “Up Close and Personnel” on a monthly basis.


 Maintains Common Council and committee minutes by putting into LaserFische.


 Maintains Clerk’s office website.


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.


 In the absence of Opera House Staff, provides information related to the Opera House.


 In the absence of the Recreation Department, provides information related to the Recreation
Department programs, receives registrations and fees, sells water park tickets.


 Performs Notary Public duties.


 Prepares Special Assessment Certificates requests.


 Assists with the preparing of absentee ballots, registers voters and works at the polls on Election Day.


 Assists with entering Voter Registrations and Absentee Ballots on SVRS system.


 Assist in preparations needed before and after elections, such as scheduling poll workers, preparing
election day supplies and turning in work hours for the poll workers and printing out pay vouchers.
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Position Description


 Assists with the preparing of Public Hearings notices and sending letters to residents within 300 feet.


 Assists with Operator’s, electrical and miscellaneous License applicants.


 Assists in the bi-monthly distribution of Council meeting packets to Council Members and
Department Heads.


 Manages the 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 equivalent knowledge, skills, and
abilities. Receptionist and word processing experience preferred.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


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


 Ability to explain, demonstrate and clarify to others within well established policies, procedures and
standards, as well as the ability to follow specific instructions and respond to simple requests from
others.


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


 Ability to communicate effectively with city employees, city hall visitors, Alderpersons, and the
general public.


 Ability to prepare a variety of documents including 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 a variety of office equipment including personal computer, typewriter, Dictaphone,
photocopier, fax machine, multi-line telephone, postage meter, etc. requiring simple but continuous
adjustments.


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


Mathematical Ability


 Ability to add, subtract, multiply, divide and calculate decimals and percents.


Judgment and Situational Reasoning Ability


 Ability to use functional reasoning in performing semi-routine functions involving standardized work
with some choice of action.


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


Environmental Adaptability


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


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


___________________________ __________________________
Employee’s Signature Supervisor’s Signature


___________________________ __________________________
Date Date


Council approved: 4-13-04 March 10, 2009





