OFFICIAL NOTICE AND AGENDA

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

Meeting of: PERSONNEL COMMITTEE-Special Meeting
Date /Time: Thursday, November 21, 2013 @ 5:30 p.m.
Location: Mayor’s Office at City Hall
381 E. Main St. Stoughton, WI
Members: Sonny Swangstu (Chair), Ron Christianson, Tricia Suess (Vice-chair), Thomas

Selsor and Mayor Donna Olson (ex-officio member)

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

CALL TO ORDER

1. Communications

2. Minutes of November 14, 2013
OLD BUSINESS

NEW BUSINESS

3. Review and approve position descriptions, wage scales, and posting for the Human Resources
positions.

4. Review proposal(s) for reorganization at City Hall as a result of the Baker Tilly Study (Tricia).
5. Review and discussion regarding performance reviews/merit system.
6. Future agenda items.

The Council may meet in closed session per State Statute 19.85 (1)(c) considering employment,
promotion, compensation or performance evaluation data of any public employee over which the
governmental body has jurisdiction or exercises responsibility

ADJOURNMENT

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

By: Personnel Committee Chair Sonny Swangstu, Mayor Donna Olson


mailto:mhougan@ci.stoughton.wi.us


SPECIAL PERSONNEL COMMITTEE MEETING MINUTES
Thursday, November 14, 2013 @ 5:30 p.m.
Mayor's Office/City Hall

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

Guests: Finance Director Laurie Sullivan, Parks & Recreation Director Tom Lynch,
Police Chief Greg Leck, Acting City Clerk Maria P. Hougan, Alder Greg Jenson, Fire
Chief Marty Lamers, Senior Center Director Cindy McGlynn, Clerk's Office Clerical
Assistant Debbie Blaney

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

1. COMMUNICATIONS
Next Personnel meeting moved to December 3 @ 5:30 p.m. Next CA/CP meeting
cancelled.

2. MINUTES
Moved by Suess, second by Selsor, to approve. Motion carried 5-0 with Mayor Olson
voting.

3. FIRE DEPARTMENT: RESTRUCTURING
Fire Chief Lamers presented his proposal to change 2 PT positions to 1 75% position,
covered in 2014 budget.

Alder Selsor noted that the position would have to be 29 hours/week.

Moved by Christianson, second by Selsor, to recommend approval at 29 hours. Motion
carried 5-0 with Mayor Olson voting.

4. YOUTH CENTER: 15 HR/WK POSITION

Parks & Recreation Director Lynch presented his proposal. The position will be paid for
by grant money; all monies will come through the Friends of the Youth Center. The
Friends of the Youth Center will be billed by City for costs.

Moved by Suess, second by Selsor, to recommend approval. Motion carried 5-0 with
Mayor Olson voting.

S. POLICE DEPARTMENT: PT PATROL OFFICER WAGES

Police Chief Leck presented his proposal to create part-time Patrol Officer positions. He has
worked with the WPPA to be sure the positions will not violate the labor contract. The wage is
going to be linked to the entry-level full-time salary An MOU will need to be drafted, and the
Police Department is going to generate a wage matrix.






Moved by Selsor, second by Suess, to recommend approval. Motion carried 5-0 with
Mayor Olson voting.

6. CITY HALL: POSITION DESCRIPTIONS

Some members of the Personnel Committee stated they were disappointed in the
Council decision of November 12. A motion to reconsider will be presented at the next
Council meeting.

Moved by Christianson, second by Suess, to table the matter to the next meeting.
Motion carried 5-0 with Mayor Olson voting.

7. HR DEPARTMENT: POSITION DESCRIPTIONS

The Personnel Committee directed City staff to send the position descriptions to
recommended HR personnel at Stoughton Trailers, Stoughton Area School District, and
CVMIC for review. Selsor stated he would like new comparisons regarding all the
positions in question drafted up. He found a $50.000 difference in the comparisons.

No action taken.

8. FUTURE AGENDA ITEMS
Meeting November 21 @ 5:30 p.m. to discuss HR Positions and performance reviews.

ADJOURNMENT
Moved by Christianson, second by Suess, to adjourn at 7:00 p.m.

Respectfully submitted,
Maria P. Hougan
Acting City Clerk

MPH:sm






City of Stoughton
Position Description

Name: Department: Human Resources

Position Title: Human Resources Generalist/Risk Pay Grade: FLSA: N
Manager/

Date: Draft Oct. 2013 Reports To: Mayor

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.

Personnel/Human Resources

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

o Staff to the Personnel Committee.

e Assists in special projects including training and surveys. Represents the department with employee events and
functions.

e Advises and participates in review, modification, and adoption of new and/or modified personnel practices, and
policies, work rules and union contracts. Facilitates the interpretation and of and updates to the Work Rules and
Union contracts.

e Administers FMLA (Family Medical Leave Act) program and policies.

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

e Assists department heads with personnel issues. Develops and coordinates a uniform employee evaluation process.

e Coordinates succession planning and back-up strategies.

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

e Manages and maintains regular and confidential personnel records.
e Monitors unemployment claims by reviewing claims and substantiating documentation.

e Provides 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 Administers and maintains employee benefit programs database in payroll/benefits system. Completes reporting





City of Stoughton HR Generalist/Risk Manager
Position Description

requirements for all employee benefit programs. 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.

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

Administers the CDL Random Drug Testing program, including follow up on drug and/or alcohol positive results.
Assists in drafting or revising position descriptions. Monitors internal and external wage/salary equity.

Coordinates bi-weekly payroll processing. Reporting and reconciliation of all payrolls benefit and State reporting.
Distributes monthly payroll reports to departments.

Calculate vacation accrual and longevity payments for all eligible employees. Calculates and reports terminations for
benefited employees.

Administers the Retiree health reimbursement program
Provides Personnel budget information to the Finance Director.

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

Provides confidential administrative duties to assist in accomplishing City goals and projects.

Risk Management

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.
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.

Administers 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.

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.

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

Serves on the Risk Committee.

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

Administers and processes claims against the city. Provides follow up.

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

Other duties as assigned by Mayor.





City of Stoughton HR Generalist/Risk Manager
Position Description

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.

o 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.

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.

o Ability to effectively communicate orally and in writing with 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.

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 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.





City of Stoughton HR Generalist/Risk Manager
Position Description

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.

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

Council Approved:





City of Stoughton
Position Description

Name: Department: HR/Personnel

Position Title: Human Resources Pay Grade: FLSA:

Clerical Assistant

Date: October 2013 Reports to:  Human Resources Generalist

Purpose of Position

The purpose of this position is to perform a variety of clerical and data entry tasks, maintain related
records and provide organizational support as requested by the Human Resources Generalist/Risk
Manager to assist in the day-to-day operations of the Personnel/Human Resources Department.

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 HR Generalist with preparations for monthly meetings of the Personnel Committee and
the Risk Management Committee.

Attends Personnel and Risk Management Committee meetings, staff meetings, and other special
meetings, including evening meetings, at the request of the HR Generalist.

Records and distributes Personnel and Risk Committee meeting minutes and maintains meeting
related files.

Prepares mailings and correspondence for the HR Generalist and other departments as directed by the
HR Generalist.

Collects and reviews all employee timesheets. Review for accuracy and completeness. Review for
appropriate use of leave time.

Input all timesheet information into the payroll system. Verify for accuracy.
Process payroll and prepare payroll register, direct deposit register and payroll deduction transmittals.

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

Assists with processing and tracking of employment applications and job recruitment information.
Maintains files of forms and information presented to new employees (ensuring that forms and
information are up to date, making copies, assembling packets).

Assists in maintaining regular and confidential personnel files.





e Maintains CVMIC training records, MSDS, and safety policy binders under the direction of the HR
Generalist.

e Schedules and organizes annual CVMIC training sessions and other special training sessions under
the direction of the HR Generalist.

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 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

o 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.

o 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, typically associated with office work,
occasionally lifting, carrying, pushing and pulling up to 50 pounds to stock supplies.

o 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 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

Approved by the Common Council
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