
OFFICIAL NOTICE AND AGENDA
Notice is hereby given that the Finance Committee of the City of Stoughton, Wisconsin will hold a

regular or special meeting as indicated on the date, time and location given below.

Meeting of the:
Date /Time:
Location:

Members:

FINANCE COMMITTEE OF THE CITY OF STOUGHTON

Monday, December 12th, 2011 @ 5:30pm.
Hall of Fame Room/City Hall (381 E Main St, Stoughton WI 53589)
Carl Chenoweth, Eric Hohol, Paul Lawrence, Tim Swadley and Mayor Donna Olson (ex-
officio)

Item # CALL TO ORDER

1 Communications

Item # REPORTS

2 Contingency

Item # OLD BUSINESS

Item # NEW BUSINESS

3 Finance Committee Minutes of November 22nd, 2011

4 Resolution Authorizing and Directing the Proper City Official(s) to Authorize and Execute an
Intergovernmental agreement between Dane County and other Municipalities within Dane County
Creating a County wide interoperable VHF Based Emergency Radio System Known as
“DaneCOM”.

5 Review Proposed Finance Department Job Descriptions

6 Future Agenda Items – Business License

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

NOTE: AN EXPANDED MEETING MAY CONSTITUTE A QUORUM OF THE COUNCIL.

Note: For security reasons, the front door of the City Hall Building will be locked after 4:30 p.m. If you need to enter City Hall after that time,
please use the Fifth Street entrances.





2011 CONTINGENCY ACCOUNT
100-59200-930


2011 BUDGET $80,000


AMENDMENT REASON


BALANCE @ 12/8/2011 $80,000


CONTINGENCY ACCOUNT EARMARKED


AMENDMENT REASON


4/12/2011 Training/Outside Assistance ($3,000)
9/27/2011 Library PSB Sidewalk Repair ($6,025)


AVAILABLE BALANCE @ 12/8/2011 $70,975
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RESOLUTION OF THE PUBLIC SAFETY and FINANCE COMMITTEE


Authorizing and directing the proper city official(s) to authorize and execute an Intergovernmental
agreement between Dane County and other Municipalities within Dane County creating a county –
wide interoperable VHF-based emergency radio system known as “DaneCOM”.


Committee Action: Public Safety 4-1 with Mayor voting Finance


Fiscal Impact: $ 5,006.00 for 2012 only


File Number: R-158 -2011 Date Introduced:
12-13-2011


WHEREAS, it is in the best interest of the City of Stoughton to approve the Intergovernmental
agreement for a County-wide interoperable VHF-based emergency radio system known as DaneCOM,
and


WHEREAS, your Public Safety Committee met on November 30, 2011, and your Finance Committee
met on December 13, 2011 to consider the terms of the Intergovernmental agreement between Dane
County and other Municipalities within the Dane County who are signatories to this agreement pursuant
to State Statute 66.0301, Wis. Stats, now therefore,


BE IT RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby directed and authorized to sign the Intergovernmental agreement between Dane County and the
other Municipalities (City of Stoughton) within Dane County to create a county wide interoperable
emergency radio system known as DaneCOM. The agreement is attached hereto as part of this
Resolution.


Council Action: Adopted Failed Vote


Mayoral Action: Accept Veto


Donna Olson, Mayor Date


Council Action: Override Vote







PUBLIC SAFETY COMMITTEE MEETING MINUTES
Wednesday, November 30, 2011
Hall of Fame room, City Hall


Review and approval of revised DaneCOM Intergovermental Agreement:


Chief Leck explained the new DaneCom agreement. There needs to be more work done
on the frequency issue. More information will be provided as it comes in. Peterson asked
what would happen if this offer was rejected? Chief Leck explained DaneCOM would fold.
They need 70% of all cities and villages outside of Madison to sign on, and it’s based on
population. There could be a huge penalty regarding the previous signed contract,
Alderman Chenoweth stated the previous contract was signed based on the fiscal amount-
do we have that amount yet? The least costly solution would be to have 100%
participation.


Moved by Tone, seconded by Peterson, to recommend approval to Council. Further
discussion, he hopes Attorney Dregne is available at the December 13 Council meeting to
answer questions regarding the contract. Motion carries 4-1 with Christianson voting noe,
and Mayor Olson voting in favor.
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DaneCom Agreement


The City has asked me to review the draft agreement proposed to be made among Dane


County and the municipalities located within the County, relating to a County-wide
interoperable emergency radio system known as DaneCom. According to Dane County
Board Resolution 88, 2010-2011, "Dane County must make choices soon on an


alternative approach for an emergency radio system in order to meet federal requirements


by January 2013."


It is beyond the scope of this memorandum to describe the federal requirements that may


bear on the development of an emergency radio system. Yet, a complete evaluation of
the proposed DaneCom agreement would likely require some understanding of the legal


obligations that apply to the parties, the practical need for the communications
technology, and the alternatives available to the parties.


It is also beyond the scope of this memorandum to address the extent to which the


agreement would meet the parties' needs in the best manner. Instead, this memorandum
discusses certain aspects of the agreement fhat are unclear, or that may cause problems


for the parties in the future.


I have a number of big-picture concerns with the agreement: (1) the agreement is vague


regarding what capabilities and services DaneCom would provide to municipalities;
(2) the agreement is ambiguous regarding the ability of parties and non-parties to use the


608,2r6,0226


888.655,4752


Fax 608.259,2600


www.staffordlaw.com


1200 Noth May{air Road


Suite 410


Milwaukee, \lisconsin
53226-t282


414.982,2850


888,655,4752


Fax414.982,2889


www,stafiordlaw,com







system; (3) the agreement includes incentives for parties to withdraw which could


undermine the viability of the agreement and the system; and (4) rather than specifying


how costs will be allocated, the agreement delegates broad discretionary authority, to an


appointed "Governing Board," to allocate costs. These concerns, and my other


comments regarding the agreement, are discussed in greater detail, below.


1. SYSTNU SPBCMTCATIONS ANE VECUE AND UNCLEAR.


The agreement requires Dane County to contract for the design, construction and


implementation of "the system." The recitals say that the "system" will be "a trunked,


digital, standards-based simulcast emergency radio system that features narow-banding
of the county's VHF system."


This description of the "system" appears insufflrcient to answer many questions you may


have, now or in the future, about what the system will provide. One red-flag regarding


this problem is the inclusion of language indicating that Fitchburg may be adding "to the


basic infrastructure" of the system. I assume this language was added because Fitchburg


anticipates a need to add to the system, to meet its needs. Based on the draft agreement,


it is unclear how Fitchburg could have reached that conclusion. This is cause for conçern


about whether the agreement adequately defines "the system'"


At a minimum, it would be prudent to describe the minimum types and levels of
technology, capabilities and services that the system would provide to municipalities.


2 Accpss To AND PaRTTcIpaTIoN IN THE SYSTEM AND DISTRMUTION OF BASB


Cosrs.


A. Who May (Jse the System? I have heard that all communities in Dane


County will be allowed to use and/or benefit from the system, whether or


not they are parties to the agreement, contributing to the costs, or choose to


withdraw in the future. The agreement requires parties to pay the costs


attributed to non-parties, suggesting that non-parties may use the system.


However, some language in the agreement suggests that the system will
only be available to parties to the agreement. Section 4 H. requires the


County, to the extent practicable, to provide "full access to, and allocate


capacity of the system to all parties to this Agreement fot all


communications needs of that party." Does that mean that communities


tha1 are not "parties to" the agreement would not have access to the system?


If non-parties would have access, could that access be limited in any


respects? How would a party's withdrawal from the agreement affect


access to the system? These are important issues to clariff'
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Threshold Level of Participation. The agreement does not become


effective unless, by December 22,2011, it is signed by a number of cities,


villages and towns that contain 70 percent of the Dane County population,


excluding the City of Madison, and "80percent, or 28" of the County's


34 towns.l Including a threshold number of communities that must be


reached is a good idea, given that the cost of serving non-parties is to be


shared among the municipalities that are parties.


Issues Regarding Withdrawal. The agreement allows any party (other than


Dane County) to withdraw, by giving 18 months notice prior to the


beginning of the calendar year in which withdrawal takes place. No party


may give notice of withdrawal before December 1,2015. The withdrawal
option presents the following issues:


(1) The agreement is ambiguous regarding who, if anyone, is
responsible for paying the share of operation and maintenance costs


of a withdrawing party. Section 4. F. says that if a municipality
"chooses not to join and pay its respective share of operating and


maintenance costs, those costs will be redistributed ' . .." What if a


municipality joins, pays its share of costs for a number of years, and


then withdraws? If the intent is to redistribute a withdrawing
member's costs under Section 4.F., then the agreement should say


so.


(2) There appears to be no disincentive to withdraw, particularly it a


withdrawing party may continue to receive the full benefits of the


system. If parties begin to withdraw, there will be an increasing


financial burden on remaining parties, and therefore an increasing


incentive for remaining parties to withdraw. The County's share of
the non-party costs is limited to 30 percent, and the County's share


of the total operation and maintenance cost is limited to 50 percent.


If and when participation begins to unravel, won't that leave the


County and municipalities with an agreement that is no longer


viable? It would be prudent to structure the agreement to avoid this
possibility. Effective disincentives to withdrawal would be one


option, if feasible. Prohibiting withdrawal, perhaps for the


anticipated useful life of the system, would be another option.


t Thir should be revised to say 28 towns, rather than "80 percent, or 28."


B


C
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3. AlroceuoN oF OpeRarIoNS AND MarNreNRNce Cosrs.


The primary purpose of the agreement is to allocate responsibilþ for paying the


costs of operating and maintaining the DaneCom system. I have a number of
concerns, questions and suggestions about the cost-sharing language in the


agreement, as follows:


Operatíons and Maintenance Not Defined. The agreement does not
describe what costs are included in "operations and maintenance."


Weak Language Governing Costs Through 2015. The agreement provides


for the appointment of a "Governing Board" to allocate costs among the


parties. The agreement provides a formula for allocating costs through
2015. However, the language used in the agreement is very weak, in terms


of binding the Governing Body to follow the given formula, even through
2015.


Section 6.4. of the agreement requires all parties to the agreement to pay


"their proportionate share of the operating and maintenance cost of the


system as determined by the Governing Board." This language is a direct
grant of authority to the Governing Board to decide how costs will be


allocated. Section 7.4 states that "it is understood that annual operating


and maintenance costs for municipalities will be apportioned using a 50/50


(half equalized value, half per capita .. ..) through the yeat 2015." Finally,
section 7.D requires the County to pay 30 percent of the operations and


maintenance costs through 2015.


If the parties intend for the Governing Board to be bound by the cost


allocation suggested in the agreement, at least through 2015, I would
modiff the agreement to provide as follows:


"All parties to this Agreement shall pay their proportionate


share of the operating and maintenance cost of the system on


a semi-annual basis. Through 2015,30 percent of the cost


shall be paid by Dane County, and the remaining cost shall be


allocated to all Cities, Villages and Towns in Dane County,
excepting the City of Madison, using a 50/50 formula (half
allocated on the basis of equalized value, half on the basis of
population, adjusted annually by the Wisconsin Department
of Revenue and Department of Administration). The costs


allocated to Cities, Villages and Towns that are not parties to


A.


B.
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this Agreement shall be re-allocated to the parties pursuant to
Section 4.F. of this Agreement.


C. Delegation of Authority to the Governing Board.


Beginning in the year 2076, Section 7.8. authorizes the Governing Board to
change the formula for allocating costs. Section 6. C. then obligates parties to the


agreement to execute an amendù ug..rtnent to reflect the changet.' Th. changes


are to be "reasonably based on equalized value, population, actual or estimated


usage and/or other relevant and customary factors as establíshed by the


Governing Board if and when they are made." I have the following comments and


concerns regarding authorizing the Governing Board to change the cost allocation


formula:


(1) Vague Standards. Section 6. A indicates "factors" that the


Governing Board is supposed to use in changing the cost allocation.


However, these factors do not allow for any meaningful
determination of whether they have been followed. The inclusion of
"other relevant and customary faotors as established by the


Governing Board," as a standard for guiding the Governing Board's


determination, illustrates the extent to which the Governing Board


would have very broad discretion.


(2) No Costs Allocated to County After 2015. For years after 2015, it is
unclear whether the parties intend to allow the Governing Board to
allocate operations and maintenance costs to the County. Section


7.D. expressly states that 30 percent of the costs are to be allocated


to the County through 2015. That section also states that after 2015,


any reallocation to the County shall not exceed 50 percent of the


total operating cost. It is unclear how the Governing Board would
use the factors in Section 6.4. to allocate costs to the County. It is
also unclear whether the 50% limit in section 7.D. is intended to
recognize that the Governing Board may allocate costs to the


County, or is intended only as a limit on non-party costs the County


could be required to pay under Section 4.F. The agreement should


make it clear, one way or the other.


' It ir unclear why the parties would need to execute an amendment to the agreement, given that


the proposed agreement authorizes the Governing Board to change the formula.
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(3) Políticat Process and RepresentatÌon on Governing Board. Section


8.8. of the agreement states that if the 'þercentage of the total


contribution to operation and maintenance cost to be made by any of
the three municipal groups having the right to appoint members to


the Governing Board increases above its initial contribution
percentage by fifteen (15) or more..., the appointing authority for
that group shall have the right to appoint one additional member to
the Governing Board for each l5o/o increase over the number of
appointments provided in sub. 4."


This section appears to recognize that, ultimately, costs will not be


allocated based on a clear formula or standards provided in the


agreement, but rather by the Governing Board, through a political
process. This device may not effectively protect individual
municipalities. A particular municipality could see its costs raised


by more than 15 percent, while the increased cost to all members of
that municipality's group remains below 15 percent, in which case


the group's representation on the Governing Board would remain


unchanged. Furthermore, individual municipalities may have


limited practical ability to influence the process through the Cities


and Villages Association, or through Governing Board members


appointed by the Association.


One risk resulting from allowing the Governing Board to allocate


costs is an increased likelihood that parties will withdraw from the


agreement, in reaction to a change they see as unfair' Given that


there may be no penalty or disincentive for an individual party to
withdraw, the agreement should be structured to avoid future


conflicts over cost-sharing that could lead to a municipality's
withdrawal.


In my opinion, the parties would be served better by an agreement


that allocates costs, rather than an agreement that empowers a


separate political entity to allocate costs.


(4) Ambíguity Regarding Allocation of Non-Party Town Costs. Section


4.F.b of the agreement is ambiguous regarding allocation of costs of
non-party towns, if less than 28 towns are parties to the agreement.


It states: "If the municipalþ is a town, and if 80 % (eighty percent,


or 28) of the County's towns have executed this agreement,T0 o/o of
that non-participating town's costs will be re-distributed to the


remaining towns ...." llnder section 3, however, the agreement will
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not take effect unless 80 percent of the towns have executed the


agreement. Therefore, it is unclear why a requirement that 80


percent of towns have executed the agreement is included in section


4. F. b. One possible interpretation is that towns are not responsible


for paying non-party town costs unless 80 percent of the towns


remaìn parties to the agreement. Under that interpretation if a


sufficient number of towns withdraw, there is no mechanism for
allocating their costs to remaining towns. This ambiguity should be


addressed.


(5) Section 4. F. of the agreement includes references to section 6. b.,
that should be references to section 7.a.


In conclusion, I recommend modiffing the agreement to provide a fixed cost sharing


approach, to better def,rne the system, to clariff who may use the system, and to reduce


the potential for withdrawal. I also recommend modiffing some of the language that


creates ambiguities regarding important issues.


I would be happy to discuss this matter with the City.


7H:\DOCS\005649\000695\00664428.DOCX


1121111341





		R-98-2011 Radio Equipment Purchase.pdf

		PS min Dane Co Radio Equip.pdf

		Stoughton Radio Upgrade Quote Rev 2 7-27-11.pdf

		Telex Option








FINANCE COMMITTEE MEETING MINUTES
November 22, 2011 – 6:00 p.m.
City Hall, Hall of Fame Room


Present:
Alderpersons Paul Lawrence, Eric Hohol, Carl Chenoweth, Tim Swadley and Mayor Donna Olson.


Others Present:
Finance Director Laurie Sullivan, Library Director Richard MacDonald and Library Board President
Tricia Suess.


Absent and Excused:


Call to order:
Finance Chair Lawrence called the meeting to order at 6:00pm.


Communications:
None.


Reports (Contingency – October Claims – October Treasurer’s Report):
No action taken.


Finance Committee Minutes of November 8th, 2011:
Moved by Chenoweth, seconded by Swadley to recommend approval of the Finance Committee
minutes of November 8th, 2011 as presented. Motion carried unanimously with Mayor Olson voting.


Resolution Authorizing and Directing the Property City Officials to Pay the Claim of Nicole K.
Weissinger 408 W. South Street, Stoughton, WI 53589 in the Amount of $839.80:
CVMIC recommends denial of the claim. Moved by Chenoweth, seconded by Hohol to recommend
Council deny the Resolution authorizing and directing the property City officials to pay the claim of
Nicole K. Weissinger 408 W. South Street, Stoughton, WI 53589 in the amount of $839.80. Motion
carried unanimously with Mayor Olson voting.


**The Meeting May Close Per State Statute 19.85(1)(e), Deliberating or Negotiating the
Purchasing of Public Properties, the Investing of Public Funds, or Conducting Other Specified
Public Business, Whenever Competitive or Bargaining Reasons Require a Closed Session,
and Then Reopen For the Regular Course of Business Re: Library property purchase:
Moved by Chenoweth, seconded by Hohol to close the meeting per State Statute 19.85(1)(e),
deliberating or negotiating the purchasing of public properties, the investing of public funds, or
conducting other specified public business, whenever competitive or bargaining reasons require a
closed session, and then reopen for the regular course of business. Motion carried unanimously with
Mayor Olson voting. Moved by Chenoweth, seconded by Swadley to reopen the meeting for the
regular course of business. Moved by Hohol, seconded by Chenoweth to recommend Council
approve the memorandum of understanding between the City of Stoughton and the Stoughton Library
Board. Motion carried unanimously with Mayor Olson voting.







Finance Committee Meeting Minutes
November 22nd, 2011
Page 2


Future agenda items:
Business License


Motion by Chenoweth, seconded by Swadley to adjourn at 6:12pm. Motion carried unanimously.


Respectfully submitted,
Laurie Sullivan
Finance Director








City of Stoughton
Position Description


Name: Department: Finance


Position Title: Director of Finance and Economic Pay Grade: FLSA: E
Development


Date: August 2009 Reports To: Mayor


Purpose of Position


The purpose of this position is to supervise, direct, and coordinate the financial activities of the City, serving as
comptroller with duties as outlined in 62.09(10) Wis. Statutes and City ordinances and as City Treasurer, with duties
required by State Statutes 62.09(9) and City ordinances. Other key functions include supervising, directing and
coordinating the Economic Development activities in the City . This position provides support to the Mayor, City
Council, and City departments in their financial management, budgeting, and reporting responsibilities, presentation of
issues and recommendations to the Mayor and City Council for strategic direction of fiscal policy matters to maintain and
enhance the financial health of the City, and performance of a variety of administrative functions as delegated by the
Mayor and City Council.


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.


 Directs, coordinates, and supervises the financial activities of the City of Stoughton.


 Directs, coordinates, and supervises the Economic Development Activities of the City of Stoughton.


 Directs, coordinates, and supervises the Employee Benefit Administration, reconciling benefits to the general ledger
and periodic reporting. (From City Clerk)


 Directs, coordinates, and supervises Special Assessment procedures. (From Clerk’s Office)


 Oversees the preparation of the tax roll special charges, delinquencies and assessments. (From City Clerk)


 Prepares tax roll for submission to the County Treasurer. (From City Clerk)


 Prepares Statement of Taxes, Levy Limit worksheets and Expenditure Restraint reporting. (From City Clerk)


 Prepares salary and benefit data for the annual budget process. (From City Clerk)


 Performs Comptroller functions as required by State Statutes 62.09(10) and City ordinances.


 Performs City Treasurer functions as required by State Statutes 62.09(9) and City ordinances.


 Plans, installs, and maintains a central accounting system for the City government and its agencies in a manner
consistent with established and accepted municipal accounting principals and procedures, and in sufficient detail to
produce adequate cost, financial, and statistical data for City and department management purposes and to meet
statutory requirements.


 Directs, coordinates, and supervises processing of accounts payable and accounts receivable; auditing of purchase







City of Stoughton Finance Director/Treasurer
Position Description


orders, receipts, and disbursement; reconciling accounting records with various departments; and allocating payments
to various accounts.


 Directs, coordinates, and supervises processing of payroll; reviews salary and benefit data for inclusion in the
development of the annual budget.


 Functions as a resource and support to enhance department’s financial management capacity.


 Maintains a system of budgetary control to ensure that expenditures do not exceed appropriations, and that sufficient
revenues are available to meet anticipated needs.


 Directs the preparation of the annual City budget, including advising the Mayor, City Council, and City department
heads in the review of estimates and the preparation of individual departmental budget requests.


 Directs the development and update of a Five-Year Capital Improvement Plan, a Five-Year Financial/Operating
Budget Forecast, and accompanying financing plans.


 Provides the Mayor and City Council with timely and informative financial reports, statements, financial analysis and
fiscal projections on major issues requiring policy direction.


 Analyzes City debt structure and prepares recommendations for restructuring thereof; advises the Mayor and Finance
Committee regarding debt management.


 Coordinates a variety of special administrative projects as assigned, which include but are not limited to the
negotiation of contracts, leases, purchases, land acquisitions, and others of a similar nature.


 Initiates proactively, or participates collaboratively with department efforts to streamline operations, increase
operational efficiency and effectiveness, and address issues and opportunities of current concern.


 Proposes recommendations to streamline and consolidate budget and accounting functions in a continuous
improvement effort.


 Coordinates activities of City Assessor contract compliance.


 Provides or reviews necessary financial data for collective bargaining and assists Personnel Committee as necessary.


 Administers the CDBG program.


 Represents the City in all fiscal matters, including issues associated with economic development.


 Administers the investment of surplus City funds and documentation relating to the sale or renegotiation of notes and
bonds.


 Reviews, audits, and certifies all claims against the City for payroll, goods and services, and reports to the Finance
Committee.


 Administers Firefighters’ Pension Fund and serves on the Firefighters’ Pension Board.


 Attends all City Council meetings and committee meetings as necessary.


 Serves on the Board of Trustees – Riverside and Wheeler Prairie Cemeteries.







City of Stoughton Finance Director/Treasurer
Position Description


 Provides administrative oversight and reviews financial activities of duly authorized volunteer organizations.


 Insures volunteer organizations follow prescribed city financial policies.


 Keeps informed of new trends, developments, laws, and regulations impacting the activities of the finance and
treasury functions of the City.


Minimum Training and Experience Required to Perform Essential Job Functions


Graduation from an accredited four-year college or university with a degree in Business Administration,
Accounting, Financial Management, Public Administration or related field. Minimum of five to seven years of
progressively responsible supervisory or management position related experience in accounting and financial
management, preferably in a municipal environment serving as a finance director or assistant finance director.


Minimum Physical and Mental Abilities Required to Perform Essential Job Functions


Physical Requirements


 Ability to operate a variety of office equipment including personal computer, calculator, telephone, etc.


 Ability to develop manual and computerized financial systems.


Supervisory Skills


 Knowledge of principles of supervision and management, including participative management.


 Ability to supervise the work of departmental staff including; coordinating, assigning, monitoring, and evaluating
work; and hiring, training, counseling, and disciplining staff.


 Ability to positively motivate employees and create a team-work oriented, effective, and efficient work environment.


 Ability to establish and maintain effective working relationships with the Mayor, City Council members, department
heads, staff, and the public.


Mathematical Ability


 Ability to add, subtract, multiply, divide, calculate decimals and percents, and make use of the principles of
descriptive statistics.


 Ability to design and produce graphical representations of complex financial and performance data.


 Ability to prepare accounting and financial data projections.


 Knowledge of municipal accounting and auditing including enterprise funds; considerable knowledge of Generally
Accepted Auditing Standards (GAAS); considerable knowledge of Generally Acceptable Accounting Principles
(GAAP).


Language Ability and Interpersonal Communication


 Ability to act as a staff advisor to the Mayor, City Council, and department heads.







City of Stoughton Finance Director/Treasurer
Position Description


 Skill in effective, clear, and objective oral and written communications about the City’s finances to individuals and
groups.


 Ability to comprehend and interpret a variety of documents including municipal and business financial statements,
invoices, contracts, insurance policies and claims, tax rolls, budget requests and amendments, audits, bank
statements, budget documents, service contracts, State statutes, City ordinances and policies, etc.


 Ability to prepare a variety of documents with clear, comprehensive explanatory narrative to accompany budget
documents, financial statements, fiscal analysis relating to special projects, letters and other correspondence with the
Mayor, City Council, department heads, or parties external to the City, etc. using prescribed format and conforming
to all rules of punctuation, grammar, diction, and style.


 Ability to record and deliver information, explain procedures, and follow instructions.


 Ability to use and interpret legal and accounting terminology.


 Ability to communicate effectively with Mayor, City Council, Finance, Personnel, and Utility Committee members,
department heads, legal counsel, other City personnel, State and County personnel, insurance representatives, and
others verbally and in writing.


Environmental Adaptability


 Ability to work effectively in an office environment.


 Understanding of the City’s political environment and sensitivities; ability to function effectively within that
environment.


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 5-24-2009







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Director of Finance and Economic Pay Grade: FLSA: E
Development


Date: November 2011 Reports To: Mayor


Purpose of Position


The purpose of this position is to supervise, direct, and coordinate the financial activities of the City, serving as
comptroller with duties as outlined in 62.09(10) Wis. Statutes and City ordinances and as City Treasurer, with duties
required by State Statutes 62.09(9) and City ordinances. Other key functions include supervising, directing and
coordinating the Economic Development activities in the City . This position provides support to the Mayor, City
Council, and City departments in their financial management, budgeting, and reporting responsibilities, presentation of
issues and recommendations to the Mayor and City Council for strategic direction of fiscal policy matters to maintain and
enhance the financial health of the City, and performance of a variety of administrative functions as delegated by the
Mayor and City Council.


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.


 Directs, coordinates, and supervises the financial activities of the City of Stoughton.


 Directs, coordinates, and supervises the Economic Development Activities of the City of Stoughton.


 Directs, coordinates, and supervises the Employee Benefit Administration, reconciling benefits to the general ledger
and periodic reporting.


 Directs, coordinates, and supervises Special Assessment procedures.


 Oversees the preparation of the tax roll special charges, delinquencies and assessments.


 Prepares tax roll for submission to the County Treasurer.


 Prepares Statement of Taxes, Levy Limit worksheets and Expenditure Restraint reporting.


 Prepares salary and benefit data for the annual budget process.


 Performs Comptroller functions as required by State Statutes 62.09(10) and City ordinances.


 Performs City Treasurer functions as required by State Statutes 62.09(9) and City ordinances.


 Plans, installs, and maintains a central accounting system for the City government and its agencies in a manner
consistent with established and accepted municipal accounting principals and procedures, and in sufficient detail to
produce adequate cost, financial, and statistical data for City and department management purposes and to meet
statutory requirements.


 Directs, coordinates, and supervises processing of accounts payable and accounts receivable; auditing of purchase







City of Stoughton Finance Director/Treasurer
Position Description


orders, receipts, and disbursement; reconciling accounting records with various departments; and allocating payments
to various accounts.


 Directs, coordinates, and supervises processing of payroll; reviews salary and benefit data for inclusion in the City
payroll database.


 Functions as a resource and support to enhance department’s financial management capacity.


 Maintains a system of budgetary control to ensure that expenditures do not exceed appropriations, and that sufficient
revenues are available to meet anticipated needs.


 Directs the preparation of the annual City budget, including advising the Mayor, City Council, and City department
heads in the review of estimates and the preparation of individual departmental budget requests.


 Directs the development and update of a Five-Year Capital Improvement Plan, a Five-Year Financial/Operating
Budget Forecast, and accompanying financing plans.


 Provides the Mayor and City Council with timely and informative financial reports, statements, financial analysis and
fiscal projections on major issues requiring policy direction.


 Analyzes City debt structure and prepares recommendations for restructuring thereof; advises the Mayor and Finance
Committee regarding debt management.


 Coordinates a variety of special administrative projects as assigned, which include but are not limited to the
negotiation of contracts, leases, purchases, land acquisitions, and others of a similar nature.


 Initiates proactively, or participates collaboratively with department efforts to streamline operations, increase
operational efficiency and effectiveness, and address issues and opportunities of current concern.


 Proposes recommendations to streamline and consolidate budget and accounting functions in a continuous
improvement effort.


 Coordinates activities of City Assessor contract compliance.


 Provides or reviews necessary financial data for collective bargaining and assists Personnel Committee as necessary.


 Administers the CDBG program.


 Represents the City in all fiscal matters, including issues associated with economic development.


 Administers the investment of surplus City funds and documentation relating to the sale or renegotiation of notes and
bonds.


 Reviews, audits, and certifies all claims against the City for payroll, goods and services, and reports to the Finance
Committee.


 Administers Firefighters’ Pension Fund and serves on the Firefighters’ Pension Board.


 Attends all City Council meetings and committee meetings as necessary.


 Serves on the Board of Trustees – Riverside and Wheeler Prairie Cemeteries.







City of Stoughton Finance Director/Treasurer
Position Description


 Provides administrative oversight and reviews financial activities of duly authorized volunteer organizations.


 Insures volunteer organizations follow prescribed city financial policies.


 Keeps informed of new trends, developments, laws, and regulations impacting the activities of the finance and
treasury functions of the City.


Minimum Training and Experience Required to Perform Essential Job Functions


Graduation from an accredited four-year college or university with a degree in Business Administration,
Accounting, Financial Management, Public Administration or related field. Minimum of five to seven years of
progressively responsible supervisory or management position related experience in accounting and financial
management, preferably in a municipal environment serving as a finance director or assistant finance director.


Minimum Physical and Mental Abilities Required to Perform Essential Job Functions


Physical Requirements


 Ability to operate a variety of office equipment including personal computer, calculator, telephone, etc.


 Ability to develop manual and computerized financial systems.


Supervisory Skills


 Knowledge of principles of supervision and management, including participative management.


 Ability to supervise the work of departmental staff including; coordinating, assigning, monitoring, and evaluating
work; and hiring, training, counseling, and disciplining staff.


 Ability to positively motivate employees and create a team-work oriented, effective, and efficient work environment.


 Ability to establish and maintain effective working relationships with the Mayor, City Council members, department
heads, staff, and the public.


Mathematical Ability


 Ability to add, subtract, multiply, divide, calculate decimals and percents, and make use of the principles of
descriptive statistics.


 Ability to design and produce graphical representations of complex financial and performance data.


 Ability to prepare accounting and financial data projections.


 Knowledge of municipal accounting and auditing including enterprise funds; considerable knowledge of Generally
Accepted Auditing Standards (GAAS); considerable knowledge of Generally Acceptable Accounting Principles
(GAAP).







City of Stoughton Finance Director/Treasurer
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Language Ability and Interpersonal Communication


 Ability to act as a staff advisor to the Mayor, City Council, and department heads.


 Skill in effective, clear, and objective oral and written communications about the City’s finances to individuals and
groups.


 Ability to comprehend and interpret a variety of documents including municipal and business financial statements,
invoices, contracts, insurance policies and claims, tax rolls, budget requests and amendments, audits, bank
statements, budget documents, service contracts, State statutes, City ordinances and policies, etc.


 Ability to prepare a variety of documents with clear, comprehensive explanatory narrative to accompany budget
documents, financial statements, fiscal analysis relating to special projects, letters and other correspondence with the
Mayor, City Council, department heads, or parties external to the City, etc. using prescribed format and conforming
to all rules of punctuation, grammar, diction, and style.


 Ability to record and deliver information, explain procedures, and follow instructions.


 Ability to use and interpret legal and accounting terminology.


 Ability to communicate effectively with Mayor, City Council, Finance, Personnel, and Utility Committee members,
department heads, legal counsel, other City personnel, State and County personnel, insurance representatives, and
others verbally and in writing.


Environmental Adaptability


 Ability to work effectively in an office environment.


 Understanding of the City’s political environment and sensitivities; ability to function effectively within that
environment.


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 5-24-2009







City of Stoughton DRAFT 11/28/11
Position Description


Name: Department: Finance


Position Title: Deputy Treasurer Pay Grade: FLSA: N


Date: March 2009 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 secretarial 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.


 Organizes Finance Committee agendas and distributes packet. Attends meetings and types minutes. Forwards items
to appropriate committees for further action. 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.


 Prepares forms for bid openings. Attends bid openings and records all information. (From City Clerk)


 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.


 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.


 Maintains manual spreadsheets as requested by Finance Director.


 Processes city employee payroll. Compiles time cards. Reviews payroll register for accuracy. Calculates tax
withholding and other payroll deductions; prepares required and requested payroll reports including FICA, state and
federal income tax withholding, etc.; prepares payroll checks for distribution; maintains and updates payroll records.
Completes monthly reporting for US Department of Labor regarding current employment statistics. Creates and edits
direct deposit information for current and new employees.


 Verify direct deposit information. Initiate batch upload to bank.







City of Stoughton Deputy Treasurer
Position Description


 Provides backup to Finance Administrative Clerk by performing payroll duties in his/her absence.


 Calculates vacation accrual schedules and longevity payments for all eligible City employees. Calculates payouts for
employee terminations. (From Deputy Clerk)


 Prepares W2’s and year-end reporting including annual social security and state tax withholding reconciliation.


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


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


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


 Prepares Room Tax correspondence Issues quarterly payment reminders for room tax and monitors collections.


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


 Creates and maintains capital project spreadsheets including monthly balancing of all expenditures.


 Maintains fixed assets spreadsheets.


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


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


 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.


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


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


 Prepares memoranda, correspondence and other documents for the Finance Director. (Combined with another bullet
point)


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRS. Reconciles retirement fund
annually. Keeps up to date on changing regulations. (From Deputy Clerk)







City of Stoughton Deputy Treasurer
Position Description


 Prepares monthly life and income continuation insurance reports and submits to ETF. Prepares annual imputed
income report.


 Collects, reviews and enters all new employee information into payroll system. (From Deputy Clerk)


 Maintains, reconciles and prepares reports for all employee benefit information in payroll database.(From Deputy
Clerk)


 Reviews and submits for payment monthly union dues billing. (From Deputy Clerk)


 Reviews and submits for payment quarterly United Way billing. (From Deputy Clerk)


 Prepares government payroll reports on a monthly and quarterly basis. (From Deputy Clerk)


 Reconcile all payroll accounts in the general ledger.


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.


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


 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.


 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.


 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.


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


Mathematical Ability


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







City of Stoughton Deputy Treasurer
Position Description


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 sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.


Physical Requirements


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


 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, but which may involve some lifting, carrying, pushing
and pulling. Ability to sustain prolonged visual concentration.


Environmental Adaptability


 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 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


Personnel approved 9-24-01 January 8, 2008 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.







City of Stoughton Deputy Treasurer
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 Creates and maintains capital project spreadsheets including monthly balancing of all expenditures.


 Maintains fixed assets spreadsheets.


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


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


 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.


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


 Reviews payroll register for accuracy. Calculates tax withholding and other payroll deductions; prepares required and
requested payroll reports including FICA, state and federal income tax withholding, etc.; maintains and updates
payroll records. Completes monthly reporting for US Department of Labor regarding current employment statistics.
Creates and edits direct deposit information for current and new employees.


 Verify direct deposit information. Initiate batch upload to bank. Maintain Direct Deposit files in database.


 Prepares W2’s and year-end reporting including annual social security and state tax withholding reconciliation.


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRS. Reconciles retirement fund
annually. Keeps up to date on changing regulations.


 Prepares monthly life and income continuation insurance reports and submits to ETF. Prepares annual imputed
income report.


 Collects, reviews and enters all new employee information into payroll system. Reviews withholding, retirement,
payroll deductions and benefits for accuracy.


 Maintains, reconciles and prepares reports for all employee benefit information in payroll database.


 Reviews and submits for payment monthly union dues billing.


 Reviews and submits for payment quarterly United Way billing.


 Prepares government payroll reports on a monthly and quarterly basis.


 Reconcile all payroll accounts in the general ledger.


 Calculates vacation accrual schedules and longevity payments for all eligible City employees. Calculates payouts for
employee terminations.


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


 Prepares forms for bid openings. Attends bid openings and records all information.
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 Prepares periodic reporting of dog licenses for County. Balances license sales and prepares adjusting journal entries.


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


 Provides backup and assistance for payroll processing.


 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


 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.


 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.


 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.


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


Mathematical Ability


 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


 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 sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.


Physical Requirements


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


 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, but which may involve some lifting, carrying, pushing
and pulling. Ability to sustain prolonged visual concentration.


Environmental Adaptability


 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 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


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







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Finance Accounting Clerk Specialist Pay Grade: FLSA: N


Date: March 2009 Reports To: Finance Director


Purpose of Position


The purpose of this position is to process accounts payable, accounts receivable, journal entries, special assessments for
public work projects and other accounting functions and to perform customer service and assigned clerical tasks for the
City of Stoughton Finance 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.


 Compiles accounts payable invoices, code for payment, and process and produce a check for payment.


 Audits invoices for accuracy and to ensure that tax-exempt status is correct; notifies vendors as necessary of tax-
exempt status and files Tax Exemption Certificates with vendors.


 Reviews expense reports for budget discrepancies. Prepares over-budget reports and distributes to Department
Heads.


 Process and reconcile weekly health, dental and prescription drug insurance claim billings, including Utilities.
Reconcile to general ledger. (From Deputy Clerk)


 Answers inquiries from other departments regarding invoices, statements and payments made or pending; consults
with vendors regarding problems and questions.


 Maintain accurate vendor information in the accounts payable system.


 Determines which vendors require IRS reporting through a 1099.


 Balance monthly billing statements from vendors.


 Prepares City 1099’s to vendors and related reports for Federal and State government. Sends out and tracks W-9
information.


 Administer the new purchase card program by setting up new cardholders in the system and provide training. Set up
new account numbers in the program. Troubleshoot problems for city purchase card users. Liaison between card
holders and bank. (New)


 Bi-weekly reconciliation of all purchase card charges by city departments by collecting receipts from all
departments, reviewing for account information and appropriate approvals. Review purchase card statement,
download charges, verifies account numbers and pay credit card bill by ACH. Upload all charges into accounting
system. Reconcile general ledger. Run reports and organize receipts for filing. (New)







City of Stoughton Finance Accounting Clerk Specialist
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 Administer Fuel card program by setting up new fuel cards, monitoring fuel purchases, troubleshooting card usage
problems. Review monthly fuel bill and charge out departments for fuel expenses. Assist departments with issues
and run reports as requested. Liaison between city employee fuel card holder and company. (New)


 Process delinquent utilities for tax roll. (Came from City Clerk)


 Prepares correspondence and preliminary and final billing statements for special assessments. Maintains special
assessment program, i.e. new assessments, payments, etc. Reconcile general ledger to special assessment program.
(Came from Deputy Clerk)


 Prepares Special Assessment Worksheet for Tax Roll. (Came from City Clerk)


 Prepares delinquent Accounts Receivable charges for Tax Roll. (Came from City Clerk)


 Prepares Special charges worksheet for upload to County. Reconciles to general ledger. (Came from City Clerk)


 Provides staff clerical services to the RDA Committee. Coordinates meeting dates, times and locations for meetings.
Prepares, posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes.
(New)


 Enter and post journal entries, related reports and account activity into computer database.


 Enters financial data as requested by Finance Director and auditors into computer including monthly entries and end-
of –year auditor’s adjusting journal entries.


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


 Organize, sort and file accounts payable checks, accounts receivable invoices and journal entries.


 Process and review billings for accounts receivable.


 Prepare and send out new monthly invoices.


 Reconcile and identify late invoices and prepare and send out past due invoices and statements.


 Post accounts receivable to ledger, balance and run reports as necessary.


 Maintain accurate customer information in accounts receivable system.


 Coordinates CDBG home improvement loan program.


 Types reports, letters, forms and correspondence from written and oral instruction; prepares reports from account
data as requested; prepares and submits monthly Sales Tax reports. Performs other clerical tasks as directed by the
Finance Director.


 Reviews and verifies and/or assigns account numbers to in-coming funds.
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 Inputs cash receipts and runs balancing reports.


 Provides back-up for preparing daily bank deposits.


 Collects and process tax payments and runs balancing reports.


 Issues dog licenses and collects payment for dog licenses.


 Maintains accounts payable record storage by purging and organizing files.


 Performs customer service to visitors as required. Provides information to questions or refers to appropriate person
or agency. Directs visitors.


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


 Provides backup to Deputy Treasurer by performing payroll duties in his/her absence.


 Assists the Clerks Department by overseeing an election polling place, election workers and compiling election
results at the end of the Election Day.


 Maintains City Hall record storage rooms by purging and organizing files.


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.


 Serves as a Notary Public.


 Performs related office tasks such as filing, faxing, photocopying and computer applications.


 Assists Clerks Department as required.


Minimum Training and Experience Required to Perform Essential Job Functions


 High school diploma or equivalent with vocational/technical training in accounting with two years of
accounting/bookkeeping experience or any combination of education and experience that provides equivalent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Requires the ability to perform basic level of data analysis including the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. Requires
discretion in determining and referencing such to established standards to recognize interactive effects and
relationships.


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







City of Stoughton Finance Accounting Clerk Specialist
Position Description


 Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information such as invoices
and purchase orders, financial statements and reports, budget comparison reports, technical operating manuals,
procedures, guidelines and routine correspondence.


 Ability to communicate effectively with supervisor, other departments, vendors, Mayor and Finance Director, co-
workers and the public.


Mathematical Ability


 Requires the ability to perform addition, subtraction, multiplication and division; and to calculate percentages and
decimals.


Judgment and Situational Reasoning Ability


 Requires the ability to apply principles of rational systems. Ability to interpret instructions furnished in written, oral,
diagrammatic or schedule form. Ability to exercise independent judgement to adopt or modify methods and
standards to meet variations in assigned objective. Requires the ability to exercise the judgement, decisiveness and
creativity required in situations involving the evaluation of information against measurable or verifiable criteria.


Physical Requirements


 Requires the ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery
and tools such as a computer and other office machines, and/or materials used in performing essential function.


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


 Tasks involve ability to exert light physical effort in sedentary to light work, but which may involve some lifting,
carrying, pushing and pulling of objects weighing five to ten pounds.


 Requires the ability to recognize and identify similarities or differences between characteristics of colors, shapes and
sounds associated with job-related objects, materials and tasks.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental factors 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 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
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Council Approved 4-13-04 12-13-05 March 10, 2009







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Finance Accounting Specialist Pay Grade: FLSA: N


Date: November 2011 Reports To: Finance Director


Purpose of Position


The purpose of this position is to process accounts payable, accounts receivable, journal entries, special assessments for
public work projects and other accounting functions and to perform customer service and assigned clerical tasks for the
Finance 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.


 Compiles accounts payable invoices, code for payment, and process and produce a check for payment.


 Audits invoices for accuracy and to ensure that tax-exempt status is correct; notifies vendors as necessary of tax-
exempt status and files Tax Exemption Certificates with vendors.


 Reviews expense reports for budget discrepancies. Prepares over-budget reports and distributes to Department
Heads.


 Process and reconcile weekly health, dental and prescription drug insurance claim billings, including Utilities.
Reconcile to general ledger.


 Answers inquiries from other departments regarding invoices, statements and payments made or pending; consults
with vendors regarding problems and questions.


 Maintain accurate vendor information in the accounts payable system.


 Determines which vendors require IRS reporting through a 1099.


 Balance monthly billing statements from vendors.


 Prepares City 1099’s to vendors and related reports for Federal and State government. Sends out and tracks W-9
information.


 Administer the new purchase card program by setting up new cardholders in the system and provide training. Set up
new account numbers in the program. Troubleshoot problems for city purchase card users. Liaison between card
holders and bank.


 Bi-weekly reconciliation of all purchase card charges by city departments by collecting receipts from all
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departments, reviewing for account information and appropriate approvals. Review purchase card statement,
download charges, verifies account numbers and pay credit card bill by ACH. Upload all charges into accounting
system. Reconcile general ledger. Run reports and organize receipts for filing.


 Administer Fuel card program by setting up new fuel cards, monitoring fuel purchases, troubleshooting card usage
problems. Review monthly fuel bill and charge out departments for fuel expenses. Assist departments with issues
and run reports as requested. Liaison between city employee fuel card holder and company.


 Process delinquent utilities for tax roll.


 Prepares correspondence and preliminary and final billing statements for special assessments. Maintains special
assessment program, i.e. new assessments, payments, etc. Reconcile general ledger to special assessment program.


 Prepares Special Assessment Worksheet for Tax Roll.


 Prepares delinquent Accounts Receivable charges for Tax Roll.


 Prepares Special charges worksheet for upload to County. Reconciles to general ledger.


 Provides staff clerical services to the RDA Committee. Coordinates meeting dates, times and locations for meetings.
Prepares, posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes.


 Enter and post journal entries, related reports and account activity into computer database.


 Enters financial data as requested by Finance Director and auditors into computer including monthly entries and end-
of –year auditor’s adjusting journal entries.


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


 Process and review billings for accounts receivable.


 Prepare and send out new monthly invoices.


 Reconcile and identify late invoices and prepare and send out past due invoices and statements.


 Post accounts receivable to ledger, balance and run reports as necessary.


 Maintain accurate customer information in accounts receivable system.


 Coordinates CDBG home improvement loan program.


 Types reports, letters, forms and correspondence from written and oral instruction; prepares reports from account
data as requested; prepares and submits monthly Sales Tax reports. Performs other clerical tasks as directed by the
Finance Director.


 Reviews and verifies and/or assigns account numbers to in-coming funds.
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 Inputs cash receipts and runs balancing reports.


 Provides back-up for preparing daily bank deposits.


 Collects and process tax payments and runs balancing reports.


 Performs customer service to visitors as required. Provides information to questions or refers to appropriate person
or agency. Directs visitors.


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


 Provides backup to Deputy Treasurer by performing duties in his/her absence.


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.


 Serves as a Notary Public.


 Performs related office tasks such as filing, faxing, photocopying and computer applications.


Minimum Training and Experience Required to Perform Essential Job Functions


 High school diploma or equivalent with vocational/technical training in accounting with two years of
accounting/bookkeeping experience or any combination of education and experience that provides equivalent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Requires the ability to perform basic level of data analysis including the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. Requires
discretion in determining and referencing such to established standards to recognize interactive effects and
relationships.


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


 Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information such as invoices
and purchase orders, financial statements and reports, budget comparison reports, technical operating manuals,
procedures, guidelines and routine correspondence.


 Ability to communicate effectively with supervisor, other departments, vendors, Mayor and Finance Director, co-
workers and the public.


Mathematical Ability
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 Requires the ability to perform addition, subtraction, multiplication and division; and to calculate percentages and
decimals.


Judgment and Situational Reasoning Ability


 Requires the ability to apply principles of rational systems. Ability to interpret instructions furnished in written, oral,
diagrammatic or schedule form. Ability to exercise independent judgement to adopt or modify methods and
standards to meet variations in assigned objective. Requires the ability to exercise the judgement, decisiveness and
creativity required in situations involving the evaluation of information against measurable or verifiable criteria.


Physical Requirements


 Requires the ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery
and tools such as a computer and other office machines, and/or materials used in performing essential function.


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


 Tasks involve ability to exert light physical effort in sedentary to light work, but which may involve some lifting,
carrying, pushing and pulling of objects weighing five to ten pounds.


 Requires the ability to recognize and identify similarities or differences between characteristics of colors, shapes and
sounds associated with job-related objects, materials and tasks.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental factors 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 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 12-13-05 March 10, 2009
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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:


 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.


 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.


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


 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.


 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.


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


 Assist with accounts receivable processing.


 Organize, sort and file accounts payable checks, accounts receivable invoices and journal entries.


 Assist with accounts payable processing.


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


 Prepares Special Assessment Certificate requests.


 Maintains and updates special assessment records and procedures/reports/print-outs as needed.
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 Assists in the collection of tax receipts and balancing of collection reports.


 Responds to tax inquires from citizens and banking institutions.


 Maintain/update Finance Department web site.


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


 Provides back-up for issuing dog licenses.


 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.


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


 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.


 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


 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 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 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.


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


Mathematical Ability
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 Ability to add and subtract, multiply and divide, and calculate percentages, fractions, and decimals.


Judgment and Situational Reasoning Ability


 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.


 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


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


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


 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


 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 ________________
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