
 

 

 

 

Meeting of:   PERSONNEL COMMITTEE  

Date /Time:  Monday, August 3, 2015 6:00pm 
Location:  Mayor’s Office 

   381 E. Main St., Stoughton, WI 

Members:                       Sid Boersma (Chair), Pat O’Connor, Paul Lawrence, Thomas Majewski, 

                                         and Mayor Donna Olson (ex-officio member) 

 

 

AGENDA 
 

1. Call to Order 

2. Approval of the Minutes of the July 13, 2015 Personnel Committee Meeting 

 

3. Communications 

a) WPPA-Contract 

b) Library Staffing Update   

 

4. Old Business 

a) Broker updates 

b) Discussion and possible action regarding PD Sergeant job descriptions 

c) Comp Study update – Springsted 

 

5. New Business 

a) Discussion and possible action regarding Planning Department Maintenance  job 

description   

b) Domestic Partner Discussion 

6. Future Agenda Items 

7. Adjournment   

IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THIS MEETING, PLEASE 

CALL 873-6677 PRIOR TO THIS MEETING.  

ATTN COMMITTEE MEMBERS: THREE (2) 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 ajgillingham@ci.stoughton.wi.us 

By:  Personnel Committee Chair Sid Boersma, Mayor Donna Olson 

 

             
       
       AMENDED 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. 

  

mailto:ajgillingham@ci.stoughton.wi.us




 


 


City of Stoughton 


Position Description 


 


Name:   Department:    Police    


    


Classification Title:  Training/Recruitment - Sergeant Pay Grade:     14  FLSA:  N 


 


Date: December, 1998 July, 2015 Reports To:  Operations Lieutenant   


                                                                                                                      Chief of Police 


 


 


Purpose of Classification 


 


The purpose of this position in this classification is to plan, organize and direct assigned shift personnel; schedule   


supervise  personnel and field training; and protect life and property for the City of Stoughton with a focus on developing, 


implementing and advising on training and recruitment programs for the Police 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. 


 


 Develops training programs and policies.  Ooversees officer involvement in evaluations. 


 Conducts policy review and prepares policy compliance reports. 


 


 


 Consults with Officer-in-Charge (OIC) regarding daily briefing and assignments. 


 


 Coordinate recruitment programs with Director of Human Resources/Risk Management for non-sworn personnel. 


 


 Implement training programs, evaluations training programs and makes recommendations to amend programs. 


 


 Assigns personnel to patrol and investigation tasks. 


 


 


 Authorizes overtime of subordinate officers and dispatchers 


 


 Reviews reports for completeness and accuracy of charges and orders changes as necessary. and provides evaluative 


feedback.   


 


 Schedules Department personnel for patrol, vacation, in-service training, etc.   


 


 Directs new officer field training, and documents training, and evaluates employee progression and program 


evaluators. Coordinates field training with experienced officers. 


 


 Coordinates officer hiring processes and evaluates applicants for minimum qualifications, conducts interviews, and 


assists with background evaluation process.  


 


 Makes recommendations on hiring, promotion and transfer, discipline or discharge of employees. 


 


 Briefs in-coming shift Officer-in-Charge (OIC). 


 


 Receives complaints against officers/dispatchers and conducts internal investigations. and coaching as needed.   


Formatted: Strikethrough


Formatted: Strikethrough


Deleted:  positions


Formatted: Strikethrough


Formatted: Strikethrough


Deleted: adviseing


Deleted: policies .


Formatted: Indent: Left:  0.25",  No bullets or
numbering


Deleted:  regarding


Deleted: traning


Formatted: Indent: Left:  0.25",  No bullets or
numbering


Deleted: .


Formatted: Indent: Left:  0.25",  No bullets or
numbering


Formatted: Strikethrough


Formatted: Indent: Left:  0.25",  No bullets or
numbering


Formatted:  No bullets or numbering


Deleted:  as







City of Stoughton                                                                                            Sergeant 


Position Description 


 
 


 Implements discipline makes recommendations as to discipline and implements discipline.  and is authorized to 


implement emergency administrative suspensions for cause 


  


 Reviews daily patrol/dispatch task performance. and Prepares performance evaluations annually. 


 


 Provides daily employee coaching, and counseling, and documentation as needed. 


 


 Performs all duties of other first line supervisors (SGTS) as needed.  


 


 Advises Chief and communicates to staff regarding collective bargaining related matters and grievances. 


 


 Provides secondary patrol duties. 


 


 Patrols City for illegal and dangerous activity. 


 


 Monitors traffic and issues traffic code violation citations.  Directs vehicular traffic and pedestrians. 


 


 Responds to traffic collisions, rollovers and reported hazards.  Gathers information from participants and witnesses at 


scene regarding incidents.  Clears road hazards.  Assists emergency medical and rescue personnel at traffic collisions 


with injured and extrications. 


 


 Responds to citizen complaints.  Evaluates situations and gathers information from participants and witnesses.  


Detains and/or arrests suspects/participants and transports to appropriate agency.  Provides aid to injured persons as 


appropriate and within capabilities. 


 


 Prepares incident and accident reports. 


 


 Assists in traffic collision and criminal investigations.  Gathers evidence and interviews witnesses and suspects.  


Participates in search and surveillance activities. 


 


 Testifies credibly in court as required. 


 


 Logs patrol activity. 


 


 Maintains knowledge of current police policy and procedures, traffic and criminal ordinances, State and Federal laws. 


 


 Maintains communication with general regarding public safety issues.  May make public presentations to community 


groups and students regarding crime prevention and police activities.  Patrols City. 


 Maintains prompt predictable, reliable physical attendance. 


 Maintains the ability to perform the physical duties to be performed by sworn officer. 


 


  


 


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 


classification and may also be performed by other unit members sworn law enforcement officers.   


 


 Delivers notices. 


 


 Issues parking citations. 
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City of Stoughton                                                                                            Sergeant 


Position Description 


 
 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


Wisconsin Police Officer certification with four years police officer experience, or any combination of education and 


experience that provides equivalent knowledge, skills, and abilities.  Associate degree Law Enforcement or related field 


preferred.  Certification/training in CPR, First Responder, intoxilyzer required.  A valid Wisconsin motor vehicle 


operator’s license is required and must be maintained.  


 Must maintain the ability to lawfully possess and use a firearm 


 Must maintain the ability to credibly testify in court 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


 Ability to analyze data and information using established criteria, in order to determine consequences and to identify 


and select alternatives.  Ability to compare, count, differentiate, measure and/or sort, as well as assemble, copy, record 


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


 


 Ability to counsel, treat and mediate, and/or provide first line supervision.  Ability to persuade, convince, and train 


others.  Ability to advise and provide interpretation regarding the application of policies, procedures and standards to 


specific situations. 


 


 Ability to utilize a variety of advisory and design data and information such as incident/accident reports, 


witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal complaints, 


policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle records, insurance 


forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines and non-routine 


correspondence. 


 


 Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel, 


Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers, 


probation and parole personnel, news media representatives and the general public. 


 


Mathematical Ability 


 


 Ability to calculate percentages, fractions, decimals, volumes and ratios.  Ability to interpret basic descriptive 


statistical reports. 


 


Judgment and Situational Reasoning Ability 


 


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of 


information against sensory and/or judgmental criteria. 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, leading, 


teaching, directing and controlling. 


 


Physical Requirements 


 


 Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad car, 


firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test, dictation 


equipment and radios. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as data entry and 







City of Stoughton                                                                                            Sergeant 


Position Description 


 
assembling. 


 


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms, 


sounds, odors and textures associated with job-related objects, materials and ingredients. 


 


 Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of 


climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling.  Ability to 


exert necessary physical force to restrain or subdue individuals. 


 


Environmental Adaptability 


 


 Ability to work under mildly unsafe and uncomfortable conditions where exposure to environmental factors such as 


temperature variations, odors, toxic agents, violence, noise, vibrations, wetness, machinery and disease can cause 


discomfort and where there is a 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 


 


07/29/2015   Date 


 


6-23- 2015 
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City of Stoughton 


Position Description 


 


Name:          Department:    Police 


 


Classification Title:   Training/Recruitment – Sergeant Pay Grade:   14       FLSA:  N 


 


Date:     June 2015         Reports To:  Lieutenant 


          Chief of Police 


 


Purpose of Classification 


 


The purpose of this position is to plan, organize and direct assigned shift personnel; supervise personnel and field training; 


and protect life and property for the City of Stoughton, with a focus on developing, implementing and advising on training 


and recruitment program for the Police 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. 


 


 Develops training programs and policies. 


 


 Coordinates recruitment programs with Director of Human Resources for non-sworn personnel. 


 


 Consults with Officer-in-Charge (OIC) regarding daily briefing and assignments.   


 


 Implements training programs, evaluation of training programs and makes recommendations to amend programs. 


 


 Assigns personnel to patrol and investigation tasks. 


 


 Conducts policy review and prepares policy compliance reports 


 


 Authorizes overtime of subordinate officers and dispatchers. 


 


 Reviews reports for completeness and accuracy, and orders changes provided evaluative feedback. 


 


 Schedules Department personnel for patrol, vacation, in-service training, etc. 


 


 Directs new officer field training, documents training, and evaluates employee progression. Coordinates field 


training with experienced officers. 


 


 Coordinates officer hiring processes and evaluates applicants for minimum qualifications. 


 


 Makes recommendations on hiring, promotion, transfer, discipline or discharge of employees. 


 


 Briefs in-coming shift Officer-in-Charge (OIC). 


 


 Receives complaints against officers/dispatchers and conducts internal investigations and coaching as needed. 


 


 Implements discipline, and is authorized to implement emergency administrative suspensions for cause. 


 


 Reviews daily patrol/dispatch task performance and prepares performance evaluations. 


 


 Provides daily employee coaching, counseling, and documentation as needed. 







 


City of Stoughton          Sergeant 


Position Description 


 


 Performs all duties of other first line supervisors (SGTS) as needed. 


 


 Provides secondary patrol duties. 


 


 Patrols City for illegal and dangerous activity. 


 


 Monitors traffic and issues traffic code violation citations.  Directs vehicular traffic and pedestrians. 


 


 Responds to traffic collisions, rollovers and reported hazards.  Gathers information from participants and 


witnesses at scene regarding incidents.  Clears road hazards.  Assists emergency medical and rescue personnel at 


traffic collisions with injured and extrications. 


 


 Responds to citizen complaints.  Evaluates situations and gathers information from participants and witnesses.  


Detains and/or arrests suspects/participants and transports to appropriate agency.  Provides aid to injured persons 


as appropriate and within capabilities. 


 


 Prepares incident and accident reports. 


 


 Assists in traffic collision and criminal investigations.  Gathers evidence and interviews witnesses and suspects.  


Participates in search and surveillance activities. 


 


 Testifies credibly in court as required. 


 


 Logs patrol activity. 


 


 Maintains knowledge of current policy and procedures, traffic and criminal ordinances, State and Federal laws. 


 


 Maintains communication with general regarding public safety issues.  May make public presentations to 


community groups and students regarding crime prevention and policy activities. Patrols City.  


 


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 


classification and may also be performed by other sworn law enforcement officers. 
 


 Deliver notices 


 


 Issues parking citations 


 


Minimum Training and Experience Required to Perform Essential Job Functions. 


 


Wisconsin Police Officer certification with four years police officer experience, or any combination of education and 


experience that provides equivalent knowledge, skills, and abilities.  Associate degree Law Enforcement or related field 


preferred.  Certification/training in CPR, First Responder, intoxilyzer required.  A valid Wisconsin motor vehicle 


operator’s license is required. 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 







 Ability to analyze data and information using established criteria, in order to determine consequences and to 


identify and select alternatives. Ability to compare, count, differentiate, measure and/or sort, as well as assemble, 


copy, record and transcribe data and information.  Ability to classify, compute, tabulate, and categorize data. 


 


 Ability to counsel, treat and mediate, and/or provide first line supervision.  Ability to persuade, convince, and 


train others.  Ability to advise and provide interpretation regarding the application of policies, procedures and 


standards to specific situations. 


 


 Ability to utilize a variety of advisory and design data and information such as incident/accident reports, 


witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal 


complaints, policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle 


records, insurance forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines 


and non-routine correspondence. 


 


 Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel, 


Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers, 


probation and parole personnel, news media representatives and the general public. 


 


Mathematical Ability 


 


 Ability to calculate percentages, fractions, decimals, volumes and ratios.  Ability to interpret basic descriptive 


statistical reports. 


 


Judgement and Situational Reasoning Ability 
 


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of 


information against sensory and/or judgmental criteria. 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, leading, 


teaching, directing and controlling. 


 


Physical Requirements 


 


 Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad 


car, firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test, 


dictation equipment and radios. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as data entry and 


assembling. 


 


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms, 


sounds, odors and textures associated with job-related objects, materials and ingredients. 


 


 Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of 


climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling.  Ability 


to exert necessary physical force to restrain or subdue individuals. 


 


Environmental Adaptability 


 


 Ability to work under mildly unsafe and uncomfortable conditions where exposure to environmental factors such 


as temperature variations, odors, toxic agents, violence, noise, vibrations, wetness, machinery and disease can 


cause discomfort and where there is a risk of injury. 


 


 


 


 







City of Stoughton          Sergeant 


Position Description 


 


 


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


City will provide reasonable accommodations to qualified individuals with disabilities and encourages both 


prospective and current employees to discuss potential accommodations with the employer. 


 


 


___________________________________                _________________________________ 


Employee’s Signature      Supervisor’s Signature 


 


_________________________________    __________________________________ 


Date        Date 


 


Final 7/30/15 
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City of Stoughton 


Position Description 


 


Name:   Department:   Planning & Development 


  


    


Position Title:  Facilities Maintenance 


  Pay Grade:    FLSA:       N 


 


Date:  July 2015 Reports To:     Planning Director 


 


 


Purpose of Position 


 


The purpose of this position is to perform building and grounds maintenance and repair at City office buildings.  This 


position requires the ability to evaluate many building related issues and work independently and efficiently to address 


them. 


 


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. 


 


 Performs maintenance and minor repair functions in City buildings; develops and follows a preventive maintenance 


schedule for buildings and equipment; maintains a variety of equipment including heating and air conditioning 


systems; identifies and recommends the need for major repairs. 


 


 


 Performs minor remodeling on buildings; paints offices, buildings and other areas. 


 Proactive approach to building maintenance and building cleanliness. 


 


 Prepares project specifications for contract work within City buildings and monitors the work of contractors; checks 


the quality of janitorial and building services performed by contractors; follows up as needed.   Coordinates and 


monitors contracted services provided for HVAC systems, fire alarm/extinguisher systems, elevators, etc.  Monitors, 


programs and manages digital heating and cooling control system for reliability and efficiency. 


 


 Maintain building maintenance supply inventory including janitorial, bathroom, light bulbs, etc.  


Order supplies as necessary to keep adequate supply.   


 Obtain Material Safety Data Sheets for all products purchased and provide to the Clerk’s office 


for record keeping requirements. 


 


 Process invoices for department purchases for review by the Director. 


 Develop and implement a lock out/tag out procedure for building equipment. 


 Ability to investigate why something is not working and determine whether it can be repaired in-house or if 


specialized repair is necessary. 


 


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. 


 


 Answers phones; provides assistance to visitors, etc. 


 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


High school diploma or equivalent with vocational/technical training in Mechanical Maintenance or a related 
field and three years of building maintenance experience or any combination of education and experience 
that provides equivalent knowledge, skills, and abilities.   
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City of Stoughton        Commercial Electrical Inspector/Facilities Maintenance/Master Electrician 


Position Description 


 
 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communications 


 


 Requires the ability to process, calculate, compute, summate, and/or tabulate data and/or information.  Includes the 


ability to perform subsequent action in relation to these computational operations.  


 


  


 


 Requires the ability to provide guidance, assistance and/or interpretation to others, such as co-workers and the 


public, on how to apply policies, procedures and standards to specific situations. 


 


 Requires the ability to utilize a variety of reference, descriptive an/or advisory data and information such as 


invoices, request forms, product literature, reports, time sheets, schematics, equipment manuals, procedures, 


guidelines and non-routine correspondence. 


 


 Ability to communicate effectively with the supervisor, co-workers, sales representatives, Department Heads, 


contractors and the public. 


 


 Mechanical and repair aptitude to allow for efficient repairs without needing to call specialist for all activities. 


 


 Ability to work independently using good judge and appropriate safety equipment and protocols. 


 


Mathematical Ability 


 


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


decimals; may require the ability to perform mathematical operations with fractions and algebra. 


 


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 judgment to adopt or modify methods and 


standards to meet variations in assigned objective. 


 


 Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the 


evaluation of information against measurable or verifiable criteria. 


  


 Attention to detail to maintain City Buildings.  Quickly assess process to remedy situations and 


implement plan 


 


Physical Requirements 


 


 Requires the ability to operate, calibrate, tune and synchronize, and perform complex rapid adjustment on 


equipment, machinery and tools such as a computer and other office machines, heating and cooling equipment, 


hand and power tools, and/or related materials used in performing essential functions.  


 


 Requires the ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 


training, such as maintaining equipment. 


 


 Tasks involve the regular and, at times, sustained performance of moderately physically demanding work, 


typically involving some combination of climbing and balancing, stooping, kneeling, crouching, crawling, and 


lifting, carrying, pushing, and pulling moderately heavy objects and materials, to fifty 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. 


 


 Requires the regular use of ladders and stairs, and ability to work in elevated positions 
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City of Stoughton        Commercial Electrical Inspector/Facilities Maintenance/Master Electrician 


Position Description 


 
 


Environmental Adaptability 


 


 Ability to work under conditions that require exposure to environmental factors such as 


temperature and noise extremes, machinery or electrical currents.  This exposure may cause some discomfort and 


present a 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 


 


Final 7/30/15 


Council Approved  


Formatted: Bulleted + Level: 1 + Aligned at: 
0" + Indent at:  0.25"


Deleted: 1-12-99








T:\PACKETS\PERSONNEL\2015 PACKETS\08-03-2015\Back Up Materials\Planning - BuildingMaintenance PD - Draft 2015.doc 


 


 


 


City of Stoughton 


Position Description 


 


Name:   Department:   Planning & Development 


  


    


Position Title:  Facilities Maintenance 


  Pay Grade:    FLSA:       N 


 


Date:  July 2015 Reports To:     Planning Director 


 


 


Purpose of Position 


 


The purpose of this position is to perform building and grounds maintenance and repair at City office buildings.  This 


position requires the ability to evaluate many building related issues and work independently and efficiently to address 


them. 


 


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. 


 


 Performs maintenance and minor repair functions in City buildings; develops and follows a preventive maintenance 


schedule for buildings and equipment; maintains a variety of equipment including heating and air conditioning 


systems; identifies and recommends the need for major repairs. 


 


 


 Performs minor remodeling on buildings; paints offices, buildings and other areas. 


 Proactive approach to building maintenance and building cleanliness. 


 


 Prepares project specifications for contract work within City buildings and monitors the work of contractors; checks 


the quality of janitorial and building services performed by contractors; follows up as needed.  Coordinates and 


monitors contracted services provided for HVAC systems, fire alarm/extinguisher systems, elevators, etc.  Monitors, 


programs and manages digital heating and cooling control system for reliability and efficiency. 


 


 Maintain building maintenance supply inventory including janitorial, bathroom, light bulbs, etc.  


Order supplies as necessary to keep adequate supply.   


 Obtain Material Safety Data Sheets for all products purchased and provide to the Clerk’s office 


for record keeping requirements. 


 


 Process invoices for department purchases for review by the Director. 


 Develop and implement a lock out/tag out procedure for building equipment. 


 Ability to investigate why something is not working and determine whether it can be repaired in-house or if 


specialized repair is necessary. 


 


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. 


 


 Answers phones; provides assistance to visitors, etc. 


 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


High school diploma or equivalent with vocational/technical training in Mechanical Maintenance or a related 
field and three years of building maintenance experience or any combination of education and experience 
that provides equivalent knowledge, skills, and abilities.   







City of Stoughton        Commercial Electrical Inspector/Facilities Maintenance/Master Electrician 


Position Description 


 
 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communications 


 


 Requires the ability to process, calculate, compute, summate, and/or tabulate data and/or information.  Includes the 


ability to perform subsequent action in relation to these computational operations.  


 


  


 


 Requires the ability to provide guidance, assistance and/or interpretation to others, such as co-workers and the 


public, on how to apply policies, procedures and standards to specific situations. 


 


 Requires the ability to utilize a variety of reference, descriptive an/or advisory data and information such as 


invoices, request forms, product literature, reports, time sheets, schematics, equipment manuals, procedures, 


guidelines and non-routine correspondence. 


 


 Ability to communicate effectively with the supervisor, co-workers, sales representatives, Department Heads, 


contractors and the public. 


 


 Mechanical and repair aptitude to allow for efficient repairs without needing to call specialist for all activities. 


 


 Ability to work independently using good judge and appropriate safety equipment and protocols. 


 


Mathematical Ability 


 


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


decimals; may require the ability to perform mathematical operations with fractions and algebra. 


 


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 judgment to adopt or modify methods and 


standards to meet variations in assigned objective. 


 


 Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the 


evaluation of information against measurable or verifiable criteria. 


  


 Attention to detail to maintain City Buildings.  Quickly assess process to remedy situations and 


implement plan 


 


Physical Requirements 


 


 Requires the ability to operate, calibrate, tune and synchronize, and perform complex rapid adjustment on 


equipment, machinery and tools such as a computer and other office machines, heating and cooling equipment, 


hand and power tools, and/or related materials used in performing essential functions. 


 


 Requires the ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 


training, such as maintaining equipment. 


 


 Tasks involve the regular and, at times, sustained performance of moderately physically demanding work, 


typically involving some combination of climbing and balancing, stooping, kneeling, crouching, crawling, and 


lifting, carrying, pushing, and pulling moderately heavy objects and materials, to fifty 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. 


 


 Requires the regular use of ladders and stairs, and ability to work in elevated positions 







City of Stoughton        Commercial Electrical Inspector/Facilities Maintenance/Master Electrician 


Position Description 


 
 


Environmental Adaptability 


 


 Ability to work under conditions that require exposure to environmental factors such as 


temperature and noise extremes, machinery or electrical currents.  This exposure may cause some discomfort and 


present a 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 


 


Final 7/30/15 


Council Approved  








PERSONNEL COMMITTEE MEETING MINUTES  


Monday, June 13 @ 4:30 


Mayor’s Office  


 


Present: Alders:   Sid Boersma (Chair), Pat O’Connor, Paul Lawrence, Thomas Majewski, Mayor Donna 


Olson (ex-officio) 


 


Others in attendance:  Lt Jenks, Chief Leck, Bob Kardasz 


  


 


 


1. CALL TO ORDER:  Director Gillingham called the meeting to order at 4:31pm 


2. Approval of the Minutes of the April 6, 2015 Personnel Committee Meeting and the Minutes of the 


6/1/2015 Personnel Committee Meeting. Motion by Lawrence, second by O’Connor. Motion carried 


unanimously. 


3. Communications:   


a. Director Gillingham explained that the WPPA contract will expire on 12/31/2015.  She has 


been in touch with the Union Representative because she needs a ballpark number for medical 


insurance they will begin negotiations in Sept/Oct.  She also explained that she has met with 


Attorney Steve Zach from Boardman Law Firm and will be using him for the negotiations.  Both 


Director Gillingham and Chief Leck interviewed Zach and were impressed with his credentials. 


His hourly municipal rate is less than Attorney Chrone.   


b. Attorney Update: Melli Walker law firm has been dissolved.  This is the firm that has 


represented the City for Personnel and Union negotiations.  Both Chief Leck and Director 


Gillingham have requested that the City interview and try a few new attorneys.  Chief Leck stated 


that there were clauses in the previous Union contract that should have, in his opinion, not been 


allowed in and attorney Chrone does not appear to be as active with Union negotiations.  Director 


Gillingham also stated she would like to try a different employment attorney.  Alder Lawrence 


said he would like one for both.  Director Gillingham stated she is trying a couple of attorneys to 


get a feel for them.  She is going to RFP the attorney at the end of the year.  Kyle Guyla from 


Von Breisen is also being used to assist with the Sergeants being removed from the Union as this 


is his area of specialty.  There is no plan to continue using multiple firms/attorneys. As explained 


by the Mayor, we are trying a couple of attorney’s to see how they perform and then will make a 


final decision.   


c. Director Gillingham stated that the Tech Services Supervisor position was filled internally by 


Klare Girgen.  Klare’s promotion created an opening in Adult Services which will be filled by the 


end of July.  There are currently three internal candidates.   


d. Norm Brekken retirement- July, David Vogel off in July-retire in September. 


e. PD Sergeant Union Discussion- (Director Gillingham & Chief Leck) O’Connor asked if 


minimum staffing had been addressed, Leck and Gillingham stated it had been addressed months 


ago.  The Personnel committee was brought up to speed regarding the interviews for legal 







assistance for the sergeant’s removal from the union.  Chief and Director Gillingham decided on 


Kyla Guyla.  Again, this is another attorney that we are trying out before the RFP’s are requested.   


f. Director Gillingham updated the committee regarding the Utilities employee that was unable to 


return to work following the exhaustion of her FMLA. The accommodations set forth by her 


physician were not reasonable and the City was unable to accommodate.  Director Gillingham 


also looked at other positions within the City trying to find a position within the City that would 


meet the restrictions.  The employee met with Director Gillingham and the employee stated she 


did not feel she could return to work.  The position has been posted and interviews begin next 


week.   


4. Old Business 


 


a. Director Gillingham reported that a meeting had been held with M3 Insurance to get a 


quote.  A meeting is being setup with Cottingham and Butler as well.  We also have 


meeting setup with Tricor for next week.  O’Connor questioned the drug that Auxiant 


approved.  Director Gillingham explained that it would be further discussed at the 


meeting next week.   


 


b-e. Director Kardasz explained that the job description changes were simply updates to 


reflect the current duties and requirements.  None of the changes would affect 


compensation.  Boersma asked who conducts the testing.  Director Kardasz explained the 


role of the DNR and the testing.  Boersma asked who pays for the testing.  Director 


Kardasz stated we will pay for tests 1 & 2, if necessary.  Move to approve Lawrence, 2
nd


 


O’Connor, vote: all in favor. 


5. New Business 


 


a. Request to change the Utilities Customer Service Technician position back to full time; 


this was previously presented to Council to change to two part time positions.  We have 


been unable to recruit for two part-time employees and to keep two part-time employees.  


Therefore, Utilities would like to change the position back to one full time position.  Per 


Director Kardasz, there is no financial impact.  Motion to administratively approve to 


move position back to full time and to forward to council for final approval by Lawrence, 


2
nd


 O’Connor, all in favor. 


b. Reviewed Chief’s letter to hire early due to a retirement.  Move to approve early hire 


with the approval of the PFC. Move to approve O’Connor, 2
nd


 Lawrence, vote: all in 


favor. 


 


Chair Boersma asked that we move the meeting time to a 6:00 start so Alderperson Majewski is able to 


attend the meetings.  All were in agreement.   


ADJOURNMENT 


Motion to adjourn by Lawrence, second by O’Connor.  Motion carried unanimously. Meeting adjourned 


at 5:15pm. 








 


 


 


 


Meeting of:   PERSONNEL COMMITTEE  


Date /Time:  Monday, August 3, 2015 6:00pm 
Location:  Mayor’s Office 


   381 E. Main St., Stoughton, WI 


Members:                       Sid Boersma (Chair), Pat O’Connor, Paul Lawrence, Thomas Majewski, 


                                         and Mayor Donna Olson (ex-officio member) 


 


 


AGENDA 
 


1. Call to Order 


2. Approval of the Minutes of the July 13, 2015 Personnel Committee Meeting 


 


3. Communications 


a) WPPA-Contract 


b) Library Staffing Update   


 


4. Old Business 


a) Broker updates 


b) Discussion and possible action regarding PD Sergeant job descriptions 


c) Comp Study update – Springsted 


 


5. New Business 


a) Discussion and possible action regarding Planning Department Maintenance  job 


description   


b) Domestic Partner Discussion 


6. Future Agenda Items 


7. Adjournment   


IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THIS MEETING, PLEASE 


CALL 873-6677 PRIOR TO THIS MEETING.  


ATTN COMMITTEE MEMBERS: THREE (2) 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 ajgillingham@ci.stoughton.wi.us 


By:  Personnel Committee Chair Sid Boersma, Mayor Donna Olson 


 


             
       
       AMENDED 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. 


  



mailto:ajgillingham@ci.stoughton.wi.us






 


 


City of Stoughton 


Position Description 


 


Name:   Department:    Police    


    


Classification Title: Training/Recruitment –Internal Affairs/Risk Management – Sergeant Pay Grade: 14 


 FLSA:  N 


 


Date: December, 1998 June, 2015 Reports To:  Operations Lieutenant   


                                                                                                                      Chief of Police 


 


 


Purpose of Classification 
The purpose of this position in this classification is to plan, organize and direct assigned shift personnel; schedule 


personnel and field training; and protect life and property for the City of Stoughton with a focus on managing the internal 


affairs of the organization. 


 


 


 


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. 


 


 Developes traing programs and oversees officer involvement in evaluations. 


 


 Responsible for conducting internal investigations for officer misconduct or citizen complaints of alleged misconduct. 


 


Responsible for developing and implementing programs, advising on policy designed to minimize liability, risk and 


incidents of misconduct. 


 Conducts policy review and prepares policy compliance reports. 


  


 Consults with Officer-in-Charge (OIC) regarding daily briefing and assignments. 


 


 Assigns personnel to patrol and investigation tasks. 


 


 


 Authorizes overtime of subordinate officers and dispatchers 


 


 Reviews reports for completeness and accuracy of charges and orders changes as necessary. Provides evaluative 


feedback. 


 


 Schedules Department personnel for patrol, vacation, in-service training, etc.   


 


 Directs new officer field training, and documents training, and evaluates employee progression and program 


evaluators. Coordinates field training with experienced officers. 


 


 Coordinates officer hiring processes and evaluates applicants for minimum qualifications, conducts interviews and 


assists with background evaluations process.   


 


 Makes recommendations on hiring, promotion, and transfer discipline or discharge of  of employees. 


 


 Briefs in-coming shift Officer-in-Charge (OIC). 
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City of Stoughton                                                                                            Sergeant 


Position Description 


 
 


 Receives complaints against officers/dispatchers and conducts internal investigations and coaching as needed.   


 


 Implements discipline, and is authorized to  and makes recommendations as to discipline and implements discipline. 


Implements emergency administrative suspensions for cause 


  


 Reviews daily patrol/dispatch task performance.    


 


 Prepares performance evaluations annually  


 


 Provides daily employee coaching, and counseling, and documentation as needed. 


 


 Performs all duties of other first line supervisors (SGTS) as needed.  


 


 Provides secondary patrol duties. 


 


 Patrols City for illegal and dangerous activity. 


 


 Monitors traffic and issues traffic code violation citations.  Directs vehicular traffic and pedestrians. 


 


 Responds to traffic collisions, rollovers and reported hazards.  Gathers information from participants and witnesses at 


scene regarding incidents.  Clears road hazards.  Assists emergency medical and rescue personnel at traffic collisions 


with injured and extrications. 


 


 Responds to citizen complaints.  Evaluates situations and gathers information from participants and witnesses.  


Detains and/or arrests suspects/participants and transports to appropriate agency.  Provides aid to injured persons as 


appropriate and within capabilities. 


 


 Prepares incident and accident reports. 


 


 Assists in traffic collision and criminal investigations.  Gathers evidence and interviews witnesses and suspects.  


Participates in search and surveillance activities. 


 


 Testifies credibly in court as required. 


 


 Logs patrol activity. 


 


 Maintains knowledge of current police policy and procedures, traffic and criminal ordinances, State and Federal laws. 


 


 Maintains communication with general regarding public safety issues.  May make public presentations to community 


groups and students regarding crime prevention and police activities.  Patrols City. 


 


 Maintains prompt predicable, reliable physical attendance 


 Maintains the ability to perform the physical duties performed by sworn officers.   


 


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 


classification and may also be performed by other  sworn law enforcement officers. 


 Delivers notices. 


 


 Issues parking citations. 
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City of Stoughton                                                                                            Sergeant 


Position Description 


 
 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


Wisconsin Police Officer certification with four years police officer experience, or any combination of education and 


experience that provides equivalent knowledge, skills, and abilities.  Associate degree Law Enforcement or related field 


preferred.  Certification/training in CPR, First Responder, intoxilyzer required.  A valid Wisconsin motor vehicle 


operator’s license is required and must be maintained.   


 Must maintain the ability to lawfully possess and use a firearm 


 Must maintain the ability to credibly testify in court 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


 Ability to analyze data and information using established criteria, in order to determine consequences and to identify 


and select alternatives.  Ability to compare, count, differentiate, measure and/or sort, as well as assemble, copy, record 


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


 


 Ability to counsel, treat and mediate, and/or provide first line supervision.  Ability to persuade, convince, and train 


others.  Ability to advise and provide interpretation regarding the application of policies, procedures and standards to 


specific situations. 


 


 Ability to utilize a variety of advisory and design data and information such as incident/accident reports, 


witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal complaints, 


policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle records, insurance 


forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines and non-routine 


correspondence. 


 


 Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel, 


Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers, 


probation and parole personnel, news media representatives and the general public. 


 


Mathematical Ability 


 


 Ability to calculate percentages, fractions, decimals, volumes and ratios.  Ability to interpret basic descriptive 


statistical reports. 


 


Judgment and Situational Reasoning Ability 


 


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of 


information against sensory and/or judgmental criteria. 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, leading, 


teaching, directing and controlling. 


 


Physical Requirements 


 


 Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad car, 


firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test, dictation 


equipment and radios. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as data entry and 


Deleted: is  required
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City of Stoughton                                                                                            Sergeant 


Position Description 


 
assembling. 


 


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms, 


sounds, odors and textures associated with job-related objects, materials and ingredients. 


 


 Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of 


climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling.  Ability to 


exert necessary physical force to restrain or subdue individuals. 


 


Environmental Adaptability 


 


 Ability to work under mildly unsafe and uncomfortable conditions where exposure to environmental factors such as 


temperature variations, odors, toxic agents, violence, noise, vibrations, wetness, machinery and disease can cause 


discomfort and where there is a 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 


7/29/2015   Date 


 


1-26-99 
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City of Stoughton 


Position Description 


 


Name:          Department:    Police 


 


Classification Title:   Internal Affairs/Risk Management - Sergeant Pay Grade:   14       FLSA:  N 


 


Date:     June 2015         Reports To:  Lieutenant 


          Chief of Police 


 


Purpose of Classification 


 


The purpose of this position is to plan, organize and direct assigned shift personnel; supervise personnel and field training; 


and protect life and property for the City of Stoughton, with a focus on managing the internal affairs of the organization. 


 


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. 


 


 Responsible for conducting internal investigations for officer misconduct or citizen complaints of alleged 


misconduct. 


 


 Responsible for developing and implementing programs and advising on policy designed to minimize liability, 


risk and incidents of misconduct. 


 


 Consults with Officer-in-Charge (OIC) regarding daily briefing and assignments. 


 


 Assigns personnel to patrol and investigation tasks. 


 


 Conducts policy review and prepares policy compliance reports. 


 


 Authorizes overtime of subordinate officers and dispatchers. 


 


 Reviews reports of completeness and accuracy of charges and orders changes as necessary. 


 


 Schedules Department personnel for patrol, vacation, in-service trainings, etc. 


 


 Directs new officer field training, documents training, and evaluates employee progression.  Coordinates field 


training with experienced officers. 


 


 Coordinates officer hiring processes and evaluates applicants for minimum qualifications. 


 


 Makes recommendations on hiring, promotion, transfer, discipline or discharge of employees. 


 


 Briefs in-coming shift Officer-in-Charge (OIC). 


 


 Receives complaints against officer/dispatchers and conducts internal investigations and coaching as needed. 


 


 Implements discipline, and is authorized to implement emergency administrative suspensions for cause. 


 


 Reviews daily patrol/dispatch task performance and prepares performance evaluations 


 


 Provides daily employee coaching, counseling, and documentation as needed. 


 







City of Stoughton           Sergeant 


Position Description 
 


 Performs all duties of other first line supervisors (SGTS) as needed. 


 


 Provides secondary patrol duties. 


 


 Patrols City for illegal and dangerous activity. 


 


 Monitors traffic and issues traffic code violation citations.  Directs vehicular traffic and pedestrians. 


 


 Responds to traffic collisions, rollovers and reported hazards.  Gathers information from participants and 


witnesses at scene regarding incidents.  Clears road hazards.  Assists emergency medical rescues personnel at 


traffic collisions with injured and extrications. 


 


 Responds to citizen complaints.  Evaluates situations and gathers information from participants and witnesses. 


Detains and/or arrests suspects/participants and transports to appropriate agency.  Provides aid to injured persons 


as appropriate and within capabilities. 


 


 Prepares incident and accident reports 


 


 Assists in traffic collision and criminal investigations.  Gathers evidence and interviews witnesses and suspects, 


Participates in search and surveillance activities. 


 


 Testifies in court as required. 


 


 Logs patrol activity. 


 


 Maintains knowledge of current police policy and procedures, traffic and criminal ordinances, State and Federal 


Laws. 


 


 Maintains communication with general regarding public safety issues.  May make public presentations to 


community groups and students regarding crime prevention and policy activities.  Patrols City. 


 


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 


classification and may also be performed by other sworn law enforcement officers. 
 


 Deliver notices 


 


 Issues parking citations 


 


Minimum Training and Experience Required to Perform Essential Job Functions. 


 


Wisconsin Police Officer certification with four years police officer experience, or any combination of education and 


experience that provides equivalent knowledge, skills, and abilities.  Associate degree Law Enforcement or related field 


preferred.  Certification/training in CPR, First Responder, intoxilyzer required.  A valid Wisconsin motor vehicle 


operator’s license is required and must be maintained. 


 


 


 


 


 


 


 







City of Stoughton          Sergeant 


Position Description 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


 Ability to analyze data and information using established criteria, in order to determine consequences and to 


identify and select alternatives. Ability to compare, count, differentiate, measure and/or sort, as well as assemble, 


copy, record and transcribe data and information.  Ability to classify, compute, tabulate, and categorize data. 


 


 Ability to counsel, treat and mediate, and/or provide first line supervision.  Ability to persuade, convince, and 


train others.  Ability to advise and provide interpretation regarding the application of policies, procedures and 


standards to specific situations. 


 


 Ability to utilize a variety of advisory and design data and information such as incident/accident reports, 


witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal 


complaints, policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle 


records, insurance forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines 


and non-routine correspondence. 


 


 Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel, 


Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers, 


probation and parole personnel, news media representatives and the general public. 


 


Mathematical Ability 


 


 Ability to calculate percentages, fractions, decimals, volumes and ratios.  Ability to interpret basic descriptive 


statistical reports. 


 


Judgement and Situational Reasoning Ability 
 


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of 


information against sensory and/or judgmental criteria. 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, leading, 


teaching, directing and controlling. 


 


Physical Requirements 


 


 Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad 


car, firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test, 


dictation equipment and radios. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as data entry and 


assembling. 


 


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms, 


sounds, odors and textures associated with job-related objects, materials and ingredients. 


 


 Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of 


climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling.  Ability 


to exert necessary physical force to restrain or subdue individuals. 


 


 


 







City of Stoughton          Sergeant 


Position Description 


 


Environmental Adaptability 


 


 Ability to work under mildly unsafe and uncomfortable conditions where exposure to environmental factors such 


as temperature variations, odors, toxic agents, violence, noise, vibrations, wetness, machinery and disease can 


cause discomfort and where there is a 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 


 


Final 7/30/15 


 


 








 


 


City of Stoughton 


Position Description 


 


Name:   Department:    Police    


    


Classification Title:  Policy Review & Development - Sergeant Pay Grade:     14  FLSA:  N 


 


Date: December, 1998 June, 2015 July 2015 Reports To:  Operations Lieutenant   


                                                                                                                      Chief of Police 


 


 


Purpose of Classification 


 


The purpose of this position in this classification is to plan, organize and direct assigned shift personnel; schedule   


supervise  personnel and field training; and protect life and property for the City of Stoughton with a focus on creation and 


amending department policy. developing, implementing and advising on training and recruitment programs for the Police 


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. 


 


 Develops training programs and oversees officer involvement in evaluations. 


 


 Develops new or amended policy & procedures and makes recommendations to the Chief of Police and presents 


policy changes to the department, elected leaders, Mayor and others. 


 


 Reviews policies on an annual basis (May). 


 


 Work with other supervisors to identify Policy & Procedure updates/changes. Conducts policy review and prepares 


policy compliance reports. 


 Consults with Officer-in-Charge (OIC) regarding daily briefing and assignments. 


 


 Assigns personnel to patrol and investigation tasks. 


 


  


 


 Authorizes overtime of subordinate officers and dispatchers 


 


 Reviews reports for completeness and accuracy of charges and orders changes as necessary. 


 Reviews reports for completeness and accuracy. of charges and ,orders changes as necessary. and provides evaluative 


feedback.   


 


 Schedules Department personnel for patrol, vacation, in-service training, etc.   


 


 Directs new officer field training, and documents training, and evaluates employee progression.  Coordinates field 


training with experienced officers. 


 


 Directs new officer field training, and documents training, and evaluates employee progression and program 


evaluators. Coordinates field training with experienced officers. 
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City of Stoughton                                                                                            Sergeant 


Position Description 


 
  


 


 Coordinates officer hiring processes and evaluates applicants for minimum qualifications, conducts interviews and 


assists with background evaluation process.   


 


 Makes recommendations on hiring, promotion, and transferring, discipline or discharge of employees. 


 


 Briefs in-coming shift Officer-in-Charge (OIC). 


 


 Receives complaints against officers/dispatchers and conducts internal investigations and coaching as needed.   


 


 Implements discipline, and make recommendations as to discipline and implements discipline.   is authorized to 


implement emergency administrative suspensions for cause 


  


 Reviews daily patrol/dispatch task performance and prepares performance evaluations. 


 Prepares performance evaluations annually and  provides daily employee coaching, and 
counseling, and documentation as needed 


 \ Provides daily employee coaching, and counseling, and documentation as needed. 


. 


 


 Performs all duties of other first line supervisors (SGTS) as needed.  


 Advises the Chief of Police and communicates to staff regarding collective bargaining related matters and grievances,   


 


 Provides secondary patrol duties. 


 


 Patrols City for illegal and dangerous activity. 


 


 Monitors traffic and issues traffic code violation citations.  Directs vehicular traffic and pedestrians. 


 


 Responds to traffic collisions, rollovers and reported hazards.  Gathers information from participants and witnesses at 


scene regarding incidents.  Clears road hazards.  Assists emergency medical and rescue personnel at traffic collisions 


with injured and extrications. 


 


 Responds to citizen complaints.  Evaluates situations and gathers information from participants and witnesses.  


Detains and/or arrests suspects/participants and transports to appropriate agency.  Provides aid to injured persons as 


appropriate and within capabilities. 


 


 Prepares incident and accident reports. 


 


 Assists in traffic collision and criminal investigations.  Gathers evidence and interviews witnesses and suspects.  


Participates in search and surveillance activities. 


 


 Testifies credibly in court as required. 


 


 Logs patrol activity. 


 


 Maintains knowledge of current police policy and procedures, traffic and criminal ordinances, State and Federal laws. 


 


 Maintains communication with general regarding public safety issues.  May make public presentations to community 


groups and students regarding crime prevention and police activities.  Patrols City. Maintains prompt predictable, 
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City of Stoughton                                                                                            Sergeant 


Position Description 


 
reliable physical attendance. 


 Maintains the ability to perform the physical duties to be performed by sworn officers. 


 


 


 


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 classification and may also be performed by other unit members. sworn law enforcement officers 


 


 Delivers notices. 


 


 Issues parking citations. 


 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


Wisconsin Police Officer certification with four years police officer experience, or any combination of education and 


experience that provides equivalent knowledge, skills, and abilities.  Associate degree Law Enforcement or related field 


preferred.  Certification/training in CPR, First Responder, intoxilyzer required.  A valid Wisconsin motor vehicle 


operator’s license is required and must be maintained. 


 Must maintain the ability to lawfully possess and use a firearm 


 Must maintain the ability to credibly testify in court 


 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


 Ability to analyze data and information using established criteria, in order to determine consequences and to identify 


and select alternatives.  Ability to compare, count, differentiate, measure and/or sort, as well as assemble, copy, record 


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


 


 Ability to counsel, treat and mediate, and/or provide first line supervision.  Ability to persuade, convince, and train 


others.  Ability to advise and provide interpretation regarding the application of policies, procedures and standards to 


specific situations. 


 


 Ability to utilize a variety of advisory and design data and information such as incident/accident reports, 


witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal complaints, 


policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle records, insurance 


forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines and non-routine 


correspondence. 


 


 Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel, 


Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers, 


probation and parole personnel, news media representatives and the general public. 


 


Mathematical Ability 


 


 Ability to calculate percentages, fractions, decimals, volumes and ratios.  Ability to interpret basic descriptive 


statistical reports. 
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City of Stoughton                                                                                            Sergeant 


Position Description 


 
Judgment and Situational Reasoning Ability 


 


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of 


information against sensory and/or judgmental criteria. 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, leading, 


teaching, directing and controlling. 


 


Physical Requirements 


 


 Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad car, 


firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test, dictation 


equipment and radios. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as data entry and 


assembling. 


 


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


odors and textures associated with job-related objects, materials and ingredients. 


 


 Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of 


climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling.  Ability to 


exert necessary physical force to restrain or subdue individuals. 


 


Environmental Adaptability 


 


 Ability to work under mildly unsafe and uncomfortable conditions where exposure to environmental factors such as 


temperature variations, odors, toxic agents, violence, noise, vibrations, wetness, machinery and disease can cause 


discomfort and where there is a 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 


 


7-29-2015   


 


6-23- 2015 


1-26-99 
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City of Stoughton 


Position Description 


 


Name:          Department:    Police 


 


Classification Title:   Policy Review & Development – Sergeant Pay Grade:   14       FLSA:  N 


 


Date:     June 2015         Reports To:  Lieutenant 


          Chief of Police 


 


Purpose of Classification 


 


The purpose of this position is to plan, organize and direct assigned shift personnel; supervise personnel and field training; 


and protect life and property for the City of Stoughton, with a focus on creation and amendment of department policy. 


 


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. 


 


 Develops new or amended policy & procedures, and makes recommendations to Chief of Police, and presents 


policy changes to the department, elected leaders, Mayor, and others. 


 


 Review policies on an annual basis. 


 


 Work with other supervisors to identify Policy & Procedures updates/changes. 


 


 Conducts policy review and prepares policy compliance reports. 


 


 Consults with Officer-in-Charge (OIC) regarding daily briefing and assignments. 


 


 Assigns personnel to patrol and investigation tasks. 


 


 Authorizes overtime of subordinate officers and dispatchers. 


 


 Reviews reports for completeness and accuracy.  


 


 Provideds evaluative feedback. 


 


 Schedules Department personnel for patrol, vacation, in-service training, etc. 


 


 Directs new officer field training, documents training, and evaluates employee progression and program 


evaluators. 


 


 Coordinates officer hiring processes and evaluates applicants for minimum qualifications, conducts interviews, 


and assists with background evaluation process. 


 


 Makes recommendations on hiring, promotion and transfer of employees. 


 


 Briefs in-coming shift Officer-in-Charge (OIC). 


 


 Receives complaints against officers/dispatchers and conducts internal investigations. 


 


 Implements discipline, makes recommendations as to discipline and implements discipline. Implement emergency 


administrative suspensions. 







 


 Reviews daily patrol/dispatch task performance. 


 


City of Stoughton          Sergeant 


Position Description 


 


 Prepares performance evaluations annually and provides daily employee coaching, counseling, and 


documentation as needed. 


 


 Performs all duties of other first line supervisors as needed. 


 


 Advises Chief and communicates to staff regarding collective bargaining related matters and grievances. 


 


 Provides secondary patrol duties. 


 


 Patrols City for illegal and dangerous activity. 


 


 Monitors traffic and issues traffic code violation citations.  Directs vehicular traffic and pedestrians. 


 


 Responds to traffic collisions, rollovers and reported hazards.  Gathers information from participants and 


witnesses at scene regarding incidents.  Clears road hazards.  Assists emergency medical and rescue personnel at 


traffic collisions with injured and extrications. 


 


 Responds to citizen complaints.  Evaluates situations and gathers information from participants and witnesses.  


Detains and/or arrests suspects/participants and transports to appropriate agency.  Provides aid to injured persons 


as appropriate and within capabilities. 


 


 Prepares incident and accident reports. 


 


 Assists in traffic collision and criminal investigations.  Gathers evidence and interviews witnesses and suspects.  


Participates in search and surveillance activities. 


 


 Testifies credibly in court as required. 


 


 Logs patrol activity. 


 


 Maintains knowledge of current policy and procedures, traffic and criminal ordinances, State and Federal laws. 


 


 Maintains communication with general regarding public safety issues.  May make public presentations to 


community groups and students regarding crime prevention and policy activities. 


 


 Maintains prompt predicable, reliable physical attendance. 


 


 Maintains the ability to perform the physical duties performed by sworn law enforcement officers. 


 


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 


classification and may also be performed by other sworn law enforcement officers. 
 


 Deliver notices 


 


 Issues parking citations 


 


Minimum Training and Experience Required to Perform Essential Job Functions. 







 


 


City of Stoughton          Sergeant 


Position Description 


 


Wisconsin Police Officer certification with four years police officer experience, or any combination of education and 


experience that provides equivalent knowledge, skills, and abilities.  Associate degree Law Enforcement or related field 


preferred.  Certification/training in CPR, First Responder, intoxilyzer required.  A valid Wisconsin motor vehicle 


operator’s license is required and must be maintained. 


 


Maintain the ability to lawfully possess and use a firearm.   


 


Maintain the ability to credibly testify in court. 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


 Ability to analyze data and information using established criteria, in order to determine consequences and to 


identify and select alternatives. Ability to compare, count, differentiate, measure and/or sort, as well as assemble, 


copy, record and transcribe data and information.  Ability to classify, compute, tabulate, and categorize data. 


 


 Ability to counsel, treat and mediate, and/or provide first line supervision.  Ability to persuade, convince, and 


train others.  Ability to advise and provide interpretation regarding the application of policies, procedures and 


standards to specific situations. 


 


 Ability to utilize a variety of advisory and design data and information such as incident/accident reports, 


witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal 


complaints, policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle 


records, insurance forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines 


and non-routine correspondence. 


 


 Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel, 


Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers, 


probation and parole personnel, news media representatives and the general public. 


 


Mathematical Ability 


 


 Ability to calculate percentages, fractions, decimals, volumes and ratios.  Ability to interpret basic descriptive 


statistical reports. 


 


Judgement and Situational Reasoning Ability 
 


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of 


information against sensory and/or judgmental criteria. 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, leading, 


teaching, directing and controlling. 


 


Physical Requirements 


 


 Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad 


car, firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test, 


dictation equipment and radios.\ 


 







 Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as data entry and 


assembling. 


 


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms, 


sounds, odors and textures associated with job-related objects, materials and ingredients. 


 


City of Stoughton          Sergeant 


Position Description 


 


 Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of 


climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling.  Ability 


to exert necessary physical force to restrain or subdue individuals. 


 


Environmental Adaptability 


 


 Ability to work under mildly unsafe and uncomfortable conditions where exposure to environmental factors such 


as temperature variations, odors, toxic agents, violence, noise, vibrations, wetness, machinery and disease can 


cause discomfort and where there is a 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 


 


Final 7/30/15 


 


 





