Meeting of:
Date /Time:
Location:

Members:

AGENDA

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.

PERSONNEL COMMITTEE

Monday, July 13, 2015 4:30pm

Hall of Fame Room

381 E. Main St., Stoughton, WI

Sid Boersma (Chair), Pat O’Connor, Paul Lawrence, Thomas Majewski,
and Mayor Donna Olson (ex-officio member)

1. Call to Order

2. Approval of the Minutes of the April 6, 2015 and June 1, 2015 Personnel Committee Meeting

3. Communications

a) WPPA-Contract

b) Attorney —Melli Walker/Boardman
c) Library Staffing Update

d) Retirements

e) PD Sergeant Union Discussion

f) Collections Utilities Position-Update

4. Old Business

a) Broker updates

b) Discussion and possible action regarding Utilities Wastewater Operator Job Description
c) Discussion and possible action regarding Certified Wastewater Operator

d) Discussion and possible action regarding Wastewater Operator/Laboratory Technician
e) Discussion and possible action regarding Utilities Engineering Technician

5. New Business

a) Customer Service Utilities —Review Approve to Full Time
b) Discussion & authorization to fill Police Officer position due to retirement

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
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PERSONNEL COMMITTEE MEETING MINUTES
Monday, April 6, 2015 @ 5:30

Mayor’s Office

Present: Alders Tricia Suess, Paul Lawrence, Sid Boersma and Mayor Donna Olson (ex-officio)

Absent & Excused: Eric Hohol

Others in attendance: Robert Kardasz, Greg Leck,

CALL TO ORDER

Suess called the meeting to order at 5:30 p.m.

1. Call to Order

2. Communications

Update on Recruiting

Director Gillingham gave an update regarding the ten open positions that she is
recruiting for. A limited discussion took place regarding the concern about the turn over
at Utilities. Director Gillingham informed the Personnel Committee that she has a
meeting scheduled with Director Kardasz and the Mayor on 4/7/2015. We discussed the
situation within the office for staffing. Jenifer Rigdon just gave her notice and Enecia is
out on FMLA and is not due back for another 7+ weeks. Therefore the second
Customer Service Position is a necessity and the position needs to be put on the fast
track.  There are currently are 4-5 positions we are recruiting for in the Utilities.

Seasonal Parks- Alderperson Seuss asked about the season position and why there was
an opening. Director Gillingham explained that these are seasonal positions and not all
employees return for each of the seasons. They may find other regular not season
employment.

Administrative Assistant-Front Desk: There are two positions open. Director
Gillingham stated she is reviewing the applications and will get the interviews setup
with Director Sullivan and an Alderperson.

HR/RM Assistant- Director Gillingham stated that the position is on hold until the job
description and compensation are approved by Personnel and Council on 4/14/2015.
Items to be discussed at this meeting.

Per Director Gillingham, the library shelver openings are on-going recruiting.





Exit Interviews

Director Gillingham has started conducting face-to-face exit interviews with employee’s
that are departing from the City. She met with two Utilities programs and following
each meeting she met with Director Kardasz to discuss the feedback, common threads
and opportunities for improvement. A meeting has been scheduled on 4/7/15 with
Director Kardasz, Mayor Olson and Director Gillingham to discuss the turnover volume
and exit interview feedback.

Update on Wage Compensation Study by Springsted
Director Gillingham and Mayor Olson shared with the committee the weekly meetings

that have been scheduled with Springsted to bring the project to a close. The current
step Director Gillingham is working on is the validation of the data and review of the job
descriptions and PAQ’s that were submitted.

Alder Lawrence questioned how long the project has been going on. Mayor Olson
stated to long and shared with the committee the frustration we and other cities are
experiencing with the timeliness and results.

Case Management- Accidents/WC/FMLA

Director Gillingham reviewed the case volume and number of employees that are off
work. She also reviewed the employees that will be returning to work light duty. All
employees off work or reported injury are being cased managed to ensure the best
possible outcome.

Update on Retirement Rates for Medical Insurance
Director Gillingham reported that the letters were sent out with the April Invoices.

Alder Suess asked that another letter be sent out to the retiree’s midyear reminding them
about the rates going up dramatically and if interested, look for alternatives.

3. Approval of the Minutes of the March 2, 2015 Personnel Committee Meeting
Motion by Boersma to approve the 3/2/15 Minutes, Second by Lawrence, Motion passed (4-0)

4. Old Business

Review and action regarding payroll duties, updated job descriptions and compensation
Mayor Olson stated that she had met with the Auditor regarding the separation of duties.
It was recommended that the responsibilities of system setup and maintenance be
separate from the person processing payroll. The Mayor asked Directors Sullivan and
Gillingham that a permanent home be found for the payroll responsibilities and that they
person takes over payroll and owns it. Mayor Olson further stated that she just reviewed
the job descriptions prepared by Director Sullivan and she would like them change to
focus on what versus how. The Mayor stated this is the same change that she requested
from Utilities.

Director Gillingham stated that the meeting was held with Director Sullivan and Mayor





Olson and the decision was made to move payroll to the Deputy Clerk and increase the
hours from 20-30. Alder Lawrence made a motion to table the job description changes
and hours increase for Administration. Second by Boersma, Motion passed (4-0)

A Personnel Committee meeting will be called on 4/13/15 at 4:00 to review the updated
job descriptions and request for additional hours. .

¢ HR & RM Assistant position- with the removal of the payroll duties, Director
Gillingham completed the job description update along with the title change to reflect
the duties. Director Gillingham requested that the compensation also be increased up to
$17.00.
Motion by Lawrence to approved the title change to Human Resources & Risk
Management Generalist, the revised job description and compensation up to $17.00.
Second by Boersma, Motion passed (4-0)

5. New Business

e Ultilities- Review and approval of the Customer Service Position job description update
and 2" position (part-time) at the current rate of pay ($14.26-4 steps to $15.74)
Director Kardasz discussed the need for the second customer service employee.
Director Gillingham also discussed that there is also an employee out on FMLA for
potentially 12 weeks. Motion by Lawrence to approve the updated job description, 2™
position and compensation. Second by Suess, Motion passed (4-0)

e Review and approval of the Work Rules-Sergeant’s position
Director Gillingham reviewed the steps necessary to move the Sergeants from the
Union. The next step in the process is updating the work rules and making the
Sergeants whole by utilizing sections from the Union Contract. Director Gillingham
and Chief Leck reviewed and discussed with the Personnel Committee each of the
sections added and or changed the work rules. Motion by Lawrence to approve the
recommended changes to the work rules, second by Boersma, Motion passed (4-0)

e Future Agenda Items

Recruiting update- new employees

o Revised Job Descriptions-Administration
o Elections- Chair and Vice-Chair

o Police Sergeant- next steps

o

ADJOURNMENT

Motion to adjourn by Lawrence, second by Boersma at 6:20pm. Motion carried unanimously 4-0






PERSONNEL COMMITTEE MEETING MINUTES
Monday, June 1 @ 5:30
Mayor’s Office

Present: Alders: Pat O’Connor, Paul Lawrence, Sid Boersma, Tom Majewski, and Mayor Donna Olson
(ex-officio)

Absent & Excused: Tom Majewski (Absent)

Others in attendance:

CALL TO ORDER: Director Gillingham called the meeting to order at 5:31pm

1. Elect Chair: Sid Boersma, voted in as chair- unanimously
2. Elect Vice Chair: Pat O’Connor, voted in as vice-chair- unanimously

3. Approval of the Minutes of the April 13,2015 Personnel Committee Meeting
Motion by Boersma to approve the 4/13/2015 Minutes, Second by Lawrence, Motion carried
unanimously.

4. Communications:
-Norm Brekken set to retire at the end of July. Director Gillingham is working with Director Scheel to review the job
descriptions and determine if the Master Electrician/Inspector responsibilities will stay within the job description.
-Marilyn Granrud Memorial Service Reminder to the Committee
-WI/C Director Gillingham gave an over view of the open cases
-New HR/RM Position filled- Ms. Skarda is transferring from the front desk.

-Discussed Sgt’s removal from the Union and the next steps.

5. Old Business

o  Ultilities job descriptions- the committee was asked to review and be prepared to discuss and
approve at the July Meeting.

e Library Position Update: Director Gillingham explained that the job description was being
reviewed and re-designed to meet the needs of the Library. Interviews to start mid-June.

e  Compensation Study- PAQ/JD to be reviewed and approved by the Mayor for the RM/HR
position. Mayor and Director Gillingham to review all positions and provide feedback to
Springsted by mid-June.

ADJOURNMENT

Motion to adjourn by Lawrence, second by O’Connor. Motion carried unanimously 4-0. Meeting
adjourned at 4:35pm






City of Stoughton
Position Description

Name: Department:  Utilities — Wastewater System Division
Title: Wastewater Operator-+ Pay Grade: FLSA: N
Date: Nevember,2003June, 2015 Reports To: Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the wastewater treatment faC|I|t|es and sanltary sewer
collection system for the City of Stoughton. VDN

advanced-certification-as-awastewater treatment-plant-eperator

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

e Monitors and records pumps operations, chemical treatment, and flow levels.

e Performs plant-operationals tasks at the wastewater treatment facilities-sueh-as-ehecking-studge-blanket—ete.

Operates all equipment necessary for complete and effective wastewater treatment and system operations.

e Performs routine maintenance to pumps, motors, valves, flow metermeters, and completes other work orders as
assigned.
e Assists with obtaining and preparing samples, —anrd-sample testing, and calculation of-fer BOD, suspended

solids, pHh levels, volatile solids, phosphorus, ammonia, fecal eatifermcoliform, chlorine residual, etc.-ane
colealosame

o Televises, eleanscleans, and repairs sanitary sewer collection system.

e Performs plumbing tasks throughout treatment plant. Replaces pipes and valves—. Performs-—carpentnrtasks
as-needed:

e Monitors and records data, and makes—recerd-and-make adjustments to the wastewater/water SCADA System.

e Receives and responds to customer inquiries and complaints; makes recommendations and performs corrective

action in response-to-customeringuiries-and-complaints.
«—Serves on--call status for the-wastewater/water operations.

e Complies with all Stoughton Utilities safety programs.






Wastewater Operator-:

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

e Performs custodial tasks.
e Paints surfaces.
e Removes Ice and snow from walkways and drives.

e Performs carpentry tasks as needed.

——Assists with water and electric operations as required.






Wastewater Operator-

Minimum Training and Experience Required to Perform Essential Job Functions
e High School diploma or equivalent with three years wastewater, water works, equipment operation, mechanics

or related experience.

e Commercial driver’s license with tanker and air brake certification required.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

e Ability to analyze and categorize data and information in order to determine the relationship of the data with
reference to established criteria/standards—. Ability to compare, count, differentiate, measure and/or sort data,

as well as assemble, copy, -and-record and transcribe data and information. Ability to classify, compute and
tabulate data.

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

e Ability to utilize a variety of advisory data and information such as lab reports, flow charts, electrical diagrams,
architectural drawings, manhole reports, soil sample reports, wastewater treatment plant operation and
maintenance manuals, maps, vehicle maintenance reports, DNR rules and regulations, procedures and
guidelines.

o Ability to communicate effectively with customers, Department personnel, construction workers, engineers,
DNR personnel, and vendor representatives.

Mathematical Ability
e Ability to calculate percentages, fractions, decimals, volumes, ratios, present values, and spatial relationships.

e Ability to interpret basic descriptive statistical reports.
Judgment and Situational Reasoning Ability
e Ability to use functional reasoning and apply rational judgment in performing diversified work activities.

o Ability to exercise the judgment, deeisivenessdecisiveness, and creativity required in situations involving the
evaluation of information against sensory and/or judgmental criteria.

Physical Requirements
e Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple;

complex and rapid adjustments, such as sewer line jet truck, backhoe, loaders, dump truck, snowplow, cement
mixer, lab instruments, mechanic’s hand tools, voltmeter, welder, and excavation hand tools.

o Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as operating heavy
equipment.

e Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing and pulling over
100 pounds.

o Ability to operate SCBA equipment as required in the Stoughton Municipal-Utilities Facilities.





Wastewater Operator-

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






Wastewater Operator-

Environmental Adaptability

e Ability to work under moderately unsafe and uncomfortable conditions where exposure to environmental
factors such as temperature variations, odors, toxic agents, noise, vibrations, wetness, machinery, disease and/or
dust may cause or causing discomfort and where there is a risk of injury requiring extended recovery.

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





Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Wastewater Operator Pay Grade: FLSA: N
June, 2015 Reports To: Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the wastewater treatment facilities and sanitary sewer
collection system for the City of Stoughton.

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

Monitors and records pump operations, chemical treatment, and flow levels.

Performs operational tasks at the wastewater treatment facilities. Operates all equipment necessary for
complete and effective wastewater treatment and system operations.

Performs routine maintenance to pumps, motors, valves, flow meters, and completes other work orders as
assigned.

Assists with obtaining and preparing samples, sample testing, and calculation of BOD, suspended solids, pH
levels, volatile solids, phosphorus, ammonia, fecal coliform, chlorine residual, etc.

Televises, cleans, and repairs sanitary sewer collection system.
Performs plumbing tasks throughout treatment plant. Replaces pipes and valves.
Monitors and records data, and makes adjustments to the wastewater/water SCADA System.

Receives and responds to customer inquiries and complaints; makes recommendations and performs corrective
action in response.

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities safety programs.

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 custodial tasks.

Paints surfaces.

Removes Ice and snow from walkways and drives.
Performs carpentry tasks as needed.

Assists with water and electric operations as required.





Wastewater Operator

Minimum Training and Experience Required to Perform Essential Job Functions
¢ High School diploma or equivalent with three years wastewater, water works, equipment operation, mechanics
or related experience.

e Commercial driver’s license with tanker and air brake certification required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

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

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

o Ability to utilize a variety of advisory data and information such as lab reports, flow charts, electrical diagrams,
architectural drawings, manhole reports, soil sample reports, wastewater treatment plant operation and
maintenance manuals, maps, vehicle maintenance reports, DNR rules and regulations, procedures and
guidelines.

e Ability to communicate effectively with customers, Department personnel, construction workers, engineers,
DNR personnel, and vendor representatives.

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

o Ability to exercise the judgment, decisiveness, and creativity required in situations involving the evaluation of
information against sensory and/or judgmental criteria.

Physical Requirements

e Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple
complex and rapid adjustments, such as sewer line jet truck, backhoe, loaders, dump truck, snowplow, cement
mixer, lab instruments, mechanic’s hand tools, voltmeter, welder, and excavation hand tools.

e Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as operating heavy
equipment.

e Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing and pulling over
100 pounds.

e Ability to operate SCBA equipment as required in the Stoughton Utilities Facilities.

e 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.





Wastewater Operator

Environmental Adaptability

e Ability to work under moderately unsafe and uncomfortable conditions where exposure to environmental
factors such as temperature variations, odors, toxic agents, noise, vibrations, wetness, machinery, disease and/or
dust may cause or causing discomfort and where there is a risk of injury requiring extended recovery.

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






Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division

Advanced Certified Wastewater Operator2 Pay Grade: FLSA: N
Nevember-June, 20032015 Reports To: Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the wastewater treatment facilities and sanitary_sewer
collection system for the City of Stoughton.

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

Monitors and records pumps operations, chemical treatment, and flow levels.

Performs operational tasks at the wastewater treatment facilities. Operates all equipment necessary for

complete and effective wastewater treatment and system operations.Performs-plant-operations-tasks-such-as

Performs routine maintenance to pumps, motors, valves, flow meters, and completes other work orders_as
assigned.
Obtain and prepare samples, and perform laboratory activities including sample testing and calculations for

BOD, suspended solids, phH levels, volatile solids, phosphorous, ammonia, fecal caoliform, chlorine residual,
etc—and-caletlatesams,

Televises, cleans, and repairs sanitary sewer collection system.

Performs plumbing tasks throughout treatment plant. Replaces pipes and valves—. Perferms-carpentry-tasks
as-needed:

Monitors and records data, and makes adjustments to the wastewater/water SCADA System.

Receives and responds to customer inquiries and complaints; makes recommendations and performs corrective

L

action in response.

Serves on-call status for wastewater/water operations.

+—Complies with all Stoughton Municipal-Utilities Safety Programs.

Additional Tasks and Responsibilities





Advanced Certified Wastewater Operator-2

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

e  Performs custodial tasks.
e Paints surfaces.
e Removes Ice and snow from walkways and drives.

e Performs carpentry tasks as needed.

e Assist with water and electric operations as required.






Advanced Certified Wastewater Operator-2

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, with Wisconsin Department of Natural Resources (DNR) wastewater
Wastewater treatment-Treatment plant-Plant operatorOperator - advanced-Advanced certification for the
Stoughton Wastewater Treatment facilities, and three-four to six years wastewater operator experience, or any
combination of education and experience that provides equivalent knowledge, skills, and abilities.

e Ability to maintain the required continuing education credits for the DNR Operator - Advanced certification.

o Commercial driver’s license reguired-with tanker certification-and air brakes certification required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

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

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

e Ability to utilize a variety of advisory data and information such as lab reports, flow charts, electrical diagrams,
architectural drawings, manhole reports, soil sample reports, wastewater treatment plant operation and
maintenance manuals, maps, vehicle maintenance reports, DNR rules and regulations, procedures and
guidelines.

e Ability to communicate effectively with customers, Department personnel, construction workers, engineers,
DNR personnel, and vendor representatives.

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

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

Phy5|cal and-Mental-Abilities Required-to-Perform-Essential- Job-FunetionsRequirements

Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple;
complex and rapid adjustments, such as sewer line jet truck, backhoe, loaders, dump truck, snowplow, cement
mixer, lab instruments, mechanic’s hand tools, voltmeter, welder, and excavation hand tools.

o Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as operating heavy
equipment.

e Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing and pulling over
100 pounds.

e Ability to operate SCBA equipment as required in the Stoughton Municipal-Utilities Facilities.





Advanced Certified Wastewater Operator-2

o Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms,
sounds, odors, and textures associated with job-related objects, materialsmaterials, and ingredients.

Environmental Adaptability

Ability to work under moderately unsafe and uncomfortable conditions where exposure to environmental
factors such as temperature variations, odors, toxic agents, noise, vibrations, wetness, machinery, disease and/or
dust may cause or causing discomfort and where there is a risk of injury requiring extended recovery.

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





Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Advanced Certified Wastewater Operator ~ Pay Grade: FLSA: N
June, 2015 Reports To: Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the wastewater treatment facilities and sanitary_sewer
collection system for the City of Stoughton.

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

*

Monitors and records pump operations, chemical treatment, and flow levels.

Performs operational tasks at the wastewater treatment facilities. Operates all equipment necessary for
complete and effective wastewater treatment and system operations.

Performs routine maintenance to pumps, motors, valves, flow meters, and completes other work orders as
assigned.

Obtain and prepare samples, and perform laboratory activities including sample testing and calculations for
BOD, suspended solids, pH levels, volatile solids, phosphorous, ammonia, fecal coliform, chlorine residual,
etc.

Televises, cleans, and repairs sanitary sewer collection system.
Performs plumbing tasks throughout treatment plant. Replaces pipes and valves.
Monitors and records data, and makes adjustments to the wastewater/water SCADA System.

Receives and responds to customer inquiries and complaints; makes recommendations and performs corrective
action in response.

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities Safety Programs.

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 custodial tasks.

Paints surfaces.

Removes Ice and snow from walkways and drives.
Performs carpentry tasks as needed.

Assist with water and electric operations as required.





Advanced Certified Wastewater Operator

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, with Wisconsin Department of Natural Resources (DNR) Wastewater
Treatment Plant Operator - Advanced certification for the Stoughton Wastewater Treatment facilities, and four
to six years wastewater operator experience, or any combination of education and experience that provides
equivalent knowledge, skills, and abilities.

e Ability to maintain the required continuing education credits for the DNR Operator - Advanced certification.

e Commercial driver’s license with tanker and air brake certification required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

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

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

e Ability to utilize a variety of advisory data and information such as lab reports, flow charts, electrical diagrams,
architectural drawings, manhole reports, soil sample reports, wastewater treatment plant operation and
maintenance manuals, maps, vehicle maintenance reports, DNR rules and regulations, procedures and
guidelines.

e Ability to communicate effectively with customers, Department personnel, construction workers, engineers,
DNR personnel, and vendor representatives.

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

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

Physical Requirements

o Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple
complex and rapid adjustments, such as sewer line jet truck, backhoe, loaders, dump truck, snowplow, cement
mixer, lab instruments, mechanic’s hand tools, voltmeter, welder, and excavation hand tools.

o Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as operating heavy
equipment.

e Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing and pulling over
100 pounds.

e Ability to operate SCBA equipment as required in the Stoughton Utilities Facilities.





Advanced Certified Wastewater Operator

o 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.

Environmental Adaptability

e Ability to work under moderately unsafe and uncomfortable conditions where exposure to environmental

factors such as temperature variations, odors, toxic agents, noise, vibrations, wetness, machinery, disease and/or
dust may cause or causing discomfort and where there is a risk of injury requiring extended recovery.

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






City of Stoughton
Position Description

Name: Department:  Utilities — Wastewater System Division
Title: Lab—Feehnician/Operator—2Advanced Pay Grade: FLSA: N

Certified Wastewater Operator / Laboratory

Technician
Date: Nevember-2003June, 2015 Reports To: Wastewater System Supervisor

Purpose of Position

The purpose of this position is to obtain, prepareprepare, and test waste-water treatment faciities-samples_in a
laboratory environment, and to-ard maintain and operate the wastewater treatment facilities and sanitary sewer
collection system for the City of Stoughton.

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

e Obtains and prepares samples for a variety of required tests to determine efficiency of plant operations.
Sampling -includesing biochemical oxygen demand (BOD), suspended solids, ph-pH levels, phosphorous,
ammonia, industrial effluents, ehlorination/dechlorination-sludge, and-chlorineresidualglucose glutamic acid,
fecal coliform etc. Prepare graphs, charts, and reports from sample data. Enter data into various computer

systems..—Caleulate BOD suspended-selids-chlarineindustrial-effluents-ete:

»—Prepares microscope slides to o—Observes-stides and identifyies micro-organismsmicroorganisms.

e Calculates mean cell residence time and sludge age. Monitors industry loadings. Decides plant operations and
calculates amount of chemical additives according to test results. Cateulates-ameunt-of chemical-additives-and

menitors-the wastewater treatment proeess.
e Prepares and orders chemicals and other supplies used in laboratory tests. -Ordertesting-supphies—Maintains,

calibrates, and repairsrepairs-andiorarrangesrepat—ef testing equipment, and/or arranges for outside services
to do the same.Calibrates-lab-equipment. Changes BOD probe membranes.

c—Deremmscinessoclutomisneitbandooen eelamaosts,

e Maintains knowledge regarding testing requirements for waste-water treatment facilities. Cleans and maintains

lab equipment._Prepares and sends EPA samples.

e Checks wastewater facility operations and flows. Measures primary tank and clarifiers sludge depths. Monitors
oxygen levels of aeration tanks.






Lab Technician/Operater2Advanced Certified Wastewater Operator

/ Laboratory Technician

o Performs plant-operational tasks at the wastewater treatment facilities. Operates all equipment necessary for

complete and effective wastewater treatment and system operations.-such-as-maintaining-siudge-blanketlevels:
ete:

e Performs routine maintenance tasks on pumps, motors, valves, flow meters, and completes other work orders
as assigned.-and-mechanical device-work orders.

e Televises, cleans, and repairs sanitary sewer collection system.

e Performs plumbing tasks throughout treatment plant. Replaces pipes and valves.
e Monitors and records data, and makes adjustments to the Operates-wastewater/water SCADA sSystem.

¢ Receives and responds to customer inquiries and complaints; makes recommendations and performs corrective

action in response-te-customersinquiries-and-complaints.

e Serves on call status for the wastewater/water operations.

o loadins.
+—Complies with all Stoughton Municipal-Utilities Safety Programs.






Lab Technician/Operater2Advanced Certified Wastewater Operator

/ Laboratory Technician

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 custodial tasks.

Paints surfaces.

Removes Ice and snow from walkways and drives.

Performs carpentry tasks as needed.

Assists with water and electric operations as needed

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, with Wisconsin Department of Natural Resources (DNR) wastewater

Wastewater treatment-Treatment plant-Plant eperator-Operator - Adadvanced certification for the Stoughton
Wastewater Treatment facilities, and four to sixthree years wastewater operator experience, or any combination
of education and experience that provides equivalent knowledge, skills, and abilities.

Wastewater Treatment Plant Operator — Advanced certifications required in General and Laboratory.

Ability to maintain the required continuing education credits for the DNR Operator — Advanced certification.

Feq-H+Fe€|—C0mrnerCIal drwer s license wrth tanker eermﬁreaneprand air brakes certrfrcatlon requrred

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 and/or sort data,
as well as assemble, copy, -and-record and transcribe data and information. Ability to classify, compute and
tabulate data.

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

Ability to utilize a variety of advisory data and information such as DNR wastewater permit;; sample reports;;
lab notes_and reports;; DNR audits and reports;; engineers’ plans, specifications, and reports;; flow charts,
graphs, and charts;; equrpment software and operatlonal control manuals and gurdelrne T 30|I sample reports;;
weather reports;;—wa

manuals; maps;; eempu%er—se#ﬂvare—eeeratnﬁ—manuals—lab certrfrcatron documents,l procedures and

guidelines.

Ability to communicate effectively with customers, Department personnel, construction workers, engineers,

DNR personnel, and vendor representatives—eomputer—consultants,—construction—workers—and-the—general
publie.

Mathematical Ability

e Ability to understand and apply algebraic and trigonometric formulas—, as well as calculate percentages,

fractions, decimals, volumes, ratios, present values, and spatial relationships.

e Ability to interpret inferential statistical reports and/or formulation and equation data.

Ability to interpret and create basic descriptive statistical reports.






Lab Technician/Operater2Advanced Certified Wastewater Operator

/ Laboratory Technician

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

o Ability to exercise the judgment, decisiveness, and creativity required in situations involving the evaluation of
information against sensory and/or judgmental criteria.

Physical Requirements

e Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple;
complex and rapid adjustments, such as sewer line jet truck, sludge-truck—back-hoe, loaders, jack-hammer;
dump truck, snowplow, cement mixer; all lab instruments such as balance scale, muffle furnace, BOD meter,
spectrophotometer, gravity oven, BOD incubator, samplers, sterilizer, centrifuge, and microscope; -voltmeter,
welder, and excavation eemmen-hand tools.

e Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as_operating heavy
equipment, computer-+apid keyboard use, and testing wastewater samples.

e Ability to exert moderately heavy physical effort in moderate to heavy work, typically involving some
combination of climbing and balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing
and pulling over 100 pounds.

e Ability to operate SCBA equipment as required in the Stoughton Utilities Facilities.

e Ability to recognize and identify degrees of similarities or differences between harmenious—or-centrasting
combinations—as—weH-as—recognize—individual-characteristics of colors, forms, sounds, odors and textures

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

Environmental Adaptability

[ )
Ability to work under mildh~moderately unsafe and uncomfortable conditions where exposure to environmental
factors such as temperature variations, odors, toxic agents, vielenrce—noise, vibrations, wetness, machinery,
disease and/or dust can cause discomfort and where there is a risk of injury requiring extended recovery.

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





Name:
Title:

Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division

Advanced Certified Wastewater Operator / Pay Grade: FLSA: N
Laboratory Technician

June, 2015 Reports To: Wastewater System Supervisor

Purpose of Position

The purpose of this position is to obtain, prepare, and test wastewater treatment samples in a laboratory environment,
and to maintain and operate the wastewater treatment facilities and sanitary sewer collection system for the City of
Stoughton.

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

Obtains and prepares samples for a variety of required tests to determine efficiency of plant operations.
Sampling includes biochemical oxygen demand (BOD), suspended solids, pH levels, phosphorous, ammonia,
industrial effluents, sludge, glucose glutamic acid, fecal coliform etc. Prepare graphs, charts, and reports from
sample data. Enter data into various computer systems.

Prepares microscope slides to observe and identify microorganisms. Calculates mean cell residence time and
sludge age. Monitors industry loadings. Decides plant operations and calculates amount of chemical additives
according to test results.

Prepares and orders chemicals and other supplies used in laboratory tests. Maintains, calibrates, and repairs
testing equipment, and/or arranges for outside services to do the same. Changes BOD probe membranes.

Maintains knowledge regarding testing requirements for wastewater treatment facilities. Cleans and maintains
lab equipment. Prepares and sends EPA samples.

Checks wastewater facility operations and flows. Measures primary tank and clarifiers sludge depths. Monitors
oxygen levels of aeration tanks.

Performs operational tasks at the wastewater treatment facilities. Operates all equipment necessary for
complete and effective wastewater treatment and system operations.

Performs routine maintenance tasks on pumps, motors, valves, flow meters, and completes other work orders
as assigned.

Televises, cleans, and repairs sanitary sewer collection system.
Performs plumbing tasks throughout treatment plant. Replaces pipes and valves.
Monitors and records data, and makes adjustments to the wastewater/water SCADA System.

Receives and responds to customer inquiries and complaints; makes recommendations and performs corrective
action in response.

Serves on call status for the wastewater/water operations.

Complies with all Stoughton Utilities Safety Programs.





Advanced Certified Wastewater Operator
/ Laboratory Technician

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 custodial tasks.

Paints surfaces.

Removes Ice and snow from walkways and drives.
Performs carpentry tasks as needed.

Assists with water and electric operations as needed

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, with Wisconsin Department of Natural Resources (DNR) Wastewater
Treatment Plant Operator - Advanced certification for the Stoughton Wastewater Treatment facilities, and four
to six years wastewater operator experience, or any combination of education and experience that provides
equivalent knowledge, skills, and abilities.

Wastewater Treatment Plant Operator — Advanced certifications required in General and Laboratory.
Ability to maintain the required continuing education credits for the DNR Operator — Advanced certification.

Commercial driver’s license with tanker and air brake certification required.

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 and/or sort data,
as well as assemble, copy, record and transcribe data and information. Ability to classify, compute and tabulate
data.

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

Ability to utilize a variety of advisory data and information such as DNR wastewater permit; sample reports;
lab notes and reports; DNR audits and reports; engineers’ plans, specifications, and reports; flow charts, graphs,
and charts; equipment, software, and operational control manuals and guidelines; soil sample reports; weather
reports; maps; lab certification documents; procedures; and guidelines.

Ability to communicate effectively with customers, Department personnel, construction workers, engineers,
DNR personnel, and vendor representatives.

Mathematical Ability

Ability to understand and apply algebraic and trigonometric formulas, as well as calculate percentages,
fractions, decimals, volumes, ratios, present values, and spatial relationships.

Ability to interpret inferential statistical reports and/or formulation and equation data.

Ability to interpret and create basic descriptive statistical reports.

Judgment and Situational Reasoning Ability

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





Advanced Certified Wastewater Operator
/ Laboratory Technician

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

Physical Requirements

o Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple
complex and rapid adjustments, such as sewer line jet truck, backhoe, loaders, dump truck, snowplow, cement
mixer; all lab instruments such as balance scale, muffle furnace, BOD meter, spectrophotometer, gravity oven,
BOD incubator, samplers, sterilizer, centrifuge, and microscope; voltmeter, welder, and excavation hand tools.

e Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as operating heavy
equipment, computer keyboard use, and testing wastewater samples.

e Ability to exert moderately heavy physical effort in moderate to heavy work, typically involving some
combination of climbing and balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing
and pulling over 100 pounds.

e Ability to operate SCBA equipment as required in the Stoughton Utilities Facilities.

o 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.

Environmental Adaptability

e Ability to work under moderately unsafe and uncomfortable conditions where exposure to environmental
factors such as temperature variations, odors, toxic agents, noise, vibrations, wetness, machinery, disease and/or
dust can cause discomfort and where there is a risk of injury requiring extended recovery.

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






City of Stoughton
Position Description

Name: Department:  Utilities — Planning Division
Title: Utilities Engineering Technician Pay Grade: FLSA: N
Date: MayJune, 201564 Reports To: Utilities Operations Superintendent

Purpose of Position

Fhepurpose-of-thispesition-isThe purpose of this position is t-to perform technical ptar-planning, development
tasks, and coordinate-for utility maintenanee-and-construction and maintenance projects;; eoordinate-construction

projects—and-to perform field duties including field engineering, electrical and water system construction and

maintenance-and-construction-tasks-such-as-hooking-up-new-services;; and to service-upgrades—chipping-brush;
serves as the Munietpal-Stoughton Utilities Buding-facilities Managermanager-and-ether-duties-as-assighed;-tnder

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

e Performs a variety of technical planning tasks for Ytilit-maintenance and construction funetiens-projects such
as preparing_and distributing materials and equipment specifications,; work orders, and staking sheet

spreparation;; soliciting materials and equipment proposals;; purchasing and retiring materials—retiring
materials-and; and performing basic engineering tasks—fer—pFejeets in the office and the field.

»—Coordinates electric, water, and wastewater projects from conception; through construction, including design,
materials issuance and retirement, inventory, pay request disbursement recommendations, and project close out.

o Obtains;Obtains, reviews and approves as-built plans, quantities, and acceptance certifications. Conducts plan
and specification reviews. Coordinates Stoughton Utilities operations with engineering consultants and
contractors, and participates in third-party service selection

e Process customer requests for maintenance and construction projects related to the electric utility. Receives
customer inquiries, writes and distributes work orders, provides information, and/or refers to appropriate person
or agency for resolution.

e Assigns costs and monitors job orders for material sheets and places data into the continuing property records
systems. Opens and closes construction and maintenance workorders, and allocates inventory. Prepares forms,
records, and written correspondence necessary to complete project file information. Conducts yearend
storeroom inventory of electric and water utility materials.

e Follows all accounting procedures to track materials, supplies, and equipment. Maintains inventory and product
cost information in GIS. Works with the Utilities GIS Analyst to update utility facilities and equipment in the
GIS database, as well as modify existing data to incorporate new infrastructure and developments.

e Purchase construction and maintenance materials for the electric and water divisions. Purchases safety
equipment for all Stoughton Utilities divisions; initiates and monitors their use.

y S—





Utilities Engineering Technician

o Directs water system engineering studies._Prepares the Aannual drinking water Consumer Confidence Report.

e Assists in budget planning. Participates in capital projects program development and implementation.

o Represents the Department on the Technical Advisory Committee._ Participates in public hearings and
informational meetings regarding utility projects.

o Serves as the Municipal-Stoughton Utilities facilitiesBuiding mManager; s-and-schedules and responds to all
operational requirements of the occupants.

Additional Tasks and Responsibilities

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

e Performs electrical system maintenance and construction tasks such as connecting new services and service
upgrades, chipping brush, substation inspections, electric and/or water service disconnection and reconnection,
gtc.

e Ensures that all safety standards are met, and complies with all Stoughton Utilities Safety Programs.

e Assists all Stoughton Utilities divisions as required, and performs other tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions





Utilities Engineering Technician

e High School diploma or equivalent, vocational/technical training in Civil Engineering_or related field, three to

five years utility engineering technician experiencepreferable—in—a—public—utility, or any combination of
education and experience that provides equivalent knowledge, skills, and abilities.

e Department of Natural Resources (DNR) Grade I-GD Waterworks Operator License.

e A valid motor vehicle operator’s license and commercial driver’s license is required.
o—Musthave-DNR-Crade--S2-WaiernveorksOperater-icepse:
Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

e Ability to analyze and categorize data and information to determine the relationship of the date with reference
to established criteria. Ability to compare, count, differentiate, measure and/or sort data;—assemble, assemble,
copy, record and transcribe data and information. Ability to classify, compute, tabulate and categorize data.

e Ability to advise, apply, and nterpret-to-ethersexplain policies, procedures and standards to specific situations.

e Ability to utilize a variety of advisory data and information such as contractor pay requests, construction
specifications, construction plans, service applications, sanitary sewer extension submittals, inspection reports,
safety training reports, transformer test reports, inventory lists, construction standards, capital project plans,
maps, ordinances, State-Statutes,—computer—software—operating—manuals,—directories—vehicle maintenance
reports, werk-rwles;-technical hand books, electric service rules, and Wisconsin Statutes and Administrative
Codes.

e Ability to communicate orally and in writing effectively -with Department personnel, customers, contractors
engineering consultants contractors—-legal consultants regulatory agency personnel City emplovees and law
enforcement g -

e Ability to prepare narrative and statistical reports, construction documents, time—sheets,—memes—and
correspondence using prescribed formats according to accepted rules of punctuation, grammar, and style.

Mathematical Ability

e Ability to add, subtract, multiply, and divide; and to calculate percentages, fractions, -and-decimals, volumes,
ratios and spatial relationships.

e Ability to interpret and develop basic descriptive statistical reports.

Judgment and Situational Reasoning Ability

e Ability to carry out directions without direct supervision. Ability to exercise independent judgement to apply
facts and principles for developing approaches and techniques to problem resolution.

e Ability to use functional reasoning in performing diversified work activities.

o Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of
information against sensory and/or judgmental criteria.

Physical Requirements
e Ability to operate equipment and machinery requiring monltonnq multlple conditions and makmq muItlpIe
complex and rapid adjustments, such as epera

requ+nng—eem|ele>ead}ustments—su—eh—as—dump trucks front end Ioader fork Ilft bucket truck dlgger dernck

etc.






Utilities Engineering Technician

e Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as
computer terminal, photocopier, paper cutter, hand punch, and telephone.

e Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as computer
terminal use.

o Ability to exert very-moderate physical effort in moderate to heavy work, typically involving some combination
of stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling over 100 pounds.

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

Supervisory Skills
o Ability to review the work of others and provide recommendations.

Environmental Adaptability

e Ability to work under typically safe and comfortable conditions where exposure to construction site
environmental factors such as heat/celdtemperature variations, odors, toxic agents, noise, vibration, wetness,
dusts, machinery, traffic hazards and electrical currents can cause discomfort and poses 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





Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Planning Division
Utilities Engineering Technician Pay Grade: FLSA: N
June, 2015 Reports To: Utilities Operations Superintendent

Purpose of Position

The purpose of this position is to perform technical planning, development tasks, and coordinate utility construction
and maintenance projects; to perform field duties including field engineering, electrical and water system
construction and maintenance; and to serve as the Stoughton Utilities facilities manager.

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 a variety of technical planning tasks for maintenance and construction projects such as preparing and
distributing materials and equipment specifications, work orders, and staking sheets; soliciting materials and
equipment proposals; purchasing and retiring materials; and performing basic engineering tasks in the office
and the field.

Coordinates electric, water, and wastewater projects from conception through construction, including design,
materials issuance and retirement, inventory, pay request disbursement recommendations, and project close out.
Obtains, reviews and approves as-built plans, quantities, and acceptance certifications. Conducts plan and
specification reviews. Coordinates Stoughton Utilities operations with engineering consultants and contractors,
and participates in third-party service selection

Process customer requests for maintenance and construction projects related to the electric utility. Receives
customer inquiries, writes and distributes work orders, provides information, and/or refers to appropriate person
or agency for resolution.

Assigns costs and monitors job orders for material sheets and places data into the continuing property records
systems. Opens and closes construction and maintenance workorders, and allocates inventory. Prepares forms,
records, and written correspondence necessary to complete project file information. Conducts yearend
storeroom inventory of electric and water utility materials.

Follows all accounting procedures to track materials, supplies, and equipment. Maintains inventory and product
cost information in GIS. Works with the Utilities GIS Analyst to update utility facilities and equipment in the
GIS database, as well as modify existing data to incorporate new infrastructure and developments.

Purchase construction and maintenance materials for the electric and water divisions. Purchases safety
equipment for all Stoughton Utilities divisions; initiates and monitors their use.

Directs water system engineering studies. Prepares the annual drinking water Consumer Confidence Report.
Assists in budget planning. Participates in capital projects program development and implementation.

Represents the Department on the Technical Advisory Committee. Participates in public hearings and
informational meetings regarding utility projects.

Serves as the Stoughton Utilities facilities manager; schedules and responds to all operational requirements of
the occupants.





Utilities Engineering Technician

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

e Performs electrical system maintenance and construction tasks such as connecting new services and service
upgrades, chipping brush, substation inspections, electric and/or water service disconnection and reconnection,
etc.

o Ensures that all safety standards are met, and complies with all Stoughton Utilities Safety Programs.

o Assists all Stoughton Utilities divisions as required, and performs other tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, vocational/technical training in Civil Engineering or related field, three to
five years utility engineering technician experience, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

o Department of Natural Resources (DNR) Grade I-GD Waterworks Operator License.

e A valid motor vehicle operator’s license and commercial driver’s license is required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication
e Ability to analyze and categorize data and information to determine the relationship of the date with reference

to established criteria. Ability to compare, count, differentiate, measure and/or sort data, assemble, copy, record
and transcribe data and information. Ability to classify, compute, tabulate and categorize data.

o Ability to advise, apply, and explain policies, procedures and standards to specific situations.

e Ability to utilize a variety of advisory data and information such as contractor pay requests, construction
specifications, construction plans, service applications, sanitary sewer extension submittals, inspection reports,
safety training reports, transformer test reports, inventory lists, construction standards, capital project plans,
maps, ordinances, vehicle maintenance reports, technical hand books, electric service rules, and Wisconsin
Statutes and Administrative Codes.

e Ability to communicate orally and in writing effectively with Department personnel, customers, contractors,
engineering consultants, legal consultants, regulatory agency personnel, City employees, and law enforcement.

e Ability to prepare narrative and statistical reports, construction documents, and correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.

Mathematical Ability

o Ability to add, subtract, multiply, and divide; and to calculate percentages, fractions, decimals, volumes, ratios
and spatial relationships.

e Ability to interpret and develop basic descriptive statistical reports.

Judgment and Situational Reasoning Ability

e Ability to carry out directions without direct supervision. Ability to exercise independent judgement to apply
facts and principles for developing approaches and techniques to problem resolution.

e Ability to use functional reasoning in performing diversified work activities.

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





Utilities Engineering Technician

Physical Requirements

Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple,
complex and rapid adjustments, such as dump truck, front end loader, fork lift, bucket truck, digger derrick, etc.

Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as
computer terminal, photocopier, paper cutter, hand punch, and telephone.

Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as computer
terminal use.

Ability to exert moderate physical effort in moderate to heavy work, typically involving some combination of
stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling over 100 pounds.

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

Supervisory Skills

Ability to review the work of others and provide recommendations.

Environmental Adaptability

Ability to work under typically safe and comfortable conditions where exposure to construction site
environmental factors such as temperature variations, odors, toxic agents, noise, vibration, wetness, dusts,
machinery, traffic hazards and electrical currents can cause discomfort and pose 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
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Memorandum

To: Personnel Committee
From: Chief Greg Leck
Date: 7/1/2015

Re:  Authorization to fill position due to retirement

Dear Personnel Committee Members,

The purpose of this memo is to request to fill a patrol officer position early that will be
created by the retirement of Officer David Vogel. Officer Vogel is officially

retiring affective September 3, 2015. Due to time off earned being used, Officer
Vogel’s last work day will be July 29™ 2015

The department currently has a part-time officer who is interested in becoming fulltime
employed with the department. We are requesting to hire this part-time as a fulltime
officer, with the approval of the Stoughton Police & Fire Commission. We would like
to start the new officer around August 15™. This would be approximately 2 weeks prior
to Officer Vogel’s actual retirement date. '

The estimated costs to fill the vacancy prior on August 15™ 2015 would be
approximately $3,320.00 based on a benefited entry level officer position. The
department would intend to use unspent 2015 Part-time Patrol and the difference
between Officer Vogel’s wages to fund the costs of this early hiring. This would require
no budget adjustment.

Thank you in advance for your consideration of this matter.
Sincerely,

Gregory W. Leck
Chief of Police






