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Public Works Department 
Athletic Facilities Superintendent 


REPORTS TO: Director Of Public Works PAY GRADE: FLSA: N 


SUMMARY OF POSITION 
Under the direction of the Director of Public Works, the Athletic Facilities 
Superintendent performs functions necessary to maintain the City’s athletic facilities, 
which includes, but are not limited to baseball and softball diamonds, striping of flag 
football and soccer fields, sport courts, unpaved multi-use trails and will be in charge 
of the City’s turf management program in the parks. 
The purpose of positions in this classification is to coordinate and perform work 
activities to facilitate safe and aesthetically pleasing playing surfaces and facilities for 
passive and structured use of City athletic facilities. This position will operate a 
variety of heavy and light equipment to perform maintenance and repair tasks for 
the City of Stoughton parks system, snow, and ice removal operations, and may 
assist other City divisions or departments as necessary to provide a quality service to 
the residents of Stoughton. 


DUTIES AND RESPONSIBILITIES 
Core Duties and Responsibilities - The following duties are the primary duties of 
this position but do not compose an exclusive or all-encompassing list of duties. 
Other duties may be assigned or required to accomplish the main goals of this 
position. 


• In charge of maintaining athletic facilities owned by the City of Stoughton including, 
but not limited to, field surface preparation, field layout and painting, sport courts, 
and general sports facilities maintenance.


• Coordinate with user groups regarding field maintenance expectations and delivery.


• Coordinates the City of Stoughton Turf Treatment Program.


• May participate in the application of pesticides under the supervision of a licensed
pesticide applicator.


• Participates in Streets plowing/salting operations and will have an assigned plow
route.


• Perform semi-skilled work involving concrete, carpentry, plumbing, painting, etc.
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• Operates a variety of machines such as, but not limited to, dump trucks 
over 26,000 G.V.W., aerial bucket truck, end loader, motor grader, 
backhoe, skid steer, jack hammer, cutting torches, welder, vibrating roller, 
various mowers, tractors, stump grinder, brush chipper, painting machine, 
snow removal equipment, (i.e. plow truck with wing and sander, heavy duty 
snow blower), small dump body, utility vehicles, bat wing mowers, turf 
aerator, sprayer. 


 
• Operates chainsaw, string line trimmer, walk-behind mower, sod cutter, edger, 


field maintenance equipment, paint striping machines, hedge trimmer, carpentry 
tools, and other hand tools. 


 
• May clean and repair parks facilities including, but not limited to restrooms, 


open air shelters, playgrounds, signs, and other city owned properties. 
 


• Assist with opening & closing of parks, recreation and facilities including, but 
not limited to, park shelters, Troll Beach, splash pad, and irrigation systems. 


 
• Collects and disposes of garbage from parks, parking lots, and greenways. 


 
• Removal and trimming of trees within city right-away, parks and other city 


owned properties. Including cutting, chipping, and removal of trees, brush, 
and yard waste. 


 
• Perform light mechanical work on mowers and small engines, as well as 


various other equipment. 
 


• May assist with the winter ice skating rink. 
 


• Performs routine equipment maintenance tasks as directed such as fueling, 
checking fluid levels, replacing belts and filters, changing oil, and greasing 
chassis. Repairing and changing tires. Making new hydraulic hoses, etc. 


 
• Provide necessary work oversight to seasonal and limited-term employees. 


 
• Participates in ongoing equipment and safety training. 


 
• Assists in recommending on-site operational changes. 


 
• Provides recommendations for capital projects to the Director to Public Works 


and assists with procuring estimates for budget preparation. 
 


• Knowledge of and implements safety procedures according to MUTCD. 
 


• Participates in the on-call rotation and must be available to respond during 
emergencies. 
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Additional Duties and Responsibilities - The following duties are necessary 
for operations, but may be shared with or performed by other employees. The 
listed duties do not compose an exclusive or all-encompassing list of additional 
duties. Other duties may be assigned or required to accomplish the main goals 
of this position. 


• Assists other City departments, as needed. 


• Assist streets with brush and leaf collection operations as needed. 


• Removes potential hazards, dead animals, etc. 


• Notifies digger’s hotline of digging operations. 


• General landscaping at various city facilities. 


• Install/remove city piers (spring and fall). 


• Ability to work with a variety of carpentry, cement and other hand tools required 
for jobs. 


 
QUALIFICATIONS 
The ability to perform the Core Duties and Additional Duties listed above and: 


 
Education/Training/Certifications 


• High school diploma with preference given to the candidates who possess one 
or more of the following: prior experience in machine operation, 
vocational/technical training in parks or general facility or equipment 
maintenance, one to two years heavy equipment operating experience, or any 
combination of education and experience that provides equivalent knowledge, 
skills, and abilities. 


• Certification in CPR and first aid preferred or will be required to be obtained 
after hire. 


 
• A valid operator’s license and Commercial Driver’s license class B, C, D with 


air brakes, tanker and trailer certification endorsements required at hire. 


Language Ability and Interpersonal Communication Skills 
• Ability to classify, compute and tabulate data and information, following a 


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


 
• Ability to explain, demonstrate and clarify to others within well-established 


policies, procedures and standards, as well as the ability to follow specific 
instructions and respond to simple requests from others. 


 
• Ability to utilize a variety of advisory data and information, such as work orders, 


grade sheets, hazardous materials lists, safety manuals and procedures, 
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construction specifications, blueprints, equipment operating manuals, time sheets, 
maps, vehicle logs, accident reports, technical operating manuals, procedures and 
guidelines. 


• Ability to communicate effectively with customers, department personnel, 
law enforcement personnel, contractors, tree trimmers and other city 
employees. 


• Ability to help and teach seasonal workers with various duties. 


• Ability to analyze and categorize data and information in order to determine the 
relationship of the data with reference to established criteria/standards. 


 
Mathematical Ability 


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


Judgment and Situational Reasoning Ability 


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


 
• Ability to exercise the judgment, decisiveness and creativity required in situations 


involving the evaluation of information against sensory and/or judgmental 
criteria. 


 
• Ability to recognize and identify degrees of similarities or differences between 


characteristics of colors, forms, sounds and textures associated with job-related 
objects, materials and ingredients. 


 
Physical Requirements 


• Ability to operate equipment and machinery requiring monitoring multiple 
conditions and making multiple, complex and rapid adjustments, such as motor 
grader loaders, backhoes, dump truck with plows, sanders and wings, street 
sweepers, truck mounted leaf vacuum, skid steer, tractors, stump grinder 
grubber, common mechanic’s hand tools, transit, chain saw, brush chipper, 
welder, cutting torches, jack hammers, air tools, hydraulic jack, grinder, and 
other equipment as needed in job performance. 


• Ability to perform routine repairs on complex equipment and machinery. 


• Ability to coordinate eyes, hands, feet and limbs in performing highly skilled 
movements involved in repair and maintenance tasks. 


• 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 50 pounds. 
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Environmental Adaptability 
• Ability to work under uncomfortable and potentially unsafe 


conditions that require exposure to severe environmental factors 
such as temperature variations, high winds, rain and snow, odors, 
toxic agents, noise, vibrations, wetness, dusts, machinery, 
explosives, gas, vehicular traffic, high voltage electrical currents, 
and disease. This exposure may cause discomfort and presents a 
high risk of injury or death. 


 
 
 
 
 
 
 
 
 


EQUAL OPPORTUNITY EMPLOYER 
 


The City of Stoughton is an Equal Opportunity Employer. 
In compliance with applicable state and federal law, the City will provide 
reasonable accommodations to qualified individuals with disabilities and 
encourages both prospective and current employees to discuss potential 


accommodations with the City. 
 
 
 
 


ACKNOWLEDGEMENT: 
 


All requirements of the described position are subject to change over time. 
The employee may be required to perform other duties as requested by the 
City. 


 
I acknowledge that this job description is neither an employment contract nor 
a legal document. I have received, read, and understand the expectations for 
the successful performance of this job. 


 


Printed Name:   
 
 


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


 


Meeting of the:  
Date/Time:  
Location: 
  
 
 
 
 
 
 
 
 
 
Members: 
 


 


City Personnel: 


Personnel Committee of the City of Stoughton 
Monday, March 6, 2023 @ 5:30 pm 
Stoughton Utilities - Ed Malinowski Boardroom 
600 S 4th Street, Stoughton, WI 53589 
PLEASE NOTE** This is a hybrid meeting. You may connect virtually via Zoom. 
Access with a computer, tablet, or smartphone: 
https://us02web.zoom.us/j/85993381929?pwd=alZoMWtlRUNYRExtQTRHeFlhSFRPdz09 Y    
join by phone using dial-in number 1(312) 626-6799 
Meeting ID 859 9338 1929 
Passcode: 179222 
Please sign in to the meeting at least 10 minutes prior to the scheduled  
start time if possible.  


 


Lisa Reeves (Chair), Frederick Hundt (Vice-Chair), Brett Schumacher, Greg Jenson,  
Mayor Timothy Swadley (ex-officio member) 
 


Director Gillingham 
 


 


1 Call to Order 
 


2 Approval of the Thursday, January 19, 2023 and the February 27, 2023 
Personnel Meeting minutes  
 


3 Communications 
 


4 Discussion and possible action regarding 2023 Fire Department Org chart 
 


5 Discussion and possible action regarding Fire Department Assistant Fire Chief 
position description 


 


6 Discussion and possible action regarding Fire Department Captain position 
description 


 


7 Discussion and possible action regarding Public Works Office Manager position 
description  


 


8 Discussion and possible action regarding Public Works Athletic Facilities 
Superintendent position description  


 


9 Future Agenda Items 
• Leadership Backup Plan Outline 
• Accrued Sick Leave for Retiring Employees – Sworn Police and City Staff 
• Disciplinary Action & Compensation 


 


10  Adjournment 
 


** May move to closed session per State Statute 19.85(1)(c) considering employment, promotion, 
compensation, or performance evaluation data of any public employee over which the governmental 
body has jurisdiction or exercises responsibility. 


 


Any person wishing to attend the meeting, whom because of a disability, requires special accommodation, 
should contact the City Clerk’s Office at (608) 873-6692 at least 24 hours before the scheduled meeting time 
so appropriate arrangements can be made. In addition, any person wishing to speak or have their comments 
heard but does not have access to the internet should also contact the City Clerk’s Office at the number 
above at least 24 hours before the scheduled meeting so appropriate arrangements can be made. 
 


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



https://us02web.zoom.us/j/85993381929?pwd=alZoMWtlRUNYRExtQTRHeFlhSFRPdz09






PERSONNEL COMMITTEE MEETING MINUTES 


Monday, January 19,2023 7:00pm 


Ed Malinowski Boardroom 


Present: Lisa Reeves (Chair), Brett Schumacher, Greg Jenson, Mayor Swadley (ex-officio member), 


Director Gillingham   


Citizen Present: Regina Hirsch 


 


1. CALL TO ORDER: 


Chair Reeves called the meeting to order at 7:01 pm. 


 


2. Approval of the minutes from November 7th, 2022 


Motion to approve Schumacher, Jenson second, Approved 4-0 


 


3. Communications/Updates 


Director Gillingham stated that the Senior Center has an opening due to the resignation of 


Julia Hayde. Program and Volunteer Coordinator.  The Recreation Assistant position has 


not been filled. The pay increase was approved to $20.50 per hour, this along with set 


schedule will hopefully help fulfill the position with a quality candidate. PFC will meet next 


week to discuss hiring Trade positions are getting harder to fill. Requiring CDL is difficult to 


fill due to the new requirements.  Our Machine Operators and Lineman and other 


positions at Utilities require the CDL. 


. 


 


4. Presentation of Market Adjustment 


Director Gillingham presented that some of the Cities employees are being paid under 


market value. This adjustment would: increase employee morale, employee longevity and 


increase new employee interest. Director Gillingham and Director Ehlinger have worked 


to allocate funds throughout the city and move employees below market to market rate. 


The HR Department has reached out to other local communities to collect their 2022 


salary amounts, job descriptions and compared them to jobs in Stoughton.  
 


Director Ehlinger recapped on where the revenue was coming from. He was able to locate 


$425,000 within general funds for these increases.  


 


Director Gillingham spotlighted a few different positions and how the pay will increase and any 


changes to position. These increases will be done position to position. 


 


5. **Discussion and possible action regarding the City of Stoughton Market Adjustments for 2023  


 


Directors Gillingham recapped that some positions are currently at or above     market rate. 


These positions are there because of a few different things: employees were already at that pay, 


employee was going to leave and pay was increased, new employee was hired, position is 


competitive and needed to be at competitive income. 


There was some discussion on how this will help bring in quality employees, and keep ones that we 


have. Committee believes that not paying good people could mean: low morale, not great work 


environment and poor chemistry between coworkers.  


Motion to approve recommendation to Council by Committee Member Jensen, 2nd by 


Committee Member Hundt 







6. Discussion and possible action regarding effective date of the Market Adjustments 


Director Gillingham stated she would like to back date the Market Adjustments back to 


1/1/2023. 


Motion to approve recommendation to Council by Committee Member Jensen, 2nd by 


Committee Member Hundt 


 


 


7. Future Agenda Items 


Mayor Swadley gave the committee an update on the status of the budget. He stated they 


(he & Director Gillingham) were meeting with Finance Director Ehlinger on Tuesday to go over 


what would likely be available for increases. Mayor Swadley stated that after the meeting 


they would be able to give Personnel an update if there is any funding for additional positions. 


At this time, they were confident that there was no extra funding. If something changed, we 


would use the November Personnel meeting to hear from the Directors that requested 


additional personnel. There was some discussion regarding the pay for Council members. 


Some of the Personnel Committee members stated they were not in agreement with raises in 


Council member pay and hope that it will be taken off the table. 


 


8. Future Agenda Item 


Director Gillingham stated there are no additions to future agenda items at this time. 


 


• Leadership Backup Plan 


• Accrued Sick Leave for Retiring Employee – Sworn Police and City Staff 


• Disciplinary Action & Compensation 


• PD Restructure and CSO PD 


 


9. Motion to adjourn Committee Member Jensen, second 


Committee Member Schumacher, Approved 5-0. Meeting 


adjourned 8:22 pm 


 


 
Respectfully submitted 01/24/2023 by HR Administrative Assistant A. Updike 








 


PERSONNEL COMMITTEE MEETING MINUTES 


Monday, February 27, 2023 @ 7 pm 


Ed Malinowski Boardroom 
 


 


Present: Lisa Reeves (Chair), Brett Schumacher, Greg Jenson, Mayor Swadley (ex-officio member), 


Director Gillingham 


Via Zoom: Fred Hundt (Vice Chair) 


Also attending: Chief Jenks 


   


1. CALL TO ORDER:  


Chair Reeves called the meeting to order at 7 pm.  


 


2. Approval of the minutes from Monday, December 5, 2022 


Motion to approve, Schumacher, Jenson second, Approved 4-0 


 


3.  Communications/Updates 


Director Gillingham stated that the Police Department Office Manager had given his 


resignation. She stated that the position description had not changed much and she would like 


to post the position as soon as possible. She stated there was no need to bring it to Finance or 


Council as there were no real changes other than wordsmithing and no financial implications. 


The committee okayed moving forward with posting the position with the wordsmithing 


changes. 


 


4. **Discussion and possible action regarding Police Department Restructure 


Director Gillingham asked Police Chief Jenks to give an overview of the Police Department 


restructure. Chief Jenks stated that the restructure would make the department more efficient, 


have better flow, and have more supervision both in the office and in the field. He stated the 


restructure included adding another Lieutenant so the department would have two. One 


would work the day shift and one later in the day, however, they would be more versatile 


because they would each know the other’s job. He stated that at this time he had sometimes 


had sergeants completing lieutenants’ tasks and lieutenants completing sergeants’ tasks. With 


the restructure each lieutenant would be assigned personnel to supervise and assign tasks to, 


which would make the department much more efficient. Chief Jenks then stated the 


restructure also included a Detective Sergeant. He stated that at this time there is no leader 


within the sergeants and no one to designate duties and tasks. He further stated that if there 


were a ranking Sergeant efficiency and workflow would be much better. Mayor Swadley 


stated that the force had gone through a lot of changes in the last year and asked Chief Jenks 


to speak to them about those changes and how they affected the department. Jenks stated 


that there had been an increase in departures and retirements which had completely 


changed the department. There is now a new Chief, a new lieutenant, and five officers who 


have been all been with the department less than one year. He stated that at this time the 


Sergeants are so bogged down with paperwork. He stated that he would rather they be on the 


scene coaching the officers and he felt these changes would help in addressing that issue. 


In discussing the Civilian Service Employee position Chair Reeves stated that this position is more 


about the role as opposed to the person. Director Gillingham stated that they had removed 


more of the duties from the CSE to the Office Manager and changed the title to Civilian 


Service Officer (not sworn). Chief Jenks stated that Brooke had left all of the information 







regarding planning events and her contacts for the new person in that role should they need 


them to coordinate events for the Police Dept. Chief Jenks stated that he had reached out to 


someone he thought might be a good fit for the position and said it was likely that person will 


apply. 


Chair Reeves stated that the restructure seemed like a good opportunity for more training for 


new officers, better protection for the citizens, and decreased liability for the City. Chief Jenks 


agreed and stated that with a supervisor in the field who can advise, investigations will be more 


efficient. Plus, there will be more room for mobility within the organization. Chief Jenks went 


through how the restructure would be paid for in 2023. He stated that they would save 


$16,106.05 in overtime. He stated that at the high end, it would cost an extra $3557.20 for the 


second LT and $6132.46 for the Detective SGT. $16,106.05-$9689.66 would leave $6416.39 


remaining. Worst case scenario it would be a wash. Director Gillingham stated that these 


positions would all be filled internally. She further stated that this restructure needed to happen.  


Motion to approve, Jenson, Schumacher second. Approved 4-0 


 


5. Discussion and possible action regarding second Lieutenant position and position description  


Chair Reeves stated that she had reviewed the position descriptions and approved of them 


them as is. She asked if anyone had questions or concerns to address regarding the position 


descriptions. There were none. 


Motion to approve, Schumacher, Jenson second. Approved 4-0 


 


6. Discussion and possible action regarding Detective Sergeant position and position description 


Motion to approve, Jenson, Hundt second. Approved 4-0 


 


7. Future Agenda Items 


Director Gillingham stated there are no additions or changes to future agenda items at this 


time.  


• Leadership Backup Plan  


• Accrued Sick Leave for Retiring Employee – Sworn Police and City Staff  


• Disciplinary Action & Compensation  


 


8. Motion to adjourn, Schumacher, second Jenson, Approved 4-0. Meeting adjourned 7:45 pm. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Respectfully submitted 2/28/2023 by HR Generalist Skarda 








Memorandum 


 


To:  Personnel Committee 


From:  Joshua Ripp, Fire Chief 


Date:  3.2.2023 


Re:  Job Description/Organizational Adjustment 


 


Good Day. Today I have a few points of business in regards to the Stoughton FD organization. 
Today will concentrate on getting updates to the job descriptions for current members, in 
preparation for a couple promotional processes (Assistant Chief and Captain Positions).  I will 
address other aspects I’m going to propose adjustments to later in this document.  


Current Proposal Documents 


I have included a few documents:  


• 2022 Organizational Chart 
• 2023 “Planned” Organizational Chart 
• Proposed Assistant Chief Job Description 
• Proposed Captain Job Description 


 


Job Descriptions 


We currently do not have a job description for the Captains or Assistant Chiefs (volunteer/paid 
on call members) for the Stoughton Fire Department. We have run into issues, as members do 
not truly know what their expectations are. This will start to remedy some of those issues. 
Having these in place will also make it more clearly defined, during a promotion process, the 
expectations of those positions.  


Current Changes 


Currently, the Assistant Chiefs are labeled with these sub “duties” (labeled in the 2022 
Organizational chart): Operations, Safety and Health and Wellness. This does not involve the 
Assistant Chiefs very well, and the duties are not clear.   Also, indicated in the 2022 
Organization Chart, the Assistant Chiefs are not responsible for any part of the personnel 
management, as the captains will generally just circumvent the AC’s to the Deputy Chief and 
Chief.  







The 2023 Organizational Chart proposes assigning 2 companies to each Assistant Chief Position 
(creating a battalion). Doing this is ensuring the Assistant Chiefs are working with 2 Captains, 
which would get the Assistant Chiefs more involved operations of the department.  


The sub “duties” would then reassign into the following areas: Fire Operations; Rescue 
Operations; Health and Wellness.  


 


Future Proposals Coming 


The Stoughton Fire Department needs to change a bit, and some proposals I’ll be following up 
with will include: 


• Addition of a Non-Firefighting SFD membership: This has been discussed as an auxiliary 
membership. These members would perform duties that would assist the department, but 
not necessarily firefighting. This would include staffing the station radio during big calls, 
assisting with rehab supplies, operating trucks (just driving), running a drone, etc.  


• Discussion of a Part – Time position within the department to fill in when FT staff are off 
during the week.  


• More refinement to the structure as necessary.    


 








 


Stoughton Fire Department 
2022 Organizational Chart 


Last Updated:  January 4th, 2022 


Joshua Ripp 
Fire Chief  (Fulltime) 


Mark Miller 
Deputy Fire Chief / Fire Marshall (Fulltime) 


Mark Hale 
Assistant Chief 


Don Hanson 
Assistant Chief / Safety Officer 


VACANT 
Assistant Chief 


Jerry King 
Captain - 10 
Company 1 


Paul Updike 
Captain - 40 
Company 4 


Brett Topp 
Captain - 60 
Company 6 


Mike Olson 
Captain - 50 
Company 5 


Scott Broughton 
Captain - 30 
Company 3 


Brad Rask 
Captain - 20 
Company 2 


Trent Nihles 
Firefighter - 33 
Company 1 


Tracie Bauer 
Firefighter - 14 
Company 6 


Peter Gander 
Firefighter - 39 
Company 5 


Kent Brown 
Firefighter - 28 
Company 4 


Mike Lamberty 
Firefighter - 15 
Company 3 


Travis Miller 
Firefighter - 42 
Company 2 


Brian Alme 
Firefighter - 31 
Company 1 


Justin Richter 
Firefighter - 23 
Company 6 


Andrew Boersma 


Firefighter - 43 
Company 5 


Andrew Ott 
Firefighter - 46 
Company 4 


Scott Helm 
Firefighter - 27 
Company 3 


Eric Hohol 
Firefighter - 12 
Company 2 


VACANT 
Firefighter 
Company 1 


Chad Cartwright 
Firefighter - 24 
Company 6 


Mike Stacey 
Firefighter - 52 
Company 5 


Emma Gunsolus 
Firefighter - 53 
Company 4 


Matt Hamilton 
Firefighter - 26 
Company 3 


Milke Walters 
Firefighter - 21 
Company 2 


VACANT 
Firefighter 
Company 1 


Kari Drifke 
Firefighter - 65 
Company 6 


VACANT 
Firefighter 
Company 5 


Ben Zubke 
Firefighter - 45 
Company 4 


Jason Whitley 
Firefighter - 44 
Company 3 


VACANT 
Firefighter  
Company 2 


Caleb Klebig 
Firefighter 
Company 7 


Lydia Bruning 
Firefighter 
Company 7 


Shea Cotter-Brown 


Firefighter - 22 
Company 7 


Brett Morovic 
Firefighter 
Company 7 


Isaac Castronovo 


Firefighter 
Company 7 


Joe Hohol 
Firefighter - 54 
Company 7 


VACANT 
Fire Technician (Fulltime)  


COMPANY 1 COMPANY 2 COMPANY 3 COMPANY 4 COMPANY 5 COMPANY 6 


COMPANY 7  = Firefighters 


currently on probation. 


Completed Entry Level.  


Report to Chief Ripp. 








 


Stoughton Fire Department 
2023 Organizational Chart 


Last Updated:  February 22, 2023  


Joshua Ripp 
Fire Chief  (Fulltime) 


Mark Hale 
Assistant Chief 


Don Hanson 
Assistant Chief / Safety Officer 


VACANT 
Assistant Chief 


Jerry King 
Captain - 10 


Paul Updike 
Captain - 40 
Company 4 


Brett Topp 
Captain - 60 
Company 6 


Mike Olson 
Captain - 50 
Company 5 


Scott Broughton 
Captain - 30 


Brad Rask 
Captain - 20 


Trent Nihles 
Firefighter - 33 
Company 1 


Tracie Bauer 
Firefighter - 14 
Company 1 


Peter Gander 
Firefighter - 39 
Company 6 


Kent Brown 
Firefighter - 28 
Company 4 


Mike Lamberty 
Firefighter - 15 
Company 5 


Travis Miller 
Firefighter - 42 
Company 1 


Brian Alme 
Firefighter - 31 
Company 1 


Justin Richter 
Firefighter - 23 
Company 3 


Andrew Boersma 


Firefighter - 43 
Company 2 


Andrew Ott 
Firefighter - 46 
Company 3 


Scott Helm 
Firefighter - 27 
Company 2 


Eric Hohol 
Firefighter - 12 
Company 3 


VACANT 
Firefighter 
Company 2 


Chad Cartwright 
Firefighter - 24 
Company 4 


Mike Stacey 
Firefighter - 52 
Company 1 


Emma Gunsolus 
Firefighter - 53 
Company 4 


Matt Hamilton 
Firefighter - 26 
Company 1 


Milke Walters 
Firefighter - 21 
Company 2 


VACANT 
Firefighter 
Company 1 


Kari Drifke 
Firefighter - 65 
Company 4 


Ben Zubke 
Firefighter - 45 
Company  4 


Jason Whitley 
Firefighter - 44 
Company 5 


Bryce Bischel 
Firefighter - 25 
Company 2 


Lydia Bruning 
Firefighter 
Company 3 


Brett Morovic 
Firefighter 
Company 5 


Isaac Castronovo 


Firefighter 
Company 7 


Joe Hohol 
Firefighter - 54 
Company 5 


COMPANY 1 COMPANY 2 COMPANY 3 COMPANY 4 COMPANY 5 COMPANY 6 


BATTALION 1 


VACANT 
Firefighter 
Company 2 


BATTALION 2  BATTALION 3  


VACANT 
Firefighter 
Company 3 


Sean Anderson 
Firefighter - 29 
Company 5 


Mark Miller 
Deputy Chief  (Fulltime) 








 


 


 
 


FIRE DEPARTMENT 


Assistant Fire Chief 


REPORTS TO:  Fire Chief/Deputy Chief   PAY GRADE:  TBD       FLSA: TBD 


 
 


SUMMARY OF POSITION 
The purpose of this position is to act as a command level supervisor within the 


Stoughton Fire Department. Captains will report to Assistant Chief(s) for day-to-day 
administrative purposes. Assistant Chiefs will act in the appropriate command role 


(Incident Command, accountability, safety, etc.) during incidents. The Assistant 
Chief(s) will report to the assigned officer as necessary during an incident.  


 
DUTIES AND RESPONSIBILITIES 


Core Duties and Responsibilities - The following duties are the primary duties of 
this position but do not compose an exclusive or all-encompassing list of duties. 


Other duties may be assigned or required to accomplish the main goals of this 
position. 


• Responds to emergency incidents in fire department apparatus, filling the role of 
vehicle officer, firefighter, operator or Incident Commander (as 
qualified/assigned).  


• Includes roles/responsibilities included in SFD Firefighter and Captain job 
descriptions. See attached. 


• Helps to educate on and enforce SFD Standard Operating Guidelines (SOGs), 
Standard Operating Procedures (SOPs), and the City of Stoughton work rules.    


• Participates in research, development of proposals for potential adjustments to 
SFD and City of Stoughton SOG’s, SOP’s, best practices and other operational 
aspects as necessary to ensure SFD provides a high quality, effective, efficient 
and risk managed level of service to the citizens we serve.   


• Represent and help carry the mission of the SFD, encouraging, leading, and 
helping mentor all SFD members. 


• Ensures equipment is returned to service for use, whenever possible. If an issue 
exists that prevents return to service, ensure appropriate staff (Chief, Deputy 
Chief, etc.) are notified for appropriate repairs/replacement.  


• Acts as a supervisor as assigned at incidents, acting in the position of company 
officer, directing subordinates as required, unless/until relieved by a superior 
officer. 


• Acts as initial incident commander at incidents when necessary for efficient and 
safe emergency scene operations.  







• As an emergency scene incident commander, implement and coordinate a formal 
incident management system emphasizing firefighter and civilian safety. This 
includes collaborating with senior Firefighters/officers when appropriate.  


• Command Level supervisor for assigned battalion, providing support to assigned 
captains as necessary for administrative and incident response purposes.  


• Maintains technical knowledge by attending/participating in local, regional, state 
and national conferences, seminars and other trainings as designated/approved 
by the Chief.  


• Demonstrate proper methods of performing the various techniques of modern 
firefighting. 


• Assists with training, as coordinated with the training committee and respective 
captains. 


• Assists with teaching members procedures, leadership skills, and other 
knowledge to assist with future promotions and leadership positions within SFD 
(progression planning).   


• Contributes to team effort by accomplishing related results as needed. 


• Promotes a positive atmosphere in all aspects of the Department. One that helps 
one another and builds a team that works together for the common goal of 
integrity, professionalism and a high level of service to the people that we serve. 


• Ability to be objective, use reason and good judgment in dealing with all kinds of 
people. 


• Ability to act with integrity and be professional in appearance and actions. 


• Ability to positively interact and communicate with the public. 


• Performs functions as specified for the specific Assistant Chief Assignment (Fire 
Suppression, Rescue, Health and Wellness).  


 
• Participate in practice/trainings in operation of the City of Stoughton Emergency 


Operations Center (EOC) functions, as assigned.  
 


• Fill out incident reports via paper and online mechanisms.  
 


• Participate/contribute to preplanning of incidents/risks within the City of 


Stoughton.  
 


QUALIFICATIONS 
The ability to perform the Core Duties and Additional Duties listed above and: 


 
Education/Training/Certifications  


• High school diploma 
 


• Valid Wisconsin’s Driver’s License 







 
• NIMS IS 100/IS 200/ICS 700/ICS 800 


 
• NIMS ICS 300/ICS 400 


 
• AHA-CPR Certification  


 


• Minimum Firefighter 1 
 


• Meets DSPS 330 requirements, as a command officer, Fire Officer 1 and 2 would 
be desirable, but not required.  


 
• Ability to pass background check, driving requirements, pre-employment 


physical, and drug screen.  
 


Experience 


• Minimum of 10 years active firefighting experience, with a minimum 3 years of 
acting as a company officer.  


 
• Experience working within the Incident Command System, at varying levels, 


including Command Staff and working in an Emergency Operations Center.  
 


Supervisory Skills 
• Ability to assign, supervise, and review the work of others in a manner that is 


efficient and respectful, balanced against the immediate needs of the situation 
(day-to-day vs. incident response).  


 
• Ability to use functional reasoning in performing influence functions such as 


supervising, managing, leading, teaching, directing and controlling. 
 


• Ability to persuade, convince, and/or train others, including the ability to act in a 


lead worker capacity.  Ability to advise and interpret how to apply policies, 
procedures and standards to specific situations. 


 
Language Skills 


• 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 utilize a variety of advisory data and information such as Wisconsin 
Administrative Code, blueprints and building diagrams, insurance reports, 


schedules, lists, hazardous materials lists, storage tank permits, photos, fire 
inspection reports, incident reports, inventory lists, logs, billing statements, NFPA 


Code, municipal ordinances, maps, Nifer manual, technical operating manuals, 


statutes, procedures, guidelines and non-routine correspondence. 
 


Mathematical Skills 







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


 
Judgment and Situational Reasoning Ability 


• Ability to use functional reasoning in performing influence functions such as 
supervising, managing, leading, teaching, directing and controlling. 


 


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


judgmental criteria.  
 


• Ability to properly account for risks vs benefits in making decisions for various 
operations, actions, etc. during SFD Operations.  


 
• Ability to realize limitations of self and others, to not take on or assign tasks that 


the AC or other members are not trained, skilled, physically able to perform or 
otherwise unable to attempt the task without undue safety considerations.  


 
Physical and Mental Abilities Required to Perform Essential Position 


Functions 
• Ability to operate equipment and machinery with some requiring complex and 


rapid adjustments, such as rescue tools, fire vehicles, breathing apparatus, 


ladders and hoses, ventilation fans, two-way radios, hazmat suit, water suit and 
hand tools. 


 
• Ability to coordinate eyes, hands, feet and limbs in performing skilled 


movements. 
 


• 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 
extrication equipment, charged fire hoses and other firefighting equipment with 


some weighing over 100 pounds.  Ability to stand for prolonged periods while 
operating firefighting equipment and apparatus. 


 
• Ability to recognize and identify degrees of similarities or differences between 


characteristics of colors, forms, sounds and odors associated with job-related 


objects, materials and ingredients.  Ability to locate fire using sound, move 
through smoke-filled areas by feel. 


 
Environmental Adaptability 


• Ability to work under occasionally unsafe and uncomfortable conditions where 
exposure to environmental factors such as temperature variations, odors, toxic 


agents, smoke, potential violence, noise, wetness, machinery, electrical currents, 
disease and/or dust can cause discomfort and where there is a risk of injury. 


 
Position Specific Responsibilities: Each of the Assistant Chiefs will have separate 


duties to assist in the operation of the department: 
• Fire Operations 







• Rescue Operations 
• Health and Safety 


 
Fire Operations: 


• Knowledge of best practices for firefighting (Structural and Wildland) activities. 
 


• Knowledge of appropriate local, state and federal rules relating to fire 


suppression activities (NFPA, SPS 330, appropriate OSHA guidelines, etc.) 
 


• Responsible for monitoring, revision and development of SOP/SOG’s, best 
practices, and other guiding principles for SFD.  


 
• Assist in developing proposals for budgetary requests applicable to Fire 


Operation specific training, equipment, software, etc.  
 


• Response planning for incidents, including vehicle personnel assignments and 
mutual aid planning.  


 
Rescue Operations: 


• Knowledge of best practices for rescue activities. This includes extrication, water 
rescue, other technical rescue activities.  


 


• Knowledge of appropriate local, state and federal rules relating to fire rescue 
activities (NFPA, SPS 330, appropriate OSHA guidelines, etc.) 


 
• Responsible for monitoring, revision and development of SOP/SOG’s, best 


practices, and other guiding principles for SFD.  
 


• Assist in developing proposals for budgetary requests applicable to Rescue 
Operation specific training, equipment, software, etc.  


 
• Response planning for incidents, including vehicle personnel assignments and 


mutual aid planning.  


 


Health and Safety 


• Knowledge of all applicable safety standards and best practices for firefighting 


and rescue activities.  
 


• Knowledge of appropriate local, state and federal rules relating to fire 
suppression activities (NFPA, SPS 330, appropriate OSHA guidelines, etc.) 


• Coordinate with department officers to satisfy requirement of SPS 330.05 
 


• Acting as lead, development of Incident Safety officer functions within SFD, for 
use at training and incident scenes.  


 
• Assist in coordination of SFD safety programs, with the Fire Chief, Deputy Chief 


and City of Stoughton HR/Risk Management.  
 







• Development of physical standards for SFD members that participate in various 
functions/duties. Examples include interior firefighter, driver operator, command 


officer, non-firefighting member.  
 


• Research and make recommendations for development of a health and wellness 
program for SFD Members with goals to minimize physical injury, illness and 


other potentials for causing harm or death to SFD members (and others) 


assisting at training and incidents.  
 


 
 


 
 


 
 


 
 


 
EQUAL OPPORTUNITY EMPLOYER 


 
The City of Stoughton is an Equal Opportunity Employer.  In compliance with 


applicable state and federal law, the City will provide reasonable accommodations to 


qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the City. 


 
 


 
 


 
 


 
 


 
 


ACKNOWLEDGEMENT: 
 


All requirements of the described position are subject to change over time. The 


employee may be required to perform other duties as requested by the City. 
 


I acknowledge that this job description is neither an employment contract nor a 
legal document. I have received, read, and understand the expectations for the 


successful performance of this job. 
 


 
Printed Name: ____________________________________ 


 
 


Signature: _______________________________________ Date: _____________  


 








 


 
 


FIRE DEPARTMENT 
Fire Captain 


REPORTS TO: Assistant Fire Chief         GRADE: NG                            FLSA: N    
 
SUMMARY OF POSITION 
The Captain position is the first-level supervisor within the Stoughton Fire 
Department (SFD). Firefighters report to their Captain for day-to-
day/administrative purposes. Captains report to their assigned assistant chief for 
day-to-day/administrative purposes. During incidents, Captains’ reporting will be 
based on the job assignments for the incident. 


DUTIES AND RESPONSIBILITIES: 
Core Duties and Responsibilities - The following duties are the primary duties of 
this position but do not compose an exclusive or all-encompassing list of duties. 
Other duties may be assigned or required to accomplish the main goals of this 
position. 


• Responds to emergency incidents in fire department apparatus, filling the role 
of vehicle officer, firefighter, operator or Incident Commander (as 
qualified/assigned).  


• Includes roles/responsibilities included in Stoughton Fire Department (SFD) 
Firefighter job description. See attached. 


• Participates in research, development of proposals for potential adjustments 
to SFD and City of Stoughton Standard Operating Guidelines (SOG’s), 
Standard Operating Procedures (SOP’s), best practices and other operational 
aspects as necessary to ensure SFD provides a high quality, effective, efficient 
and risk managed level of service to the citizens we serve.   


• Represent and help carry the mission of the SFD, encouraging, leading, and 
helping mentor all SFD members. 


• Ensures equipment is returned to service for use, whenever possible. If an 
issue exists that prevents return to service, ensure appropriate staff (Chief, 
Deputy Chief, etc.) are notified for appropriate repairs/replacement.  


• Acts as a supervisor as assigned at incidents, acting in the position of 
company officer, directing subordinates as required, unless relieved by a 
superior officer. 


• Acts as initial incident commander at incidents when necessary for efficient 
and safe emergency scene operations.  


• As an emergency scene incident commander, implement and coordinate a 
formal incident management system emphasizing firefighter and civilian 
safety. This includes collaborating with senior Firefighters/officers when 
appropriate.  







• 1st level supervisor for Firefighters/SFD members assigned to their respective 
company, for administrative purposes.  


• Maintains technical knowledge by attending outside trainings, educational 
workshops, studying publications and online sources, and participating in SFD 
accepted trainings. 


• Assists with training, as coordinated with the training committee and 
respective chiefs. 


• Assists with teaching members procedures, leadership skills, and other 
knowledge to assist with future promotions and leadership positions within 
SFD (progression planning).   


• Contributes to team effort by accomplishing related results as needed. 


• Promotes a positive atmosphere in all aspects of the Department, one that 
helps one another and builds a team that works together for the common goal 
of integrity, professionalism and a high level of service to the people that we 
serve. 


• Ability to be objective, use reason and good judgment in dealing with all kinds 
of people. 


• Ability to act with integrity and be professional in appearance and actions. 


• Ability to positively interact and communicate with the public. 


• Demonstrate proper methods of performing the various techniques of modern 
firefighting. 
 


• Fill out incident reports via paper and online mechanisms.  
 
• Participate/contribute to preplanning of incidents/risks within the City of 


Stoughton.  


• Performs other related functions as required and/or assigned.  
 
QUALIFICATIONS 
The ability to perform the Core Duties and Additional Duties listed above and: 
 
Education/Training/Certifications/Minimum Requirements  
 
• High school diploma 


 
• Valid Wisconsin’s Driver’s License 
 
• NIMS IS 100/IS 200/ICS 700/ICS 800 


 
• AHA-CPR Certification  


 
• Minimum Wisconsin Certified Firefighter 1 







 
• Meets DSPS 330 requirements, as a command officer, Fire Officer 1 and 2 would 


be desirable, but not required.  
 


• Ability to pass background check, driving requirements, pre-employment 
physical, and drug screen. 
 


• Minimum of 5 years active firefighting experience.  
 


• Experience working within the Incident Command System, at varying levels, 
including Section Chief level. 
 


Post-Appointment Training Requirements 
• Continuing education of outside SFD training, minimum of 10 HOURS 


annually.  
• Fire Instructor 1 Certification (within one year of appointment, class 


availability dependent). 
• Fire Officer 1 Certification (within two years of appointment, class availability 


dependent). 
 


Recommended Classes: 
• ICS Classes specific to positions in an ICS Structure. Such as NIMS IS300 and 


IS 400.  
• Advanced technical level training for various tasks within the SFD response 


structure. Examples are extrication, ladder ops, technical rescue, etc.  
 


Supervisory Skills 
• Ability to assign, supervise, and review the work of others in a manner that is 


efficient and respectful, balanced against the immediate needs of the situation 
(day-to-day vs. incident response).  


 
• Ability to use functional reasoning in performing influence functions such as 


supervising, managing, leading, teaching, directing and controlling. 
 


• Ability to persuade, convince, and/or train others, including the ability to act 
in a lead worker capacity.  Ability to advise and interpret how to apply 
policies, procedures and standards to specific situations. 
 


Language Skills 
• 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 technical 
operating manuals, vehicle and equipment repair manuals, billing statements, 
time sheets, parts books and catalogs, electrical diagrams, hydraulic 







diagrams, procedures, guidelines, schedules, lists, hazardous materials lists, 
incident reports, inventory lists, logs, maps and non-routine correspondence. 


Mathematical Skills 
• Ability to add and subtract, multiply and divide, and calculate percentages, 


fractions, and decimals. 
 
Judgement and Situational Reasoning Ability 


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


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


 
• Ability to think clearly and react effectively in emergency situations. 


 
• Ability to use reason and good judgment in dealing with uncertainty and 


when under pressure. 
 


Physical and Mental Abilities Required to Perform Essential Position  
Functions 


• Ability to operate equipment and machinery with some requiring complex and 
rapid adjustments, such as rescue tools, fire vehicles, breathing apparatus, 
ladders and hoses, ventilation fans, two-way radios, hazmat suit, water suit 
and hand tools. 
 


• Ability to coordinate eyes, hands, feet and limbs in performing skilled 
movements. 
 


• 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 
extrication equipment, charged fire hoses and other firefighting equipment 
with some weighing over 100 pounds. Ability to stand for prolonged periods 
while operating firefighting equipment and apparatus. 
 


• Ability to recognize and identify degrees of similarities or differences between 
characteristics of colors, forms, sounds and odors associated with job-related 
objects, materials and ingredients. Ability to locate fire using sound, move 
through smoke-filled areas by feel. 


Environmental Adaptability 
• Ability to work under occasionally unsafe and uncomfortable conditions where 


exposure to environmental factors such as temperature variations, odors, 
toxic agents, smoke, potential violence, noise, wetness, machinery, electrical 
currents, disease and/or dust can cause discomfort and where there is a risk 
of injury. 


 
 
 
 







 
 
 
 


 
EQUAL OPPORTUNITY EMPLOYER 


 
The City of Stoughton is an Equal Opportunity Employer.  In compliance with 


applicable state and federal law, the City will provide reasonable accommodations to 
qualified individuals with disabilities and encourages both prospective and current 


employees to discuss potential accommodations with the City. 
 
 
 
 
 
 
ACKNOWLEDGEMENT: 
 
All requirements of the described position are subject to change over time. The 
employee may be required to perform other duties as requested by the City. 
 
I acknowledge that this job description is neither an employment contract nor a 
legal document. I have received, read, and understand the expectations for the 
successful performance of this job. 
 
 
Printed Name: ____________________________________ 
 
 
Signature: _______________________________________ Date: _____________  
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Public Works Department 
Office Manager 


REPORTS TO: Director of Public Works PAY GRADE: FLSA: N 


SUMMARY OF POSITION 
Performs a variety of duties related to the effective operation of the Public Works 


Department, including, but not limited to general clerical and administration work, 
data management, accounting activities and website management. Employees in 
this class follow established procedures but must exercise judgment in analyzing 
transactions, making recommendations to senior management, and determining 
appropriate action. Works under the general supervision of the Director of Public 
Works. 


Additionally, this position is required to attend the Public Works Committee Meeting. 
This includes preparing and processing the meeting packets and typing minutes for 
submittal to be made public. 


DUTIES AND RESPONSIBILITIES 
Core Duties and Responsibilities - The following duties are the primary duties of 
this position but do not compose an exclusive or all-encompassing list of duties. 


Other duties may be assigned or required to accomplish the main goals of this 
position. 


• Facilitates the efficient operation of the administrative office of the Public Works
Department and performs a variety of duties to support the supervisory and
general staff members.


• Answers department phones; greets and assists residents and customers;
provides information regarding Department services; refers callers to
appropriate personnel/department; takes and relays messages, etc.
Communicates complaints with management staff and crew members as needed


• Manages the records and operation of the Riverside and Wheeler Prairie
Cemeteries. Updates and completes Cemetery program and maps with
information of burials and corrections. Also works with funeral homes, grave
diggers, monument companies and public to arrange burials, sell grave sites and
locating graves. Completes information/billing sheets to invoice funeral homes
and public for burial charges. Handles inquiries regarding the cemetery and
responds to customers.


• Process and submit digger locates for projects to Diggers Hotline. Monitors
and distributes incoming diggers hotline locates and emergency locates;
forwards to Street Supervisor as necessary.
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• Prepares purchase orders and verifies correct account numbers for billing; 
submits to Director or Supervisor for signature. May be required to draft a memo 
with supporting documentation 


• Act as a liaison between building inspector, residents and John’s Disposal. Track 
when new totes are ordered, code billing and keep records of invoicing. 
Coordinate with John’s when residents request new totes or when a 
home/building is in question about getting service and how many totes are 
allotted. 


• Keeps accurate records of the Public Works fleet inventory. Documenting the 
acquisition and disposal of Public Works Fleet equipment. 


• Create monthly invoices for other city departments for fleet services, street 
opening permits, and other billable functions within the Public Works 
Department. 


• Determine correct account number to process bills for payments, including credit 
card charges, research and correct discrepancies with invoices, run budgeting 
reports to verify and balance accounts. If errors are found, this position may be 
required to type memos and provide other supporting documentation for Finance 
Department to make journal entries for corrections. 


• Enter payroll for employees in the City’s financial software program, including 
equipment usage and compile reports as necessary. Monitor time off for each 
employee to ensure it is correct. 


• Balance and deposit funds for Street Openings, Electronic Recycling, Cemetery, 
Developer Tree Plantings and Tree Commission Donations and all other revenue 
funds that Public Works is responsible for. Runs reports on balances and 
expenditures for accuracy and report out to committees monthly. Collects fees, 
monitors deposits and schedules dumpsters for e-waste recycling. Orders and 
maintains records of yard waste permits, stickers and sign in sheets. Enters 
permit sales and site usage into computer to summarize and develop reports. 
Record, balance and prepare funds received for deposit. 


• Keep log of costs for stormwater fuel monthly by comparing employee vehicle 
usage with vehicle gas cards and code appropriately; coordinate with Finance 
Dept. 


• Coordinates with Public Works staff to update the sign inventory program 
(including forms), locate MUTCD codes and new ordinance codes to use for 
imputing sign(s), print out and update reports as necessary. 


 
• Monitors and updates the Public Works website weekly and as necessary. 


Creates and posts to City social media accounts as needed.
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• Types a variety of reports, memos and other correspondence including Street 
Openings, notices and packets for Public Works Committee, applications for DNR 
grants, bids, articles. 


• Log and keep track of any accidents/damages within the city that incur costs; 
invoice to responsible party or coordinate with PD to try and collect as needed 


• Put Committee meeting packages together, distribute to appropriate 
personal/committees and post online to the document site for public viewing. 


• Attends and records minutes for Public Works Committee. 


• Responsible for scheduling training sessions, meetings and workshop for 
department staff. 


• Prepares snow emergency documents and formally notifies the media of snow 
emergencies when they occur. 


• Obtains Safety Data Sheets (SDS) for new products; update notebooks in shop 
area and provides copy to City Hall. Removes outdated material into an inactive 
notebook to keep on file for the allotted time period required by law. 


• Coordinates the first aid and blood borne kit replenishment with the third-party 
contractor. 


• Maintains and orders office, apparel and garage supplies as needed. In charge of 
ordering staff uniforms. Keep track of each employee’s yearly clothing 
allowance. 


• Provides crews with forms for scheduled brush and leaf pick up collection and 
tracks quantities for annual reports. 


• Updates safety data sheet manual as needed; ensures that all employees have 
access to a copy. 


• Researches wide ranging questions from the public, provides assistance, 
direction and referrals to solve their inquiries. 


• Sorts, indexes, and files public works documents according to prescribed 
classifications. 


 
Additional Duties and Responsibilities - The following duties are necessary for 
operations, but may be shared with or performed by other employees. The listed 
duties do not compose an exclusive or all-encompassing list of additional duties. 
Other duties may be assigned or required to accomplish the main goals of this 
position. 


•   May Assist with election polling site functions for large elections 
 


•   Performs other related functions as assigned or required. 
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QUALIFICATIONS 
The ability to perform the Core Duties and Additional Duties listed above and: 


 
Education/Training/Certifications 


 
• High School Diploma or equivalent. 


 
• Associate Degree in business, community relation or closely related field preferred 


or any equivalent combination of experience and training. 
 


• Considerable experience in billing, accounts receivable, customer relations, and 
clerical work. 


 
Language Ability and Interpersonal Communication Skills 


• 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 and/or advisory 
data and information such as invoices, bid sheets, meeting packets and minutes, 
MSDS sheets, permits, maps, lists, manuals, catalogs, procedures, guidelines and 
non-routine correspondence. 
 


• Ability to communicate effectively with the Director and all department personnel, 
other City departments, vendors and the public. 


 
Mathematical Ability 


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


 
Judgment and Situational Reasoning Ability 


•   Requires the ability to carry out instructions furnished in written, oral or 
diagram form. Involves semi-routine standardized work, with some latitude for 
independent judgment regarding choices of action. 


 
•   Requires the ability to exercise the judgment, decisiveness and creativity 


required in situations involving the evaluation of information against measurable 
or verifiable criteria. 
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Physical Requirements 
•   Ability to operate office equipment and machinery requiring simple 


but continuous adjustments, such as computer keyboard/typewriter, 
calculator/adding machine, telephone, etc. 


 
•   Ability to coordinate eyes, hands, feet and limbs in performing 


skilled movements such as rapid keyboard use. 
 


•   Ability to exert light physical effort in sedentary to light work associated 
with office work. 


 
•   Ability to recognize and identify similarities or differences between 


characteristics of odors, associated with job-related objects, materials and 
tasks. 


 
Environmental Adaptability 


• Ability to work under generally safe and comfortable conditions where exposure to 
environment factors poses little risk of injury. 


 
 


EQUAL OPPORTUNITY EMPLOYER 
 


The City of Stoughton is an Equal Opportunity Employer. In compliance with 
applicable state and federal law, the City will provide reasonable accommodations 


to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the City. 


 
 
 


ACKNOWLEDGEMENT: 
 


All requirements of the described position are subject to change over time. 
The employee may be required to perform other duties as requested by the 
City. 


 
I acknowledge that this job description is neither an employment contract nor 
a legal document. I have received, read, and understand the expectations for 
the successful performance of this job. 


 


Printed Name:   
 
 


Signature:  Date:   
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Full Time 15 Adds one full time employee
Yard Waste Attendants LT Seasonal 3


ST Seasonal 7
Total 25


Open Pisitions


Anticipated New Full Time Position in Fall


Open
Open


Horticulture - 599
Jeff Wingert


John Foley


Open
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Andy Iverson
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Pete Vike


Craig Brekken
Open


Winter (Plowing) Short Term Seasonals - 599


Forestry Intern Tony Garcia
John Udstuen - Lead


New Spring/Summer/Fall
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Ethan PetersonDale Teigen


John Kemppainen Bryce Bronstad
Winter


Machine Operators Parks Machine Operator Fleet Mechanic


Ryan Dalsoren


Long Term Seasonal - 1199


John Halverson Mark Edwards
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