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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.

Personnel Committee of the City of Stoughton
Tuesday, August 16, 2022 @ 5:30 pm

Stoughton Utilities — Ed Malinowski Room
600 S 4t Street, Stoughton, Wi 53589

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

Director Gilingham

Call to Order

Approval of the Monday, July 18, 2022 Personnel Meeting minutes
Communications/Updates

Discussion and possible action regarding Utilities Realignment

Future Agenda ltems

e Leadership Backup Plan Outline

e Accrued Sick Leave for Retiring Employee — Sworn Police and City Staff

e Disciplinary Action & Compensation

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.






PERSONNEL COMMITTEE MEETING MINUTES
Monday, July 18, 2022 @ 5:30 pm

Ed Malinowski Boardroom

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

Director Gilingham

Absent & Excused: Fred Hundt (Vice-Chair)

1.

CALL TO ORDER:
Chair Reeves called the meeting to order at 5:30 pm.

Approval of the minutes from Monday, June 4, 2022

Motion to approve Schumacher, Jenson second, Approved 3-0

Communications/Updates

POLICE

Director Gilingham stated that Dan Jenks was sworn in as the Interim Police Chief on
Friday, July 8™, She stated that the recruiting process is closed for the Chief's position
and that the PFC has the month of July off, so they would be holding interviews in
August.

Director Gilingham stated that the Police Officer position recruitment is open until July
27t and that she was working with the Interim Chief to expedite the hiring process for
Police Officers by having the assessment and testing held on the same day instead of
separate days. She stated that this would decrease the hiring process from its current
time of 3 weeks.

Director Gilingham stated that with the last hire of a full time Dispatcher the full time
positions are now filled. She stated that interviews for a part-time Dispatcher were held
today and that they had three good candidates for the position.

Recreation
Director Gilingham stated that the part-time Recreation Assistant position had finally
been filled.

Human Resources

Director Gilingham stated that the Human Resources department had sent out a
newsletter for the first fime in June and that it was something the department hoped to
do every month going forward.

Director Gilingham stated that from the meeting with CYMIC she had learned that
insurance renewals are looking rough as the market has hardened. She stated that the
City may be looking at a 100% increase for cyber coverage.

Director Gilingham stated that Health for mid-year has been running just south of 20%.
She stated that Mercy has dropped Quartz and that this has affected some on the City
employees who will now have to travel further for services. She also stated that she had
told Director Ehlinger that renewal could run about 13-15%.

WORK RULES

Director Gilingham stated that the Work Rules & Policy Manual Group had met both 1
& 2nd quarters to discuss and then finalize changes to be made. She stated that the
Committee will be reviewing those changes tonight and the 3< quarter Group meeting
would be scheduled for September.





Staffing
e Director Gillingham stated that the new Admin Assistant for HR had started is doing
great. She stated that the Admin is asking for full time and HR could use full time.

Labor Day

e Director Gillingham stated that the September Personnel meeting falls on Labor Day and
asked what the group wanted to do. There was some discussion and the Committee
members said they would look at their calendars and let Director Gillingham know.

Department Head Meetings

e Director Gilingham stated that she had been meeting with each Department Head
regarding their employee’s compensation. She stated that she is analyzing the data but
she feels that we need to focus on compensation because we have fallen behind other
municipalities in some cases.

e Director Gilingham told the Committee that renewals were coming up and that there
more information on this in the next 4-6 weeks.

Discussion and possible action regarding Work Rules & Policy Manual updates from 1st and
2nd quarter review by Work Rules Group

Director Gilingham updated the Committee on the changes made to the Work Rules. There
was some discussion but no changes to be made.

Jenson Motion to approve all updates, Schumacher 29, All in Favor 3-0

Director Gilingham updated the Committee on the changes made to the Policy Manual.
There was some discussion and recommendations to change some of the wording
regarding the Covid Pandemic Policy. Chair Reeves also asked that the “changes made”
spreadsheet be updated to show correct pages/items.

Jenson Motion to approve all updates, Schumacher 29, All in Favor 3-0

Future Agenda ltem
There was some discussion regarding g Sick Time Donation. The Committee told Director
Gillingham that this is not a program the City is interested in developing at this time.

e Leadership Backup Plan

e Accrued Sick Leave for Retiring Employee — Sworn Police and City Staff

e Disciplinary Action & Compensation

. Motion to adjourn Schumacher, second Jenson, Approved 3-0.

Meeting adjourned 6:40 pm.

Respectfully submitted 6/8/2022 by HR Generalist Skarda
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Stoughton

UTILITIES DEPARTMENT
Wastewater System Division
Advanced Certified Wastewater Operator

REPORTS TO: Wastewater System Supervisor PAY GRADE: W-4 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain and operate the water pumping, storage,
and distribution systems, and the wastewater treatment facilities and sanitary
sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations. This position is identical to other Advanced
Certified Operator positions in terms of job scope and required qualifications and
certifications, however may differ in day-to-day duties and assignments.

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.

e Provides safe drinking water conditions to protect Stoughton Utilities
customers, via obtaining and testing routine water samples, monitoring and
recording well pump operations and storage tank volumes, monitoring and
testing water and wastewater quality conditions, and monitoring and
recording data and operations on the water/wastewater SCADA system.

e Ensures environmentally responsible wastewater treatment and discharge via
obtaining and testing routine wastewater treatment samples throughout the
treatment process, monitoring and recording plant operations and tank
volumes, monitoring and testing wastewater influent and effluent quality
conditions, and monitoring and recording data and operations on the
water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops,
services, and hydrants. Installs and maintains water service connections.
Performs routine maintenance to other water system infrastructure and
equipment. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
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equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all
other equipment at the wastewater treatment facility.

e Obtains and prepares samples of drinking water and wastewater treatment,
and performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed, and/or delivers samples to outside laboratories. Prepares graphs,
charts, and reports from sample data, and reports out findings. Makes
adjustments to drinking water and wastewater treatment operations and
calculates amount of chemical additives according to test results.

e Prepares, or assists with the preparation of monthly water pumpage and
wastewater treatment reports, and submits to the Wisconsin Department of
Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Operates the water/wastewater SCADA system to monitor system health,
record data and equipment readings, operate controls, evaluate system
performance, and investigate trouble conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives safety and conservation presentations.

e Completes and maintains work orders, time sheets, preflight checklists,
tailgate meetings, inventory forms, and all other division paperwork, and
maintains records and prepares reports as directed. Conducts system
inspections and records findings.
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Maintains GIS software applications and databases, including service

connection details, flushing and exercising maintenance records, televising

records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned

activities outside of the typical work schedule, including but not limited to

planned customer outages or system maintenance work, as well as planned

seasonal schedule changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Divisions. Maintains

an ability whenever possible to respond to utility emergencies and assist
those serving on-call.

Complies with all Stoughton Utilities safety programs, and guidelines and

regulations set by the Public Service Commission of Wisconsin (PSCW).
Ensures full Water and Wastewater System Divisions compliance of the same.

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.

Disconnects water service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

Installs water meters at customer premises, including temporary and
permanent services. Assists the meter technician with the maintenance and
repair of water meters. Reconnects water services and transfers water
meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Electric System Division,
including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operation, groundsman duties, and
other tasks as directed. Provides local and regional emergency disaster
response.

Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.
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At the discretion of the Utilities Director, this position may temporarily be
assigned as the designated Operator in Charge of the Stoughton Wastewater
Treatment Facility and assume all obligations and responsibility for regulatory
compliance.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma or equivalent, and three or more years water and/or
wastewater operator experience.

Wisconsin Department of Natural Resources (DNR) Wastewater Treatment
Plant Operator — Advanced certification for the Stoughton Wastewater
Treatment facilities.

Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G
and D for the Stoughton Waterworks.

Successful completion of the DNR Advanced Laboratory exam.

Ability to maintain the required continuing education credits for the above
DNR operator and laboratory certifications.

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

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; facilities operation and maintenance manuals;
engineering reports; technical operating manuals; city and utility policies and
procedures; guidelines; non-routine correspondence; Public Service
Commission of Wisconsin rules, regulations, and tariffs; Wisconsin
Department of Natural Resources rules and regulations; and safety rules and
manuals.
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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 requests.

Ability to communicate effectively in writing and orally with customers,
department and all levels of City personnel, plumbers, contractors, regulatory
representatives, and the general public.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability

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

Ability to apply principles of influence systems such as leading and teaching.
Ability to exercise the judgment, decisiveness and creativity required in

situations involving the evaluation of information against sensory and
judgmental criteria.

Physical Requirements

Ability to operate equipment and machinery such as impact tools, sewer line
jet truck, back hoe, roller, loaders, dump truck, forklift, wood chipper, meters,
hand and power tools, snow plows and blowers, lab instruments, excavation
hand tools, and other equipment requiring monitoring multiple conditions and
making multiple, complex, and rapid adjustments. Ability to repair complex
equipment and machinery.

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

Ability to install and repair meters and perform coordinated activity,
potentially in tight spaces.

Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

Council Approved ADD DATE





e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e 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.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Water System Division
Advanced Certified Water Operator

REPORTS TO: Water System Supervisor PAY GRADE: W-4 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain and operate the water pumping, storage,
and distribution systems, and the wastewater treatment facilities and sanitary
sewer collection system for the City of Stoughton, with a focus on water distribution
operations. This position is identical to other Advanced Certified Operator positions
in terms of job scope and required qualifications and certifications, however may
differ in day-to-day duties and assignments.

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.

e Provide safe drinking water conditions to protect Stoughton Utilities
customers, via obtaining and testing routine water samples, monitoring and
recording well pump operations and storage tank volumes, monitoring and
testing water and wastewater quality conditions, and monitoring and
recording data and operations on the water/wastewater SCADA system.

e Ensures environmentally responsible wastewater treatment and discharge via
obtaining and testing routine wastewater treatment samples throughout the
treatment process, monitoring and recording plant operations and tank
volumes, monitoring and testing wastewater influent and effluent quality
conditions, and monitoring and recording data and operations on the
water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops,
services, and hydrants. Installs and maintains water service connections.
Performs routine maintenance to other water system infrastructure and
equipment. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
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equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all
other equipment at the wastewater treatment facility.

e Obtains and prepares samples of drinking water and wastewater treatment,
and performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed, and/or delivers samples to outside laboratories. Prepares graphs,
charts, and reports from sample data, and reports out findings. Makes
adjustments to drinking water and wastewater treatment operations and
calculates amount of chemical additives according to test results.

e Prepares, or assists with the preparation of monthly water pumpage and
wastewater treatment reports, and submits to the Wisconsin Department of
Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Operates the water/wastewater SCADA system to monitor system health,
record data and equipment readings, operate controls, evaluate system
performance, and investigate trouble conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives safety and conservation presentations.

e Completes and maintains work orders, time sheets, preflight checklists,
tailgate meetings, inventory forms, and all other division paperwork, and
maintains records and prepares reports as directed. Conducts system
inspections and records findings.
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e Maintains GIS software applications and databases, including service
connection details, flushing and exercising maintenance records, televising
records, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Divisions. Maintains
an ability whenever possible to respond to utility emergencies and assist
those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW).
Ensures full Water and Wastewater System Divisions compliance of the same.

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.

e Disconnects water service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

e Installs water meters at customer premises, including temporary and
permanent services. Assists the meter technician with the maintenance and
repair of water meters. Reconnects water services and transfers water
meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric System Division,
including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operation, groundsman duties, and
other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.
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At the discretion of the Utilities Director, this position may temporarily be
assigned as the designated Operator in Charge of the Stoughton Wastewater
Treatment Facility and assume all obligations and responsibility for regulatory
compliance.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma or equivalent and three or more years water and/or
wastewater operator experience.

Wisconsin Department of Natural Resources (DNR) Wastewater Treatment
Plant Operator — Advanced certification for the Stoughton Wastewater
Treatment facilities.

Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G
and D for the Stoughton Waterworks.

Successful completion of the Wisconsin DNR Advanced Laboratory exam.

Ability to maintain the required continuing education credits for the above
DNR operator and laboratory certifications.

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

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; facilities operation and maintenance manuals;
engineering reports; technical operating manuals; city and utility policies and
procedures; guidelines; non-routine correspondence; Public Service
Commission of Wisconsin rules, regulations, and tariffs; Wisconsin
Department of Natural Resources rules and regulations; and safety rules and
manuals.
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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 requests.

Ability to communicate effectively in writing and orally with customers,
department and all levels of City personnel, plumbers, contractors, regulatory
representatives, and the general public.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability

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

Ability to apply principles of influence systems such as leading and teaching.
Ability to exercise the judgment, decisiveness and creativity required in

situations involving the evaluation of information against sensory and
judgmental criteria.

Physical Requirements

Ability to operate equipment and machinery such as impact tools, sewer line
jet truck, back hoe, roller, loaders, dump truck, forklift, wood chipper, meters,
hand and power tools, snow plows and blowers, lab instruments, excavation
hand tools, and other equipment requiring monitoring multiple conditions and
making multiple, complex, and rapid adjustments. Ability to repair complex
equipment and machinery.

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

Ability to install and repair meters and perform coordinated activity,
potentially in tight spaces.

Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.
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e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

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.
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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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Stoughton

UTILITIES DEPARTMENT
Electric System Division
Apprentice Lineworker

REPORTS TO: Electric System Supervisor PAY GRADE: EL-2 FLSA: N

SUMMARY OF POSITION

The purpose of positions in this classification is to efficiently and safely assist in
performing electrical distribution line construction, maintenance, and repair tasks, in
accordance with Stoughton Utilities construction specifications and standards.
Responsibilities for this position will increase in complexity and level of individual
responsibility as the employee progresses through the utility’s Apprentice
Lineworker program.

This position is intended to provide education and on-the-job training leading to
Journeyman Lineworker status and requires continual progression, and is not
considered a permanent employment status. Advancement to Journeyman
Lineworker status occurs upon completion of required classroom instruction, on-the-
job training hours, and demonstration of job knowledge and competency.

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.

e Operates diggers, bucket trucks, and hand tools near and around electrical
distribution lines. Operates live-line tools to connect and disconnect
distribution lines and components. Installs primary and secondary overhead
and underground electrical systems. Performs all other industry-standard
duties expected of an apprentice lineworker.

e Prepares and secures safe work sites, including truck and equipment setup,
placement of warning signs and cones, traffic control and direction, and more.
Conducts tailboard meetings to review projects and safety.

e Completes field staking using staking sheets provided by the Utilities
Distribution System Coordinator.
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e Operates the electric SCADA system to monitor system health, record data
and equipment readings, operate controls, evaluate circuit performance and
load, and investigate outage conditions.

e Performs Responds to customer inquiries and complaints and performs
corrective measures. Communicates with customers as required to resolve
customer inquiries and complaints, and to provide notice of planned system
outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.

e Installs, repairs, and maintains municipal street lighting.

e Monitors system tree trimming and removal needs, and ensures clearance
program compliance. Works with division employees to trim and remove trees
and brush. Communicates with customers to provide notice of upcoming line
clearance projects and resolves line clearance complaints and inquiries.

e Participates in the utility’s apprentice lineworker program, including soliciting
and receiving education and mentorship, and working towards advancement
through the program.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives electrical safety presentations.

e Completes and maintains work orders, staking sheets, outage reports, time
sheets, preflight checklists, tailgate meetings, inventory forms, and all other
division paperwork, and maintains records and prepares reports as directed.
Conducts system inspections and records findings.

e Attends Maintains GIS software applications and databases, including electric
service connection details, circuit identifications, overhead and underground
system inspections, equipment maintenance tasks, and other records as
directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to travel within Wisconsin to locations requiring overnight

stays up to a week in length to complete the required apprenticeship
classroom and hands-on training.
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Maintains an ability whenever possible to respond to utility emergencies and
assist those serving on-call. As progression through the apprenticeship
program occurs, maintains an ability to serve on standby on-call duty,
scheduled on a rotational basis within the Electric System Division.

Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW) and
the National Electric Safety Code (NESC).

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.

Disconnects electrical service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

Installs electric meters, including current transformers (CTs) and voltage
transformers (VTs) as necessary, at customer premises, including temporary
and permanent services. Assists the meter technician with the maintenance
and repair of electric meters, CTs, and VTs. Reconnects and transfers electric
meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Wastewater and Water
System Divisions, including basic system repair, traffic control and direction,
site preparation and cleanup, equipment transport and operation, and other
tasks as directed. Provides local and regional emergency disaster response.
Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma or equivalent and vocational/technical training in
electrical systems, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.
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Successful completion of a nine-month electric power distribution technical
course, or enrollment in the State of Wisconsin lineworker apprenticeship
program preferred.

Ability to maintain enrollment in the State of Wisconsin lineworker
apprenticeship program is required.

Ability to obtain and maintain forklift certification and CPR/First Aid
certification is required.

Ability to obtain and maintain a commercial driver’s license with tanker and
airbrake certification is required. A valid motor vehicle operator’s license is
required at hire.

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

Ability to utilize a wide variety of advisory data and information, such as work
orders; staking sheets; utility maps and diagrams; construction specifications;
technical operating manuals; city and utility policies and procedures;
guidelines; non-routine correspondence; Wisconsin Department of
Transportation rules and regulations; and safety rules and manuals.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as 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 requests.

Ability to communicate effectively in writing and orally with customers,
department and all levels of City personnel, electricians, contractors, and the
general public.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.
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Judgment and Situational Reasoning Ability

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

Ability to apply principles of influence systems such as leading and teaching.
Ability to exercise the judgment, decisiveness and creativity required in

situations involving the evaluation of information against sensory and
judgmental criteria.

Physical Requirements

Ability to operate equipment and machinery such as impact tools, aerial
bucket truck, digger/derrick, forklift, wood chipper, chain saw, back hoe,
roller, compression tools, cable cutters, nail gun, meters, hand and power
tools, snow plows and blowers, and other equipment requiring monitoring
multiple conditions and making multiple, complex, and rapid adjustments.
Ability to repair complex equipment and machinery.

Ability to coordinate eyes, hands, feet, and limbs in performing skilled
movements such as high voltage electrical work.

Ability to install and repair meters and perform coordinated activity around
live electricity, potentially in tight spaces.

Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, textures, and odor associated with job-
related objects, materials, and tasks.

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, and high voltage
electrical currents. This exposure may cause discomfort and presents a high
risk of injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Technical Operations Division
Apprentice Meter Technician

REPORTS TO: Billing & Metering Supervisor PAY GRADE: EL-1 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to assist in the maintenance, repairs, testing,
installation, and reading of electric and water meters, and to complete water cross
connection inspections for the City of Stoughton. This position shall be responsible
for assisting in the evaluation of electric and water services and determination of
the appropriate metering design, procurement and maintenance of electric and
water meters and test equipment, maintenance of electric and water meter records,
and installation of electric and water meters and equipment.

Responsibilities for this position will increase in complexity and level of individual
responsibility as the employee progresses through the utility’s apprentice meter
technician program.

This position is intended to provide education and on-the-job training leading to
Journeyman Meter Technician status and requires continual progression, and is not
considered a permanent employment status. Advancement to Journeyman Meter
Technician status occurs upon completion of required classroom instruction, on-the-
job training hours, and demonstration of job knowledge and competency.

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.

e Maintains the utility’s electric and water meter testing programs to ensure
compliance with Public Service Commission of Wisconsin (PSCW) regulations
and periodic test schedules.

e Tests single and three-phase electric meters both in the field and in the shop
in accordance with PSC rules. Maintains, and repairs meters, current
transformers (CTs), and voltage transformers (VTs). Prepares and issues
reports on electric meter test quantities and results to division supervisors,
customer service staff, and regulatory agencies as directed.
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e Tests water meters both in the field and in the shop in accordance with PSC
rules. Installs, maintains, and repairs water meters. Prepares and issues
reports on water meter test quantities and results to division supervisors,
customer service staff, and regulatory agencies as directed.

e Manages the utility water and electric meter inventory. Establishes and
maintains metering standardization programs, and collaborates with the Asset
& Facilities Coordinator to maintain meter inventory, including the
procurement of new meters and the discarding of damaged and retired
meters. Prepares and issues reports on meter inventory and annual activity to
division supervisors, financial staff, and regulatory agencies as directed.
Completes the year-end inventory process for electric and water meters, CTs,
and VTs.

e Reviews applications for new and upgraded electric service connections, and
determines proper meter type, cabinet size and type, and need for CTs and
VTs, and wires customer meter sockets at commercial properties. Conveys
cabinet and socket requirements to customers and electrical contractors.
Collaborates with the Electric System Supervisor to coordinate electric meter
sizing, installation, and repair.

e Installs electric and water meters - including CTs and VTs as necessary - at
customer premises, including temporary and permanent services.

e Reviews applications for new water service connections, and determines the
proper meter sizing and type. Conveys plumbing requirements to customers
and plumbing contractors. Collaborates with the Water System Supervisor to
coordinate water meter sizing, installation, and repair.

e Maintains GIS software applications and databases, including electric and
water meter inventory, electric and water meter testing history, electric and
water service connection details and meter history, and other records as
directed.

e Assists in the management of the utility’s water Cross-Connection Control
Program to eliminate existing and prevent future cross-connections, in
accordance with Wisconsin Department of Natural Resources (DNR) rules.
Performs household and business inspections, issues corrective orders, and
performs follow-up inspections as necessary.

e Assists with utility billing operations by investigating zero/low meter readings
for both electric and water, and reports findings. Reviews customer history
and consumption trends to detect potential meter issues. Performs meter
rereads upon receipt of workorders.
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e Completes the monthly collection of electric and water meter readings for
cycle billing purposes. Maintains ability to work a flexible schedule in order to
complete the monthly meter reading collection outside of standard working
hours one day per month, typically on the first day of the month.

e Completes the daily meter readings for newly opened or closed customer
accounts. Processes all daily meter workorders.

e Coordinates field delinquent collections operations, including disconnecting
utility service to customers upon receipt of disconnection workorders.

e Receives and responds to customer inquiries and complaints and recommends
and performs corrective action in response.

e Attends and assists with utility-sponsored public events, prepares public
educational materials, and participates in outreach efforts.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to travel within Wisconsin to locations requiring overnight
stays up to a week in length to complete the required apprenticeship
classroom and hands-on training.

e Maintains an ability whenever possible to respond to utility emergencies and
assist those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW),
Wisconsin Department of Natural Resources (DNR), and the National Electric
Safety Code (NESC).

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.

e Greet and direct visitors. Answer, direct, and route telephone calls and
messages.

e Provide back up for various front-office tasks, including but not limited to:
processing customer payments, preparation of committee meeting packets,
preparation of daily bank deposits, organizational filing, negotiating deferred
payment agreements, etc.
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e Provide back up for processing customer payments received through various
physical and electronic methods, including but not limited to, banking
lockbox, online My Account payments, Autopay (ACH and credit card), night
deposit box, in-person, energy assistance, etc.

e Provide back up for daily visits to City Hall, local post office, and local bank
branch to receive and process incoming and outgoing postal and
interdepartmental mail and deliver the daily banking deposit. Sorts and
distributes received postal and interdepartmental mail to their intended
recipients.

e Maintains grounds and facilities, such as painting surfaces, snow and ice
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric, Wastewater, and
Water System Divisions, including basic system repair, traffic control and
direction, site preparation and cleanup, equipment transport and operation,
and other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks for all other divisions as directed.

QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma or equivalent, with one or more years electric metering
experience and basic water metering experience required, or any combination
of education and experience that provides equivalent knowledge, skills, and
abilities.

e Enroliment in the State of Wisconsin three-year Electric Meter Technician
apprenticeship required, or the ability to begin enrollment immediately upon
employment.

e Basic knowledge of drinking water distribution systems required; Wisconsin
Department of Natural Resources (WDNR) Grade T or Grade 1 Waterworks
Operator Certification, with subclasses G and D, preferred. Ability to obtain
and maintain such certification required.

e Valid motor vehicle operator’s license required; commercial driver’s license
with tanker and air brake certification preferred.
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Language Ability and Interpersonal Communication 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, records and transcribe data. Ability to classify, compute and
tabulate data.

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

Ability to utilize a variety of advisory data and information such as meter
records, city ordinances, PSC and DNR reports and bulletins, charts, policy
manuals, maintenance records, PSC and DNR rules and regulations, vehicle
manuals, equipment manuals, meter and CT wiring diagrams, construction
specifications and plans, service applications, electric service rules, safety
manuals and codes, and maps.

Ability to communicate effectively orally and in writing with department
personnel, customers, contractors, engineers, City employees, law
enforcement, and PSC and DNR statistical reports.

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

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability

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

Ability to use functional reasoning in performing diversified work activities.
Ability to exercise judgment, decisiveness, and creativity required in situations

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

Physical Requirements

Ability to operate equipment and machinery requiring monitoring multiple
conditions and making multiple, complex and rapid adjustments, such as
motor vehicles, meter test bench, hand tools, generators, voltmeter, etc.
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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 repair meters and perform coordinated activity around live
electricity, potentially in tight spaces.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled
movements such as electrical work.

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

e Ability to recognize and identify degrees of similarities and differences
between characteristics of color, sound, taste, texture, and odor associated
with job-related objects, materials, and ingredients.

Environmental Adaptability
e 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, and high voltage electrical
currents. This exposure may cause discomfort and presents a high risk of
injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Wastewater System Division
Apprentice Operator

REPORTS TO: Wastewater System Supervisor PAY GRADE: W-2 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain and operate the water pumping, storage,
and distribution systems, and the wastewater treatment facilities and sanitary
sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations.

Responsibilities for this position will increase in complexity and level of individual
responsibility as the employee progresses through the utility’s Advanced Certified
Operator Apprenticeship program.

This position is intended to provide education and on-the-job training leading to
Advanced Certified Operator status and requires continual progression, and is not
considered a permanent employment status. Advancement to Advanced Certified
Operator status occurs upon completion of required classroom instruction, on-the-
job training hours, and demonstration of job knowledge and competency.

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.

e Ensures environmentally responsible wastewater treatment and discharge via
obtaining and testing routine wastewater treatment samples throughout the
treatment process, monitoring and recording plant operations and tank
volumes, monitoring and testing wastewater influent and effluent quality
conditions, and monitoring and recording data and operations on the
water/wastewater SCADA system.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.
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e Repairs and maintains pumps, motors, valves, flow meters, screens, and all
other equipment at the wastewater treatment facility.

e Obtains and prepares samples of drinking water and wastewater treatment,
and performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed. Prepares graphs, charts, and reports from sample data, and reports
out findings. Makes adjustments to drinking water and wastewater treatment
operations and calculates amount of chemical additives according to test
results.

e Provides safe drinking water conditions to protect Stoughton Utilities
customers, via obtaining and testing routine water samples, monitoring and
recording well pump operations and storage tank volumes, monitoring and
testing water and wastewater quality conditions, and monitoring and
recording data and operations on the water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops,
services, and hydrants. Installs and maintains water service connections.
Performs routine maintenance to other water system infrastructure and
equipment. Exercises system valves and flushes hydrants.

e Prepares, or assists with the preparation of monthly water pumpage and
wastewater treatment reports, and submits to the Wisconsin Department of
Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Operates the water/wastewater SCADA system to monitor system health,
record data and equipment readings, operate controls, evaluate system
performance, and investigate trouble conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.
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e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives safety and conservation presentations.

e Completes and maintains work orders, time sheets, preflight checklists,
tailgate meetings, inventory forms, and all other division paperwork, and
maintains records and prepares reports as directed. Conducts system
inspections and records findings.

e Maintains GIS software applications and databases, including service
connection details, flushing and exercising maintenance records, televising
records, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to travel within Wisconsin to locations requiring overnight
stays up to a week in length to complete the required apprenticeship
classroom and hands-on training.

e Maintains an ability whenever possible to respond to utility emergencies and
assist those serving on-call. As progression through the apprenticeship
program occurs, maintains an ability to serve on standby on-call duty,
scheduled on a rotational basis within the Water and Wastewater System
Divisions.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW).
Ensures full Water and Wastewater System Divisions compliance of the same.

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.

e Disconnects water service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

e Installs water meters at customer premises, including temporary and
permanent services. Assists the meter technician with the maintenance and
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repair of water meters. Reconnects water services and transfers water
meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric System Division,
including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operation, groundsman duties, and
other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

e Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma or equivalent with demonstrated mechanical and/or
plumbing aptitude.

e Successful completion of wastewater treatment technical courses, or
enrollment in the State of Wisconsin wastewater treatment plant operator
apprenticeship program preferred.

e Ability to maintain enrollment in the State of Wisconsin wastewater treatment
plant operator apprenticeship program is required.

e Ability to obtain and maintain CPR/First Aid certification is required.

e Ability to obtain and maintain a commercial driver’s license with tanker and
airbrake certification is required. A valid motor vehicle operator’s license is
required at hire.

Language Ability and Interpersonal Communication Skills
e Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

e Ability to classify, compute, and tabulate data and information, following a

prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
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differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; facilities operation and maintenance manuals; technical
operating manuals; city and utility policies and procedures; guidelines; non-
routine correspondence; and safety rules and manuals.

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 requests.

e Ability to communicate effectively in writing and orally with customers,
department and all levels of City personnel, plumbers, contractors, regulatory
representatives, and the general public.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems such as leading and teaching.

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

Physical Requirements
e Ability to operate equipment and machinery such as impact tools, sewer line
jet truck, back hoe, roller, loaders, dump truck, forklift, wood chipper, meters,
hand and power tools, snow plows and blowers, lab instruments, excavation
hand tools, and other equipment requiring monitoring multiple conditions and
making multiple, complex, and rapid adjustments. Ability to repair complex
equipment and machinery.

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

e Ability to install and repair meters and perform coordinated activity,
potentially in tight spaces.
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e Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e 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.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Technical Operations Division
Asset & Facilities Coordinator

REPORTS TO: Assistant Utilities Director PAY GRADE: NEX-1 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to coordinate inventory and construction
management tasks for Stoughton Utilities, including contract maintenance, public
bidding and requests for quotations, purchasing, warehousing, asset installation and
retirement records, and inventory maintenance. This position is also responsible for
the coordination of the construction workorder process from start to finish, including
participating in the development of initial estimates, project closeout, and billing.

This position also coordinates Stoughton Utilities vehicle procurement and
maintenance programs, participates in the maintenance of the utility Geographic
Information System (GIS), participates in the operation and maintenance of the
utilities Outage Management System (OMS), and participates in the operation and
maintenance of the utilities Supervisory Control and Data Acquisition (SCADA)
systems. This position serves as the designated facilities coordinator and the safety
program coordinator.

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.

e Coordinates a variety of technical planning tasks for maintenance and
construction projects, such as the preparation and distribution of materials
and equipment specifications, the preparation of work orders and staking
sheets, and the solicitation of materials and equipment proposals.
Coordinates the purchasing and retirement of materials. Assigns, schedules,
and performs construction management tasks in the office and the field.

e Coordinates and maintains contracts with vendors, including assisting with
the evaluation of proposals, solicitation of bids and/or quotations, review and
negotiation of contract terms, follow up action to address contract deficiencies
or violations, and all other contract management requirements. Participates
in third-party service selection. Coordinates contract execution.
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e Manages Stoughton Utilities Electric, Water, and Wastewater standard
construction specifications. Conducts periodic reviews of the specification
documents to ensure they remain accurate and up to date, collaborating with
utilities division supervisors to obtain input. Shares construction specifications
with project developers, engineering consultants, construction contractors,
and others.

e Participates in the planning of electric, water, and wastewater projects from
conception through completion, in collaboration with the Distribution System
Coordinator. Makes recommendations for new development design and
system expansion. Coordinates customer construction estimating and new
development design review process in the absence of the Distribution System
Coordinator.

e Assigns costs and monitors job orders for material sheets and places data
into the GIS and financial 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. Follows all accounting procedures to track materials,
supplies, and equipment.

e Collaborates with utilities division supervisors to maintain material inventory
and procurement, including general construction, maintenance, safety, and
vehicle items. Receives input and recommendations for material quality
standards and specifications. Coordinates the evaluation of proposals and
material acquisition. Coordinates the year- end inventory process for electric,
water, and wastewater utility materials, collaborating with utilities division
supervisors through completion of the assignment.

e Conducts construction project plan and specification reviews, including utility
easement review. Obtains, reviews, and approves as-built plans, quantities,
and acceptance certifications for public utility infrastructure projects and land
developments. Obtains and reviews private building construction projects,
including reviewing compliance with existing utility easements and assisting
in the acquisition of new utility easements as necessary.

e Processes customer inquiries and requests for maintenance related to the
electric utility; investigates complaints and performs corrective measures, or
schedules and assighs workorders to resolve customer issues. Receives
customer inquiries, writes and distributes work orders, provides information,
and/or refers to appropriate person or agency for resolution. Communicates
with customers as required to resolve inquiries and complaints, and to
provide notice of planned service interruptions.

e Collaborates within the Technical Operations Division to maintain and improve
the utility Geographic Information System (GIS), including updating asset
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data and locations for the electric, water, and wastewater divisions,
developing maps and mobile services for utility employees and engineering
consultants, and completing basic maintenance of GIS software, databases,
geometric networks, and add-on systems. Collaborates with utility division
supervisors to obtain, process, and verify data updates. Develops system
documentation. Participates on and reports system changes to the GIS team.

e Collaborates within the Technical Operations Division to operate and maintain
the Supervisory Control and Data Acquisition (SCADA) systems for the
electric system and the water/wastewater system. Participates in SCADA
system maintenance projects, including system upgrades and improvements,
security upgrades, remote facility networking projects, and OMS system
integration. Provides training to utility operators. Develops system
documentation. Participates on and reports system changes to the SCADA &
OMS team.

e Collaborates within the Technical Operations Division to operate and maintain
the Outage Management System (OMS). Participates in OMS system
maintenance projects, including system upgrades and improvements, security
upgrades, and SCADA system integration. Provides training to field
employees on mobile system use, office employees on data collection and
entry, and all other software operators. Develops system documentation.
Participates on and reports system changes to the SCADA & OMS team.

e Serves as the Stoughton Utilities facilities coordinator for the administration
building, wastewater treatment facility office, wells, and lift station buildings;
schedules maintenance and repair efforts, mowing and landscaping services,
snow removal, and janitorial services. Responds to all operational
requirements of the occupants.

e Serves as the Stoughton Utilities safety program coordinator. Coordinates
employee safety training programs to ensure regulatory compliance and
maintains documentation of employee training history. Conducts periodic job
site inspections upon request and documents observations. Manages written
safety programs and conducts periodic reviews to ensure they remain up to
date. Serves as the Safety Team Leader and schedules and participates in
periodic meetings. Responds to all safety requirements, requests, and
concerns of utility employees.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Complies with all Stoughton Utilities Safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW),
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Wisconsin Department of Natural Resources (DNR), and the National Electric
Safety Code (NESC).

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.

Serves as a backup for the monthly collection of electric and water meter
readings for cycle billing purposes. Maintains ability to work a flexible
schedule in order to complete the monthly meter reading collection outside of
standard working hours one day per month, typically on the first day of the
month.

Serves as a backup to collect the daily meter readings for newly opened or
closed customer accounts. Processes all daily meter workorders.

Serves as the backup outage coordinator during routine work hours, including
scheduled outages and service disconnections.

Provides emergency after-hours support to the Electric, Wastewater, and
Water System Divisions, including basic system repair, traffic control and
direction, site preparation and cleanup, equipment transport and operation,
and other tasks as directed. Provides local and regional emergency disaster
response.

Maintains active certificate of appointment as a State of Wisconsin Notary
Public.

Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma or equivalent, vocational/technical training in electrical
distribution, civil engineering, information technology, or another field that
provides relevant experience, three to five years utility experience, or any
combination of education and experience that provides equivalent knowledge,
skills, and abilities.

Vocational or utility industry training in one or more of the following is
preferred: facilities management, cost accounting, project management,
Supervisory Control and Data Acquisition (SCADA), Geographic Information
Systems (GIS), Outage Management Systems (OMS), basic networking and
information technology.

Council Approved ADD DATE





Valid motor vehicle operator’s license is required.

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as 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 complex requests.

Ability to comprehend, interpret, approve, and utilize a variety of advisory and
design data and information such as billing invoices, vehicle maintenance
reports, applications for service, correspondence, capital plans, regulations
and legal statutes, job authorization forms, purchase orders, ordinances,
material sheets, staking sheets, computer software operating manuals, and
safety rules and manuals. Ability to utilize and interpret environmental,
electrical engineering, water and wastewater engineering, computer software
systems, geographical information systems, and accounting terminology.

Ability to communicate in writing and orally effectively with customers,
department and all levels of City personnel, contractors, developers,
engineering consultants, legal consultants, regulatory agency personnel, and
the general public.

Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, construction documents, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and
style.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability

Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.
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e Ability to apply principles of influence systems, such as leading, teaching,
directing, planning, coordinating, and controlling.

e Ability to exercise the judgment, decisiveness, and creativity required in
situations involving the evaluation of information against measurable or
judgmental criteria, and involving the direction, control, and planning of an
entire program or multiple programs.

Physical Requirements
e Ability to operate equipment and machinery requiring monitoring multiple
conditions and making multiple, complex, and rapid adjustments, such as
motor vehicles, dump truck, front end loader, forklift, etc.

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 skilled
movements such as typing, repair, and operation.

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

e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, sound, taste, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e Ability to work effectively in an office environment, as well as in the field
under uncomfortable and potentially unsafe conditions that require exposure
to environmental factors such as temperature variations, winds, rain and
snow, odors, toxic agents, noise, vibrations, wetness, dusts, machinery, and
vehicular traffic. This exposure may cause discomfort and presents a risk of
injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Assistant Utilities Director

REPORTS TO: Utilities Director PAYGRADE: EX-4 FLSA: E

SUMMARY OF POSITION

The purpose of this position is to assist the Utilities Director with the coordination
and administration of Stoughton Utilities, and assume the responsibilities of the
Director in their absence. This position will also manage information and operational
technology solutions for Stoughton Utilities, and be responsible for the management
of the Electric System, Technical Operations, Wastewater System, and Water
System Divisions.

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.

e Manages the activities of the Electric System Division, Technical Operations
Division, Wastewater System Division, and Water System Division personnel.
Establishes and maintains productivity reports, assigns and reviews work,
coordinates continuing education/training and professional development
programs, schedules and approves overtime and leave, reviews work
performed for accuracy and effectiveness, completes performance
evaluations, etc.

e Manages Stoughton Utilities information and operational technology systems,
including internal and customer-facing software solutions, automation
platforms, data networking and communications systems, computing
hardware and peripheral devices, mobile device management, and user
account management.

e In the absence of, or in cooperation with the Utilities Director, represents
Stoughton Utilities in reporting to the Mayor, Common Council, Utilities
Committee, and the City of Stoughton Leadership Team. Participates in
required Utilities Committee and Common Council meetings. Prepares
monthly meeting agendas and notices, status reports, and other scheduled
and unscheduled presentations and reports.
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e In the absence of, or in cooperation with the Utilities Director, represents
Stoughton Utilities in participation and communications with industry partners
including WPPI Energy and Municipal Electric Utilities of Wisconsin (MEUW),
lobbying organizations, regulatory agencies, legal representation, and elected
officials. Serves as the Alternate Director on the WPPI Energy Board of
Directors.

e In conjunction with the Utilities Director and the Director of Human Resources
& Risk Management, makes recommendations regarding and participates in
staff hiring and promotions, employee feedback and coaching, disciplinary
actions, personnel evaluations, staff development, and terminations.

e Receives and responds to high-level customer inquiries and complaints,
including those from elected officials and the Public Service Commission of
Wisconsin, and performs resulting corrective action and/or policy revisions.

e Manages utility cybersecurity protection efforts and secures data network
systems by developing system access, monitoring, control, and evaluation
procedures; establishing, implementing, and testing disaster recovery policies
and procedures; monitoring network input and output; and reviewing
application and performance logs.

e Manages utility physical security protection efforts and secures utility facilities
by developing facility access, monitoring, control, and evaluation procedures,
and reviewing physical security protections.

e Manages the utility Geographic Information System (GIS), including asset
data for the electric, water, and wastewater system divisions, developing
maps and services for utility employees and engineering consultants, and
completing advanced maintenance of software, databases, geometric
networks, and add-on systems. Develops system documentation. Coordinates
and reports system changes to the GIS team.

e Maintains Manages the Supervisory Control and Data Acquisition (SCADA)
systems and the Outage Management System (OMS). Manages system
maintenance projects, including system upgrades and improvements, security
upgrades, remote facility networking projects, and system integrations.
Provides training to utility operators. Develops system documentation.
Coordinates and reports system changes to the SCADA & OMS team.

e Manages Stoughton Utilities billing, metering, collections, and customer
service, and ensures compliance with all regulatory requirements.

e Manages Stoughton Utilities customer outreach campaigns, long-term

strategic planning of customer outreach and education efforts, public event
planning, and other education and outreach efforts.
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e Manages technical planning tasks for maintenance and construction projects,
construction and development project plans and specifications, and system
outage and reliability reporting.

e Manages the Stoughton Utilities facilities coordination for the administration
building, wastewater treatment facility office, wells, and lift station buildings.
Responds to all operational requirements of the occupants.

e Manages the Stoughton Utilities safety program coordination. Participates on
the Safety Team. Responds to all safety requirements, requests, and
concerns of utility employees.

e Designs, develops, and maintains custom programming and database
solutions for internal and customer-facing applications and websites.

e Collaborates with the Asset & Facilities Coordinator to maintain technology
inventory and procurement. Provides input and prepares recommendations
for material quality standards and specifications. Assists in the evaluation of
proposals and material acquisition. Cooperates in the year-end inventory
process.

e Assists with the preparation of the Utilities 20-year Capital Improvement
Program, including conducting reviews of system reliability and determining
system improvements. Assists with the preparation and ongoing monitoring
of the Utilities annual budget.

e Complies with all Stoughton Utilities Safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin, Wisconsin
Department of Natural Resources, and the National Electric Safety Code.

e Responds to planned and unplanned customer engagement opportunities and
significant event response, including but not limited to large-scale outages,
severe weather events, and drinking water or sanitary sewer emergencies.

e Acts as Utilities Director in their absence and maintains continuity of day-to-
day and long-term utility vision and goals, and ensures utility operations
continue without interruption.

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.

e Greet and direct visitors. Answer, direct, and route telephone calls and
messages.
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Assist other division personnel as required.

Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, and conducts
system demonstrations and tours.

Assists all other Stoughton Utilities divisions as required.

QUALIFICATIONS

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

Education/Training/Certifications

Bachelor’s degree in engineering or business management, or related field. A
minimum of ten years of utility experience. A track record of successful
management and supervisory experience.

Significant knowledge of computer software used in the utility environment,
including experience with Supervisory Control and Data Acquisition (SCADA),
Geographic Information Systems (GIS), Outage Management Systems (OMS),
and Customer Information Systems (CIS).

Significant knowledge of Microsoft Office applications (Word, Excel, Access,
Outlook, and PowerPoint) including scripting and automation. Significant
knowledge of Microsoft desktop and server operating systems, Exchange and
SQL Server platforms, and Hyper-V virtualization systems.

Knowledge of scripting and programming concepts and commonly used coding
languages.

Valid motor vehicle operator’s license is required.

Language Ability and Interpersonal Communication Skills

Ability to perform complex data analysis, including the ability to audit,
deduce, assess, conclude, appraise, analyze, and interpret an extensive
variety of technical information and governmental regulations. Requires
discretion in determining and referencing such to established criteria to define
consequences and develop alternatives.

Ability to provide first line supervision. Ability to create consensus and
collaboration, and train others. Ability to advise and provide interpretation
regarding the application of policies, procedures, and standards to specific
situations.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.
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e Ability to utilize a wide variety of advisory data and information such as billing
reports and statements; financial reports and statements; budgets;
accounting and billing systems; computer software operating manuals; city
and utility policies and procedures; guidelines; non-routine correspondence;
Public Service Commission of Wisconsin rules, regulations, and tariffs;
Wisconsin Department of Natural Resources rules and regulations; State of
Wisconsin legal statutes; and safety rules and manuals.

e Ability to explain, demonstrate, and clarify to others within established
policies, procedures, and standards, as well as the ability to follow specific
instructions and to respond to complex requests where established policies
and procedures may not exist.

e Ability to record and deliver information, explain procedures, give and follow
instructions, use and interpret civil, environmental, and electrical engineering
and accounting terminology.

e Ability to communicate in writing and orally with customers, department and
all levels of City personnel, information technology and systems consultants
and contractors, software engineers, engineering and legal consultants,
financial auditors, regulatory agencies, elected and appointed government
officials, and the general public.

e Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, and other correspondence using prescribed formats
according to accepted rules of punctuation, grammar, and style.

Supervisory Skills
e Ability to assign, supervise, review, develop, assess, and implement
recommendations to improve the work of others.

e Ability to make recommendations regarding the selection, training, discipline,
advancement, and discharge of employees.

e Ability to assist in the preparation of meaningful performance reviews and
participate in the delivery of such reviews.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop detailed
descriptive statistical reports; and the ability to perform mathematical
operations with algebra, geometry, and descriptive statistics.

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

Judgment and Situational Reasoning Ability
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Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

Ability to apply principles of influence systems such as managing, supervising,
leading, teaching, planning, coordinating, disciplining, and controlling.

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 measurable criteria,
and involving the direction, control and planning of an entire program or
multiple programs.

Physical Requirements

Ability to operate equipment and machinery requiring monitoring multiple
conditions and making multiple, complex, and rapid adjustments, such as
motor vehicles.

Ability to operate office equipment and machinery requiring simple but
continuous adjustments, such as computer terminal, calculator/adding
machine, cash register, postage meter, photocopier, paper cutter, hand
punch, telephone, and other items used in performing essential functions.

Ability to coordinate eyes, hands, feet, and limbs in performing skilled
movements such as typing, electronics repair, and installation of computing
hardware and cabling.

Ability to perform coordinated activity around live electricity, potentially in
tight spaces.

Ability to exert physical effort in moderate to heavy work, typically involving
some combination of climbing, balancing, stooping, kneeling, crouching,
crawling, lifting, and carrying, pushing, or pulling over 50 pounds.

Ability to recognize and identify degrees of similarities or differences between
characteristics of color, sound, taste, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability

Ability to work effectively in an office environment and in public meetings
under safe and comfortable conditions, as well as in the field under
uncomfortable and potentially unsafe conditions that require exposure to
environmental factors such as temperature variations, odors, noise,
vibrations, machinery, and high voltage electrical currents. This exposure
may cause discomfort and presents a risk of injury or death.
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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
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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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Stoughton

UTILITIES DEPARTMENT
Wastewater System Division
Basic Certified Wastewater Operator

REPORTS TO: Wastewater System Supervisor PAY GRADE: W-3 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain and operate the water pumping, storage,
and distribution systems, and the wastewater treatment facilities and sanitary
sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations. This position is identical to other Basic Certified
Operator positions in terms of job scope and required qualifications and
certifications, however may differ in day-to-day duties and assignments.

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.

e Provides safe drinking water conditions to protect Stoughton Utilities
customers, via obtaining and testing routine water samples, monitoring and
recording well pump operations and storage tank volumes, monitoring and
testing water and wastewater quality conditions, and monitoring and
recording data and operations on the water/wastewater SCADA system.

e Ensures environmentally responsible wastewater treatment and discharge via
obtaining and testing routine wastewater treatment samples throughout the
treatment process, monitoring and recording plant operations and tank
volumes, monitoring and testing wastewater influent and effluent quality
conditions, and monitoring and recording data and operations on the
water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops,
services, and hydrants. Installs and maintains water service connections.
Performs routine maintenance to other water system infrastructure and
equipment. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
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equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all
other equipment at the wastewater treatment facility.

e Obtains and prepares samples of drinking water and wastewater treatment,
and performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed, and/or delivers samples to outside laboratories. Prepares graphs,
charts, and reports from sample data, and reports out findings. Makes
adjustments to drinking water and wastewater treatment operations and
calculates amount of chemical additives according to test results.

e Prepares, or assists with the preparation of monthly water pumpage and
wastewater treatment reports, and submits to the Wisconsin Department of
Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Operates the water/wastewater SCADA system to monitor system health,
record data and equipment readings, operate controls, evaluate system
performance, and investigate trouble conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.

Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives safety and conservation presentations.

e Completes and maintains work orders, time sheets, preflight checklists,
tailgate meetings, inventory forms, and all other division paperwork, and
maintains records and prepares reports as directed. Conducts system
inspections and records findings.
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e Maintains GIS software applications and databases, including service
connection details, flushing and exercising maintenance records, televising
records, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Divisions. Maintains
an ability whenever possible to respond to utility emergencies and assist
those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW).
Ensures full Water and Wastewater System Divisions compliance of the same.

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.

e Disconnects water service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

e Installs water meters at customer premises, including temporary and
permanent services. Assists the meter technician with the maintenance and
repair of water meters. Reconnects water services and transfers water
meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric System Division,
including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operation, groundsman duties, and
other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.
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QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma or equivalent, and one or more years water and/or
wastewater operator experience.

e Wisconsin Department of Natural Resources (DNR) Wastewater Treatment
Plant Operator - Basic certification for the Stoughton Wastewater Treatment
facilities.

e Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G
and D for the Stoughton Waterworks.

e Ability to maintain the required continuing education credits for the above
DNR operator certifications.

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

Language Ability and Interpersonal Communication Skills
e Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; facilities operation and maintenance manuals; technical
operating manuals; city and utility policies and procedures; guidelines; non-
routine correspondence; Public Service Commission of Wisconsin rules,
regulations, and tariffs; Wisconsin Department of Natural Resources rules and
regulations; and safety rules and manuals.

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 requests.

e Ability to communicate effectively in writing and orally with customers,

department and all levels of City personnel, plumbers, contractors, regulatory
representatives, and the general public.
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Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability

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

Ability to apply principles of influence systems such as leading and teaching.
Ability to exercise the judgment, decisiveness and creativity required in

situations involving the evaluation of information against sensory and
judgmental criteria.

Physical Requirements

Ability to operate equipment and machinery such as impact tools, sewer line
jet truck, back hoe, roller, loaders, dump truck, forklift, wood chipper, meters,
hand and power tools, snow plows and blowers, lab instruments, excavation
hand tools, and other equipment requiring monitoring multiple conditions and
making multiple, complex, and rapid adjustments. Ability to repair complex
equipment and machinery.

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

Ability to install and repair meters and perform coordinated activity,
potentially in tight spaces.

Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

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
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electrical currents, and disease. This exposure may cause discomfort and
presents a high risk of injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Water System Division
Basic Certified Water Operator

REPORTS TO: Water System Supervisor PAY GRADE: W-3 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain and operate the water pumping, storage,
and distribution systems, and the wastewater treatment facilities and sanitary
sewer collection system for the City of Stoughton, with a focus on water distribution
operations. This position is identical to other Basic Certified Operator positions in
terms of job scope and required qualifications and certifications, however may differ
in day-to-day duties and assignments.

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.

e Provides safe drinking water conditions to protect Stoughton Utilities
customers, via obtaining and testing routine water samples, monitoring and
recording well pump operations and storage tank volumes, monitoring and
testing water and wastewater quality conditions, and monitoring and
recording data and operations on the water/wastewater SCADA system.

e Ensures environmentally responsible wastewater treatment and discharge via
obtaining and testing routine wastewater treatment samples throughout the
treatment process, monitoring and recording plant operations and tank
volumes, monitoring and testing wastewater influent and effluent quality
conditions, and monitoring and recording data and operations on the
water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops,
services, and hydrants. Installs and maintains water service connections.
Performs routine maintenance to other water system infrastructure and
equipment. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
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equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all
other equipment at the wastewater treatment facility.

e Obtains and prepares samples of drinking water and wastewater treatment,
and performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed, and/or delivers samples to outside laboratories. Prepares graphs,
charts, and reports from sample data, and reports out findings. Makes
adjustments to drinking water and wastewater treatment operations and
calculates amount of chemical additives according to test results.

e Prepares, or assists with the preparation of monthly water pumpage and
wastewater treatment reports, and submits to the Wisconsin Department of
Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Operates the water/wastewater SCADA system to monitor system health,
record data and equipment readings, operate controls, evaluate system
performance, and investigate trouble conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives safety and conservation presentations.

e Completes and maintains work orders, time sheets, preflight checklists,
tailgate meetings, inventory forms, and all other division paperwork, and
maintains records and prepares reports as directed. Conducts system
inspections and records findings.
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e Maintains GIS software applications and databases, including service
connection details, flushing and exercising maintenance records, televising
records, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Divisions. Maintains
an ability whenever possible to respond to utility emergencies and assist
those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW).
Ensures full Water and Wastewater System Divisions compliance of the same.

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.

e Disconnects water service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

Installs water meters at customer premises, including temporary and
permanent services. Assists the meter technician with the maintenance and
repair of water meters. Reconnects water services and transfers water
meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric System Division,
including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operation, groundsman duties, and
other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.

Council Approved ADD DATE





QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma or equivalent and one or more years water and/or
wastewater operator experience.

e Wisconsin Department of Natural Resources (DNR) Wastewater Treatment
Plant Operator - Basic certification for the Stoughton Wastewater Treatment
facilities.

e Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G
and D for the Stoughton Waterworks.

e Ability to maintain the required continuing education credits for the above
DNR operator certifications.

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

Language Ability and Interpersonal Communication Skills
e Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; facilities operation and maintenance manuals; technical
operating manuals; city and utility policies and procedures; guidelines; non-
routine correspondence; Public Service Commission of Wisconsin rules,
regulations, and tariffs; Wisconsin Department of Natural Resources rules and
regulations; and safety rules and manuals.

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 requests.

e Ability to communicate effectively in writing and orally with customers,

department and all levels of City personnel, plumbers, contractors, regulatory
representatives, and the general public.
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Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems such as leading and teaching.

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

Physical Requirements
e Ability to operate equipment and machinery such as impact tools, sewer line
jet truck, back hoe, roller, loaders, dump truck, forklift, wood chipper, meters,
hand and power tools, snow plows and blowers, lab instruments, excavation
hand tools, and other equipment requiring monitoring multiple conditions and
making multiple, complex, and rapid adjustments. Ability to repair complex
equipment and machinery.

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

e Ability to install and repair meters and perform coordinated activity,
potentially in tight spaces.

e Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e 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.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Technical Operations Division
Billing & Metering Supervisor

REPORTS TO: Assistant Utilities Director PAY GRADE: EX-2 FLSA: E

SUMMARY OF POSITION

The purpose of this is to supervise and perform billing, metering, collections, and
customer service tasks for Stoughton Utilities, including but not limited to
preparation and distribution of daily and monthly utility billing statements,
maintenance of customer billing and metering records, review of electric and water
meter data, specialized customer service as it relates to municipal utility billing and
collections, and general customer service as it relates to municipal utility operations
and activities.

This position is responsible for the supervision of Stoughton Utilities billing,
metering, and collections personnel and daily operations, projects and development,
and strategic planning, under the direction of the Assistant Utilities Director.

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.

e Supervises the billing, metering, and collections activities and personnel
within the Technical Operations Division. Establishes and maintains
productivity reports, assigns and reviews work, recommends continuing
education/training and professional development programs, schedules and
approves overtime and leave, reviews work performed for accuracy and
effectiveness, assists in the completion of performance evaluations, etc.

e Supervises the completion of all tasks necessary to prepare and distribute
accurate and timely billing statements for electric, water and wastewater
service, and all other billed charges, including stormwater utility charges for
the City of Stoughton. Supervises and/or performs all tasks necessary to
ensure proper accounting and reporting of billed charges.

e Supervises the maintenance of accurate customer billing and metering
information in the customer information system (CIS). Supervises and/or
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performs periodic account reviews for proper rate classifications and
application of utility rate and rule tariffs, responsible parties, meter
installation details, tax exempt status, and all other reviews necessary to
ensure accuracy.

e Supervises the processing of all electric and water meter installations,
removals, and replacements, and completes the records of such actions in the
CIS and on customer accounts. Verifies all metering setups to ensure
accuracy, including field verification as directed. Creates new accounts in the
CIS upon completion of newly constructed metered services.

e Supervises the utility’s water Cross-Connection Control Program, in
accordance with Wisconsin Department of Natural Resources (DNR)
requirements. Assists meter technician with maintaining program records,
producing reports and statistics, and issuing customer notifications.

e Supervises the utility water and electric meter inventory, including the
oversight of metering standardization programs, meter procurement and
disposal, and inventory reporting.

e Supervises the delinquent account collection methods and policies, including
customer outreach and notification, service disconnections, small claims
court, and outside collection agencies. Reviews and implements
recommendations for new collection methods and policies.

e Supervises the annual fall disconnection reporting in accordance with Public
Service Commission of Wisconsin (PSCW) requirements.

e Leads in-house training and support of CIS to other division personnel;
creates/modifies customer reporting templates upon request. Creates new
and maintains existing CIS and metering procedures and instructional
documentation. Maintains CIS and metering policies and procedures manuals.

e Prepares all systems used to obtain scheduled electric and water meter
readings. Once obtained, reviews all meter readings for accuracy and
processes readings for customer billings.

e (Calculates the monthly Power Cost Adjustment Clause (PCAC), updates the
CIS for billing purposes, and prepares monthly reports for power supply and
regulatory purposes.

e Calculates account billing corrections, including back-billings and customer
credits, and submits the calculations for approval and processing. Prepares
explanatory letters and spreadsheets for customer and regulatory review.
Maintains records of all corrections and supporting documentation, and
submits annual report to the PSCW.
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e Reviews and approves customer account corrections not related to billed
charges, including payment adjustments, deposit refunds, late penalty
reversals, balance transfers, and submits the corrections for processing.

e Maintains utility rate and rules tariffs. Updates rate information in the CIS
and on the Stoughton Utilities website, and maintains physical copies of all
tariffs for customer review.

e Prepares and processes customer applications for residential and commercial
utility service, contractor applications for new and temporary service, work
orders, complaint forms, meter change out forms and reports, letters and
other communications to and from customers and property owners, and
more.

e Prepares and issues reports, including but not limited to customer data,
meter data, consumption statistics, financial statistics, trends and behavioral
analysis, and inspection records, and reports findings to division supervisors,
financial employees, third-party auditors, and regulatory agencies as
directed.

e Receives written and verbal requests, inquiries, and complaints, coordinates
actions required, and responds to inquirer. Maintain files of customer
complaints and inquiries.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives electrical safety presentations.

e Complies with all Stoughton Utilities safety programs.

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.

e Greet and direct visitors. Answer, direct, and route telephone calls and
messages. Provide information and/or reports from customer account data as
requested.

e Perform related office tasks such as filing, faxing, photocopying, computer
operation, maintenance of mailing equipment, and procurement of general
office supplies.

e Process customer payments received through various physical and electronic
methods, including but not limited to, banking lockbox, online My Account
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payments, Autopay (ACH and credit card), night deposit box, in-person,
energy assistance, etc.

Ensures performance of and may performs visits to City Hall, local post office,
and local bank branch to receive and process incoming and outgoing postal
and interdepartmental mail and deliver the daily banking deposit. Sorts and
distributes received postal and interdepartmental mail to their intended
recipients.

Ensures completion and may complete various front-office tasks, including
but not limited to processing customer payments, distribution of committee
meeting packets, preparation of daily bank deposits, organizational filing,
negotiating deferred payment agreements, reviewing and completing
customer corrections and adjustments, issuing customer refunds, processing
utility accounts receivable, balancing utility billing general ledger, etc.

Provide emergency after-hours phone support as needed during widespread
outages and other emergencies.

Assist other division personnel as required.

Provide assistance during monthly disconnection processes, annual financial
audit, and public events.

Assist electric, wastewater and water divisions as required.

Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma, associate degree in accounting or related, with 5 or
more years utility billing, collections, metering, and customer service
experience required, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

One or more years electric metering experience and basic water metering
experience required.

Vocational or industry training in supervision and/or leadership, with
demonstrated experience in leading others in a professional environment.

Valid motor vehicle operator’s license is required.
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Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

Ability to provide first line supervision. Ability to create consensus and
collaboration, and train others. Ability to advise and provide interpretation
regarding the application of policies, procedures, and standards to specific
situations.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

Ability to utilize a wide variety of advisory data and information, such as work
orders; customer billing information; billing statements; meter data output
and reports; computer billing journals; computer software operating manuals;
city and utility policies and procedures; guidelines; non-routine
correspondence; Public Service Commission of Wisconsin rules, regulations,
and tariffs; Wisconsin Department of Natural Resources rules and regulations;
State of Wisconsin legal statutes; and safety rules and manuals.

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 complex requests. Ability to communicate in
writing and orally with customers, department and all levels of City personnel,
financial auditors, regulatory agencies, and the general public.

Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, and other correspondence using prescribed formats
according to accepted rules of punctuation, grammar, and style.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability

Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.
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e Ability to apply principles of influence systems such as supervising, leading,
teaching, planning, coordinating, disciplining, and controlling.

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 measurable criteria,
and involving the direction, control, and planning of an entire program or
multiple programs.

Physical Requirements
e Ability to operate office equipment and machinery requiring simple but
continuous adjustments, such as computer terminal, calculator/adding
machine, cash register, postage meter, photocopier, paper cutter, hand
punch, telephone, and other items used in performing essential functions.

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

e Ability to exert very moderate physical effort in sedentary to light work,
typically involving some combination of stooping, kneeling, crouching and
crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability
e Ability to work under safe and comfortable conditions where exposure to
environmental factors is minimal and poses little to no risk of injury.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Technical Operations Division
Customer Service Technicain

REPORTS TO: Billing & Metering Supervisor PAY GRADE:CS-1 FLSA: N

SUMMARY OF POSITION

The purpose purpose of this position is to perform customer service and collections
tasks for Stoughton Utilities including, but not limited to maintenance of customer
records, assisting phone and walk-in customers, collection of delinquent accounts
through existing methods and policies, recommending new collection methods and
policies, processing customer deposits and deferred payment agreements, and
handling a variety of customer payments. In addition, this position will also perform
general administrative tasks.

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.

e Greets and directs visitors. Answers, directs, and routes telephone calls and
messages, and email inquiries received through the general customer service
address.

e Assists customers with verbal and written customer service inquiries,
including general account inquiries, high-bill complaints, and questions about
utility policies. Documents all inquiries and complaints. Prepares work orders,
customer inquiry/complaint forms, and service applications.

e Processes payments received in-person at the front counter and issues
receipts. Processes and posts payments received via mail and curbside
deposit box. Processes returned payments due to insufficient funds or other
causes.

e Coordinates payment of delinquent accounts through existing methods and
policies, including proactive customer outreach, printed delinquency
notifications, service disconnections, small claims court, and outside collection
agencies. Researches and recommends new collection methods and policies.
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e Negotiates and maintains deferred payment agreements for eligible
customers pursuant to applicable Stoughton Utilities rule tariffs, including
regular reviews for agreement default and issuance of follow-up
notification/disconnection as necessary. Follows Public Service Commission of
Wisconsin (PSCW) requirements for customer notification following rejection
of customer-proposed agreements. Calculates and collects customer deposits,
including proactive customer outreach, regular reviews of account eligibility,
printed notices, account status updates, and negotiation of deferred payment
agreements.

e Facilitates the electric and water service disconnection process. Reviews all
accounts for eligibility, creates printed and automated telephone warning
notices, processes disconnect and reconnect workorders, and negotiates
payments for reconnection.

e Processes bankruptcies, updates and maintains bankruptcy files and
customer’s accounts, and processes and files court documents as necessary
to file creditor claims.

e Completes daily visits to City Hall, local post office, and local bank branch to
receive and process incoming and outgoing postal and interdepartmental mail
and deliver the daily banking deposit. Sorts and distributes received postal
and interdepartmental mail to their intended recipients.

e Processes new customer applications. Verifies identities, researches prior
account status as applicable, and calculates industrial, commercial and
residential deposits as applicable. Verifies and maintains property owner data
for all new and existing accounts.

e Conducts periodic reviews for balance corrections and transfers. Conducts
periodic review for uncollectable debt write- offs. Conducts periodic reviews of
unclaimed funds and assists with submission of account information.

e Maintains medical/protective services list. Issues annual renewal notices and
processes customer response.

e Complies with all Stoughton Utilities Safety Programs.

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.

e Attends and assists with utility-sponsored public events, prepares public
educational materials, and participates in outreach efforts.
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e Performs related office tasks such as filing, faxing, photocopying, typing, and
computer operation.

e Receives and processes incoming and outgoing postal and interdepartmental
mail.

e Assists electric, wastewater and water divisions as required.

e Provide emergency after-hours phone support as needed during widespread
outages and other emergencies.

e Perform other Stoughton Utilities tasks as directed.

Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma, vocational training in bookkeeping, accounting or
related, with 2 years of utility customer service or account collections
experience required, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

e Valid motor vehicle operator’s license is required.

Language Ability and Interpersonal Communication Skills
e Ability to classify, compute and tabulate data and information, following a
prescribed plan requiring the exercise of some judgment. Ability to compare,
count, differentiate, measure and sort information. Ability to assemble, copy,
record and transcribe data and information.

e Ability to explain, inform, 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 wide variety of advisory data and information, such as work
orders, customer billing information, billing statements, computer billing
journals, computer software operating manuals, city and utility policies and
procedures, guidelines, non-routine correspondence, Public Service
Commission of Wisconsin rules and regulations, State of Wisconsin legal
statutes, Stoughton municipal code of ordinances, bankruptcy laws, and
safety manuals.

e Ability to communicate in writing and orally with customers, department and

all levels of City personnel, bank personnel, title company representatives,
bankruptcy and small claims court personnel, and the general public.
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e Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, and other correspondence using prescribed formats
according to accepted rules of punctuation, grammar, and style.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive

statistical reports.

Judgment and Situational Reasoning Ability
e Ability to apply facts and principles for developing approaches and techniques
to problem resolution.

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 measurable criteria.

Physical Requirements
o Ability to operate office equipment and machinery requiring simple but
continuous adjustments, such as computer terminal, calculator/adding
machine, cash register, postage meter, photocopier, paper cutter, hand
punch, telephone, and other items used in performing essential functions.

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

e Ability to exert very moderate physical effort in sedentary to light work,
typically involving some combination of stooping, kneeling, crouching and
crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability

e Ability to work under safe and comfortable conditions where exposure to
environmental factors is minimal and poses little to no risk of injury.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Technical Operations Division
Distribution System Coordinator

REPORTS TO: Assistant Utilities Director PAY GRADE: NEX-2 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to coordinate the strategic planning and design of
developments, projects, and system improvements. This position is also responsible
for the coordination of a variety of technical planning tasks from project preparation
through completion.

This position also participates in the maintenance of the utility Geographic
Information System (GIS), participates in the operation and maintenance of the
utilities Outage Management System (OMS), and participates in the operation and
maintenance of the utilities Supervisory Control and Data Acquisition (SCADA)
systems. This position serves as the primary system outage coordinator for planned
routine system interruptions as well as during major system events.

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.

e Coorrdiates a variety of technical planning tasks for maintenance and
construction projects, such as the preparation of customer construction
estimating, new development design review processes, preparation and
distribution of materials and equipment specifications, and preparation of
work orders and staking sheets. Assigns, schedules, and performs
construction management tasks in the office and the field.

e Coordinates the planning of electric, water, and wastewater projects from
conception through completion, in collaboration with the Asset & Facilities
Coordinator. Solicits comments and recommendations for new development
design and system expansion from utilities division supervisors. Prepares
construction cost estimates for proposed projects and developments, and
coordinates project scheduling with developers and contractors.

e Collaborates with the Asset & Facilities Coordinator to review construction
project plans and specifications to ensure compliance with utility
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specifications. Upon project completion, reviews and approves as-built plans,
quantities, and acceptance certifications for public utility infrastructure
projects and land developments. Maintains construction project files and
manages their long-term storage to ensure regulatory compliance.

e Conducts construction project plan and specification reviews, including utility
easement review. Obtains, reviews, and approves as-built plans, quantities,
and acceptance certifications for public utility infrastructure projects and land
developments. Obtains and reviews private building construction projects,
including reviewing compliance with existing utility easements and assisting
in the acquisition of new utility easements as necessary. Files records of
easement updates with the County Register of Deeds.

e Collaborates with the Asset & Facilities Coordinator to maintain Stoughton
Utilities Electric, Water, and Wastewater construction specifications.
Participates in the periodic review of the specification documents to ensure
they remain accurate and up to date. Shares construction specifications with
project developers, engineering consultants, construction contractors, and
others.

e Coordinates system outages, planned and unplanned, and service
disconnections during routine work hours, acting as the primary outage
coordinator and point of contact. Receives outage reports from customer
service staff and outage management system. Monitors locations of active
outages and dispatches field crews as needed to address simultaneous outage
locations. Reports outage status updates to utility management and customer
service. Obtains outage report forms from field employees and logs outage
duration and extent. Compiles reliability reporting and statistics in accordance
with regulatory and industry standards.

e Processes customer inquiries and requests for maintenance related to the
electric utility; investigates complaints and performs corrective measures, or
schedules and assigns workorders to resolve customer issues. Receives
customer inquiries, writes and distributes work orders, provides information,
and/or refers to appropriate person or agency for resolution. Communicates
with customers as required to resolve inquiries and complaints, and to
provide notice of planned service interruptions.

e Collaborates within the Technical Operations Division to maintain and improve
the utility Geographic Information System (GIS), including updating asset
data and locations for the electric, water, and wastewater divisions,
developing maps and mobile services for utility employees and engineering
consultants, and completing basic maintenance of GIS software, databases,
geometric networks, and add-on systems. Collaborates with utility division
supervisors to obtain, process, and verify data updates. Develops system
documentation. Participates on and reports system changes to the GIS team.

Council Approved ADD DATE





e Collaborates within the Technical Operations Division to operate and maintain
the Supervisory Control and Data Acquisition (SCADA) systems for the
electric system and the water/wastewater system. Participates in SCADA
system maintenance projects, including system upgrades and improvements,
security upgrades, remote facility networking projects, and OMS system
integration. Provides training to utility operators. Develops system
documentation. Participates on and reports system changes to the SCADA &
OMS team.

e Collaborates within the Technical Operations Division to operate and maintain
the Outage Management System (OMS). Participates in OMS system
maintenance projects, including system upgrades and improvements, security
upgrades, and SCADA system integration. Provides training to field
employees on mobile system use, office employees on data collection and
entry, and all other software operators. Develops system documentation.
Participates on and reports system changes to the SCADA & OMS team.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Complies with all Stoughton Utilities Safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW),
Wisconsin Department of Natural Resources (DNR), and the National Electric
Safety Code (NESC).

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.

e Supports the Stoughton Utilities safety program coordinator. Participates
in periodic meetings of the Safety Team. Responds to all safety requirements,
requests, and concerns of utility employees.

e Serves as a backup for the monthly collection of electric and water meter
readings for cycle billing purposes. Maintains ability to work a flexible
schedule in order to complete the monthly meter reading collection outside of
standard working hours one day per month, typically on the first day of the
month.

e Serves as a backup to collect the daily meter readings for newly opened or
closed customer accounts. Processes all daily meter workorders.
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e Provides emergency after-hours support to the Electric, Wastewater, and
Water System Divisions, including basic system repair, traffic control and
direction, site preparation and cleanup, equipment transport and operation,
and other tasks as directed. Provides local and regional emergency disaster
response.

e Maintains active certificate of appointment as a State of Wisconsin Notary
Public.

e Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma or equivalent, vocational/technical training in electrical
distribution, civil engineering, information technology, or another field that
provides relevant experience, three to five years electric utility experience, or
any combination of education and experience that provides equivalent
knowledge, skills, and abilities.

e \Vocational or utility industry training in one or more of the following is
preferred: electric distribution system design, cost accounting, project
management, Supervisory Control and Data Acquisition (SCADA), Geographic
Information Systems (GIS), Outage Management Systems (OMS), basic
networking and information technology.

e Valid motor vehicle operator’s license is required.

Language Ability and Interpersonal Communication Skills
e Ability to perform mid-level data analysis including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

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 complex requests.

e Ability to comprehend, interpret, approve, and utilize a variety of advisory and

design data and information such as billing invoices, vehicle maintenance
reports, applications for service, correspondence, capital plans, regulations
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and legal statutes, job authorization forms, purchase orders, ordinances,
material sheets, staking sheets, computer software operating manuals, and
safety rules and manuals. Ability to utilize and interpret environmental,
electrical engineering, water and wastewater engineering, computer software
systems, geographical information systems, and accounting terminology.

e Ability to communicate in writing and orally effectively with customers,
department and all levels of City personnel, contractors, developers,
engineering consultants, legal consultants, regulatory agency personnel, and
the general public.

e Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, construction documents, and other correspondence using
prescribed formats according to the rules of punctuation, grammar and style.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems, such as leading, teaching,
directing, planning, coordinating, and controlling.

e Ability to exercise the judgment, decisiveness and creativity required in
situations involving the evaluation of information against measurable or
judgmental criteria, and involving the direction, control, and planning of an
entire program or multiple programs.

Physical Requirements
e Ability to operate equipment and machinery requiring monitoring multiple
conditions and making multiple, complex, and rapid adjustments, such as
motor vehicles, dump truck, front end loader, forklift, etc.

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

e Ability to recognize and identify degrees of similarities or differences between
characteristics of colors, sound, taste, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e Ability to work effectively in an office environment, as well as in the field
under uncomfortable and potentially unsafe conditions that require exposure
to environmental factors such as temperature variations, winds, rain and
snow, odors, toxic agents, noise, vibrations, wetness, dusts, machinery, and
vehicular traffic. This exposure may cause discomfort and presents a risk of
injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Technical Operations Division
Education & Outreach Coordinator

REPORTS TO: Assistant Utilities Director PAY GRADE: EX-1 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to design and create utility customer outreach
campaigns, utilizing traditional and digital platforms, design and create utility
educational materials and programs, and design and create utility public information
campaigns. This position is responsible for the short and long-term strategic
planning of customer outreach and education efforts, including maintaining current
efforts as well as continuing to evolve them to match customer expectations and
market trends.

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.

e Coordinates and creates customer outreach campaigns, utilizing traditional
and digital platforms such as direct mailings, inserts, social media, email, and
newspapers, with topics to include electric, water, and wastewater customer
outreach, conservation tips and education, energy safety education, customer
feedback requests, customer engagement, and other topics that arise.

e Coordinates brand consistency in informational, educational, promotional, and
social media publications and messages by maintaining and implementing
design standards. Reviews and updates materials created by other utility staff
to ensure consistent design standards and branding.

e Provides training and guidance to utility employees on acceptable social
media use and platform operation, and keeps Stoughton Utilities social media
team members up to date on current social media best practices and
strategies.

e Collects and analyzes customer data, including visits, interactions,
consumption and billing, and payment patterns, and uses this information to
create comprehensive reports to improve future educational and outreach
strategies and campaigns. Analyzes customer demographics and tailors
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outreach efforts to ensure they are reaching the most customers and
stakeholders possible. Report out findings to Stoughton Utilities social media
team members.

e Grows and expands utility social media presence into new social media
platforms according to customer interest and current platform trends, plus
increases presence on existing social media platforms, including but not
limited to Facebook, Instagram, Twitter, LinkedIn, and YouTube. Researches
emerging social media platforms and trends.

e Researches and monitors activities of utility peers, partners, and other
regional utilities. Customizes Stoughton Utilities educational and outreach
efforts to provide similar campaigns and strategies as offered by other
regional electric, water, and wastewater utilities.

e Creates and distributes engaging written and/or graphic content in the form
of bill statement inserts, direct mailings, consumer and/or regulatory reports,
e-newsletters, web page and blog content, infographics, presentations, and
social media messages. Updates materials regularly to follow current design
trends and brand consistency.

e Maintains partnerships with commercial printers, content creators, and
marketing partners to assist in outreach material design. Obtains stock
photography and illustrations, and solicits content use permission from
authors and trademark holders. Maintains records of licensing and use
agreements.

e Coordinates event planning leading up to and during utility-sponsored events,
including but not limited to Public Power Week, Drinking Water Week,
Lineworker Appreciation Day, peer organization visits, Utilities Committee
meetings, presentations and open houses for utility customers, public tours
and educational training, staff meetings and events, etc.

e Acts as public relations coordinator during sustained education efforts, such
as utility construction projects, regulatory rate reviews and adjustments,
conservation efforts, drinking water quality advisories, customer engagement
programs, and more. Creates and distributes press releases to regional media
providers.

e Coordinates school appearances, utility tours, and other educational
partnerships with area educational entities, including but not limited to
Stoughton Area School District, technical colleges, and private organizations.

e Researches and provides customer education on new utility industry trends,
including renewable energy, increased electrification efforts, safe water
distribution and treatment, responsible and efficient energy use and
expansion, etc.
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Assists in economic development efforts for Stoughton Utilities, with a focus
on informing potential new utility customers of the benefits of locating in the
utility’s service territory, including rate competitiveness, reliability, and
programs.

Prepares application materials for employee and utility recognition, such as
APPA Reliable Public Power Provider (RP3) and Smart Energy Provider
designations, MEUW and APPA safety awards, MEUW and WPPI Energy
employee and elected official recognitions of service, etc.

Maintains ability to work a flexible schedule in order to respond to planned
and unplanned customer engagement opportunities and significant event
response, including but not limited to large-scale outages, severe weather
events, and drinking water or sanitary sewer emergencies.

Complies with all Stoughton Utilities safety programs.

Performs other Stoughton Utilities tasks as directed.

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.

Greet and direct visitors. Answer, direct, and route telephone calls and
messages.

Provide back up for various front-office tasks, including but not limited to:
processing customer payments, preparation of committee meeting packets,
preparation of daily bank deposits, organizational filing, negotiating deferred
payment agreements, etc.

Provide back up for daily visits to City Hall, local post office, and local bank
branch to receive and process incoming and outgoing postal and
interdepartmental mail and deliver the daily banking deposit. Sorts and
distributes received postal and interdepartmental mail to their intended
recipients.

Provide back up for processing customer payments received through various
physical and electronic methods, including but not limited to, banking
lockbox, online My Account payments, Autopay (ACH and credit card), night
deposit box, in-person, energy assistance, etc.
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Perform related office tasks such as filing, faxing, photocopying, computer
operation, maintenance of mailing equipment, and procurement of general
office supplies.

Assist other division personnel as required. Provides assistance during
monthly billing and disconnection processes, annual financial audit, etc.

Assist electric, wastewater and water divisions as required.

Provide emergency after-hours phone support as needed during widespread
outages and other emergencies.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma, bachelor’s degree in communications or marketing with
training in customer outreach and education or related, with 3-years utility
experience and 1-2 years social media management and content creation with
experience of major social media platforms, or any combination of education
and experience that provides equivalent knowledge, skills, and abilities.

Working knowledge of Microsoft Windows and other software in a business
environment, including but not limited to Microsoft Word, Excel, and Outlook.

Working knowledge of computer graphic design and publication layout/design
software, including but not limited to Adobe Creative Cloud, including
InDesign and Photoshop.

Working knowledge of internet content design and layout, including HTML and
CSS.

Valid motor vehicle operator’s license is required.

Language Ability and Interpersonal Communication Skills

Strong verbal and written communication skills, and ability to issue public-
facing communications without secondary review. Ability to communicate
verbally and in writing with customers, department and all levels of City
personnel, and the general public.

Ability to create consensus and collaboration, and train others. Ability to
advise and provide interpretation regarding the application of policies,
procedures, and standards to specific situations.

Ability to perform mid-level data analysis including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
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and referencing such to established criteria to define consequences and
develop alternatives.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a wide variety of advisory data and information, such as work
orders, customer billing information, meter reading slips, billing statements,
complaint forms, billing journals, maps, computer software operating
manuals, PSC rules and regulations, municipal code, procedures, guidelines,
and non-routine correspondence.

e Ability to explain, demonstrate, inform, 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 prepare posts, publications, color graphics, narrative and statistical
reports, speeches, scripts, videos, letters, memos, and other correspondence
using prescribed formats according to accepted rules of punctuation,
grammar, and style.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret detailed descriptive statistical
reports; and the ability to perform mathematical operations with fractions and
algebra.

Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Requires the ability to apply principles of influence systems such as
persuading, leading, teaching, and planning. Ability to exercise independent
judgment to apply facts and principles for developing approaches and
techniques to problem resolution.

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

e Ability to exercise the judgment, decisiveness and creativity in situations
involving the evaluation of information against measurable criteria, and
involving the direction, control and planning of an entire program or multiple
programs.
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Physical Requirements
e Ability to operate office equipment and machinery requiring simple but
continuous adjustments, such as computer workstation, calculator/adding
machine, cash register, photocopier, paper cutter, hand punch, telephone,
camera, cellular communication devices including touchscreen phones and
tablets, and two-way radio.

e Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled
movements such as typing and photography.

e Ability to exert very moderate physical effort in sedentary to light work,
typically involving some combination of stooping, kneeling, crouching and
crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability

e Ability to work under safe and comfortable conditions where exposure to
environmental factors is minimal and poses little to no risk of injury.

Council Approved ADD DATE





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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Electric System Division
Electric Supervisor

REPORTS TO: Assistant Utilities Director PAY GRADE: EL-6 FLSA: N

SUMMARY OF POSITION

The purpose purpose of this position is to provide field supervision to the Electric
System Division, including personnel and daily operations, projects and
development, and strategic planning, under the direction of the Utilities Assistant
Director.

This position also efficiently and safely performs electrical distribution line
construction, maintenance, and repair tasks, in accordance with Stoughton Utilities
construction specifications and standards.

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.

e Supervises and directs the operation and maintenance of the electric utility
and distribution system. Ensures compliance with regulatory agency
requirements and utility policies. Provides recommendations and assists with
the coordination and implementation of electric distribution system
improvements.

e Supervises the activities of Electric System Division personnel. Conducts
regular division staff meetings, establishes and maintains productivity
reports, prepares and assigns work orders, coordinates introductory and
continuing training programs, reviews and approves timesheets, establishes
and maintains staff work and leave schedules, and assists in the completion
of performance evaluations. Plans short and long-term division work plans
and projects and guides the division’s goals and vision.

e Supervises, organizes, and leads routine safety meetings and safety manual
review. Conducts routine safety compliance checks on active job sites.
Oversees division operations to ensure safety policy compliance. Report out
findings to Stoughton Utilities management and safety compliance teams.
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e Supervises the division tool and equipment inventory and evaluates and
approves or denies requests from division staff for the procurement of new
tools and equipment.

e Supervises the substation maintenance program, maintains all substation
equipment, conducts routine substation inspections, and records weekly
system readings and data. Evaluates and recommends long-term planning for
substation maintenance and system expansion requirements.

e Supervises the electric line clearance program. Monitors system tree
trimming and removal needs, and maintains the annual schedule to ensure
clearance program compliance. Works with division employees to trim and
remove trees and brush. Communicates with customers to provide notice of
upcoming line clearance projects and resolves line clearance complaints and
inquiries.

e Supervises the utility’s apprentice lineworker program, including providing
education and mentorship, evaluating apprentice performance and
competence, maintaining apprenticeship registrations and program
compliance, conducting routine reviews and assessments, and recommending
advancement through the program.

e Supervises and maintains overhead and underground electric construction
specifications and drawings.

e Routinely performs lineworker work tasks at active job sites to plan, direct,
and supervise system and equipment maintenance and repair tasks. Works
onsite to recommend operational changes and safety improvements, and to
evaluate staff knowledge, competence, and safety compliance.

e Operates diggers, bucket trucks, and hand tools near and around electrical
distribution lines. Operates live-line tools to connect and disconnect
distribution lines and components. Installs primary and secondary overhead
and underground electrical systems. Locates underground electric cable faults
for repair. Performs all other industry-standard duties expected of a
journeyman lineworker.

e Prepares and secures safe work sites, including truck and equipment setup,
placement of warning signs and cones, traffic control and direction, and more.
Conducts tailboard meetings to review projects and safety.

e Completes field staking using staking sheets provided by the Utilities

Distribution System Coordinator, or supervises staking completed by other
lineworkers as appropriate.
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e Operates the electric SCADA system to monitor system health, record data
and equipment readings, operate controls, evaluate circuit performance and
load, and investigate outage conditions.

e Manages electric distribution system switching procedures and
documentation. Collaborates with the Distribution System Coordinator to
ensure mapping and outage management system accuracy, and to maintain
up to date switching workflows. Provides updates and training on switching
procedures to division staff, and ensures policies are followed.

e Collaborates with the Asset & Facilities Coordinator to maintain material
inventory and procurement. Provides input and prepares recommendations
for material quality standards and specifications. Assists in the evaluation of
proposals and material acquisition. Cooperates in the year-end inventory
process.

e Assists with the preparation of the Utilities 20-year Capital Improvement
Program, including conducting reviews of system reliability and making
recommendations for system improvements. Assists with the preparation and
ongoing monitoring of the Utilities annual budget.

e Makes recommendations for electric division vehicle replacements, additions,
and retirements. Provides input on vehicle standards and specifications.
Supervises routine maintenance schedules and requirements, monitors
vehicle safety and regulatory compliance requirements, and schedules vehicle
maintenance work.

e Collaborates with the Distribution System Coordinator to develop estimates
for new, replacement, and upgraded electric services, and makes
recommendations for new development design and system expansion.

e Responds to customer inquiries and complaints and performs corrective
measures, or schedules and assigns workorders to resolve customer issues.
Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Coordinates and schedules the work of subcontractors working on the electric
distribution system. Reviews the quality of work completed by subcontractors
to ensure compliance with utility construction specifications and contract
requirements and expectations. Communicates with subcontractors to discuss
complaints and issues.

e Attends and assists with utility-sponsored public events, prepares public

educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives electrical safety presentations.
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Maintains GIS software applications and databases, including electric service
connection details, circuit identifications, overhead and underground system
inspections, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Electric System Division. Maintains an ability
whenever possible to respond to utility emergencies and assist those serving
on-call.

Complies with all Stoughton Utilities Safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW) and
the National Electric Safety Code (NESC). Ensures full Electric System
Division compliance of the same.

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.

Disconnects electrical service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

Installs electric meters, including current transformers (CTs) and voltage
transformers (VTs) as necessary, at customer premises, including temporary
and permanent services. Assists the meter technician with the maintenance
and repair of electric meters, CTs, and VTs. Reconnects and transfers electric
meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Wastewater and Water
System Divisions, including basic system repair, traffic control and direction,
site preparation and cleanup, equipment transport and operation, and other
tasks as directed. Provides local and regional emergency disaster response.

Repairs and maintains streetlights.
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e Performs routine vehicle maintenance.

e Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma or equivalent and vocational/technical training in
electrical systems, with a minimum of five years electrical system
maintenance experience, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

e Documented completion of a four-year Electrical Lineworker apprenticeship is
required, or verifiable regional equivalent.

e Journeyman Lineworker Certification, or verifiable regional equivalent, forklift
Certification, and CPR/First Aid Certification is required.

e Vocational or industry training in supervision and/or leadership, with
demonstrated experience in leading others in a professional environment.

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

Language Ability and Interpersonal Communication Skills
e Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

e Ability to provide first line supervision. Ability to create consensus and
collaboration, and train others. Ability to advise and provide interpretation
regarding the application of policies, procedures, and standards to specific
situations.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a wide variety of advisory data and information, such as work
orders; staking sheets; utility maps and diagrams; construction specifications;
technical operating manuals; city and utility policies and procedures;
guidelines; non-routine correspondence; Public Service Commission of
Wisconsin rules, regulations, and tariffs; Wisconsin Department of
Transportation rules and regulations; State of Wisconsin legal statutes; and
safety rules and manuals.
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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 complex requests.

Ability to communicate in writing and orally with customers, department and
all levels of City personnel, electricians, contractors, regulatory agencies, and
the general public.

Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, and other correspondence using prescribed formats
according to accepted rules of punctuation, grammar, and style.

Supervisory Skills

Ability to assign, supervise, review, develop, assess, and implement
recommendations to improve the work of others.

Ability to make recommendations regarding the selection, training, discipline,
advancement, and discharge of employees.

Ability to assist in the preparation of meaningful performance reviews, and
participate in the delivery of such reviews.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability

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

Ability to apply principles of influence systems, such as supervising, leading,
teaching, planning, coordinating, disciplining, and controlling.

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 measurable criteria,
and involving the direction, control, and planning of an entire program or
multiple programs.
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Physical Requirements
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems, such as supervising, leading,
teaching, planning, coordinating, disciplining, and controlling.

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 measurable criteria,
and involving the direction, control, and planning of an entire program or
multiple programs.

Environmental Adaptability
e 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, and high voltage
electrical currents. This exposure may cause discomfort and presents a high
risk of injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Finanace Manager

REPORTS TO: Utilities Director PAY GRADE: EX-4 FLSA: E

SUMMARY OF POSITION

The purpose of this position is to be accountable for the overall planning,
organizing, controlling, and directing of the financial activities of the Utility,
including coordination of all customer accounting with the Assistant Utilities Director
and general accounting functions and information processing, and performing
critical accounting and fiscal management functions in accordance with Stoughton
Utilities goals and objectives.

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.

e Direct the operation of a central accounting system in a manner consistent
with generally accepted accounting principles and practices, and in sufficient
detail to produce accurate cost, financial and statistical data for both
management and statutory requirements.

e Implement and maintain a proper set of internal controls. Makes
recommendations for organizational changes including staffing and structure
to maintain proper internal controls.

e Develop and maintain financial systems, policies, and procedures to ensure
effective fiscal management.

e Develop and maintain optimal investment, borrowing, and other funding
strategies.

e Research and share grant funding opportunities for utility divisions and
customers, prepare grant applications, and maintain post-compliance
monitoring and reporting, including opportunities for principal loan
forgiveness programs.
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e Administers state and federal funding program requirements, submits
program applications, and submits all reports required for program
compliance and disbursement.

e Prepare and maintain short, mid, and long-term cash flow forecasts.
Collaborates with utility leadership to ensure fiscally responsible operations in
line with current forecasts.

e Direct the preparation of the Utilities budget and capital improvement
program, including advising utility leadership in the review of estimates and
the preparation of individual budget requests

e Manage relationships with financial consultants. Collaborates with the Utilities
Asset & Facilities Coordinator to review service fees, negotiate and develop
contracts with service providers.

e Oversee third-party audits, including the annual financial audit and all other
audits required by project funding agencies, including completing internal
auditing in preparation, and submit all required regulatory reports.

e Prepares and submits Public Service Commission of Wisconsin Annual
Reports, and all other periodic reporting required by PSCW.

e Administer the purchase card program.

e Direct treasury management operations, online banking, and fraud protection
programs.

e Perform electric, water, and wastewater retail rate analyses, develop rate
structures that ensure sufficient revenue recovery, and obtain necessary local
and regulatory approvals.

e Process and close work orders including time, material, and equipment
allocations, and asset retirements. Manages prepayment reconciliation and
customer invoicing.

e Prepare and interpret financial statements, cost reports, and statements of
receipts and expenditures at regular intervals for use by the Utilities Director
and utilities leadership, Utilities Committee, and Common Council.

e Direct preparation of employee payroll, tax and benefit withholding, and
periodic reporting.

e Participate in Utilities Committee meetings, and other city committee and

Common Council meetings as required. Prepare monthly status reports as
well as other scheduled and unscheduled presentations and reports.
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Leads in-house training and support of financial and workorder management
software; creates/modifies reporting templates upon request. Creates new
and maintains existing procedures and instructional documentation. Maintains
financial and workorder processing policies and procedures manuals.

Maintain and review utility rate benchmarking; analyze and report on
findings.

Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives electrical safety presentations.

Responds to planned and unplanned customer engagement opportunities and
significant event response, including but not limited to large-scale outages,
severe weather events, and drinking water or sanitary sewer emergencies.
Complies with all Stoughton Utilities safety programs.

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.

Greet and direct visitors. Answer, direct, and route telephone calls and
messages.

Assist other division personnel as required.

Attends and assists with utility-sponsored public events, prepares public
educational materials, and participates in outreach efforts.

Assists all other Stoughton Utilities divisions as required.

QUALIFICATIONS

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

Education/Training/Certifications

Bachelor's degree in Business Administration, Accounting, or Financial
Management, with preference for a Certified Public Accountant.

Minimum seven years of experience related to financial/accounting
operations, preferably in the utility environment.

Significant knowledge of generally accepted financial management and
accounting principles and practices, including the ability to independently
initiate analysis and solve a variety of accounting and fiscal issues from both
long-term and daily operational perspectives.
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Significant knowledge of Governmental Accounting Standards preferred.

Significant knowledge of computer software used in the utility environment,
including experience with automated accounting, financial, and billing
systems. Advanced user of Microsoft Office applications (Word, Excel, and
PowerPoint).

Valid motor vehicle operator’s license is required, or the ability to obtain
independent transport for required training and events.

Language Ability and Interpersonal Communication Skills

Ability to perform complex data analysis, including the ability to audit,
deduce, assess, conclude, appraise, analyze, and interpret an extensive
variety of technical information and governmental regulations.. Requires
discretion in determining and referencing such to established criteria to define
consequences and develop alternatives.

Ability to provide first line supervision. Ability to create consensus and
collaboration, and train others. Ability to advise and provide interpretation
regarding the application of policies, procedures, and standards to specific
situations.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

Ability to utilize a wide variety of advisory data and information such as work
orders, financial statements; billing reports and statements; financial reports
and ledgers; regulatory rate review applications; budgets; accounting
systems; computer software operating manuals; city and utility policies and
procedures; guidelines; non-routine correspondence; Public Service
Commission of Wisconsin (PSCW) rules, regulations, and tariffs; Wisconsin
Department of Natural Resources (DNR) rules and regulations; State of
Wisconsin legal statutes; and safety rules and manuals.

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 complex requests.

Ability to communicate in writing and orally with customers, department and
all levels of City personnel, financial auditors, regulatory agencies, elected and
appointed government officials, and the general public.

Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, and other correspondence using prescribed formats
according to accepted rules of punctuation, grammar, and style.
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Supervisory Skills

Ability to assign, supervise, review, develop, assess, and implement
recommendations to improve the work of others.

Ability to make recommendations regarding the selection, training, discipline,
advancement, and discharge of employees.

Ability to assist in the preparation of meaningful performance reviews and
participate in the delivery of such reviews.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop detailed
descriptive statistical reports; and the ability to perform mathematical
operations with algebra.

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

Judgment and Situational Reasoning Ability

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

Ability to apply principles of influence systems such as managing, supervising,
leading, teaching, planning, coordinating, disciplining, and controlling.

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 measurable criteria,
and involving the direction, control, and planning of an entire program or
multiple programs.

Physical Requirements

Ability to operate office equipment and machinery requiring simple but
continuous adjustments, such as computer terminal, calculator/adding
machine, cash register, postage meter, photocopier, paper cutter, hand
punch, telephone, and other items used in performing essential functions.

Ability to coordinate eyes, hands, feet, and limbs in performing semi-skilled
movements such as typing.
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e Ability to exert very moderate physical effort in sedentary to light work,
typically involving some combination of stooping, kneeling, crouching and
crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability

e Ability to work under safe and comfortable conditions where exposure to
environmental factors is minimal and poses little to no risk of injury.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Electric System Division
Journeyman Lineworker

REPORTS TO: Electric System Supervisor PAY GRADE: EL-4 FLSA: N

SUMMARY OF POSITION

The purpose of positions in this classification is to efficiently and safely perform
electrical distribution line construction, maintenance, and repair tasks, in
accordance with Stoughton Utilities construction specifications and standards.

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.

e Operates diggers, bucket trucks, and hand tools near and around electrical
distribution lines. Operates live-line tools to connect and disconnect
distribution lines and components. Installs primary and secondary overhead
and underground electrical systems. Locates underground electric cable faults
for repair. Performs all other industry-standard duties expected of a journey-
level lineworker.

e Prepares and secures safe work sites, including truck and equipment setup,
placement of warning signs and cones, traffic control and direction, and more.
Conducts tailboard meetings to review projects and safety.

e Completes field staking using staking sheets provided by the Utilities
Distribution System Coordinator.

e Operates the electric SCADA system to monitor system health, record data
and equipment readings, operate controls, evaluate circuit performance and
load, and investigate outage conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
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operational changes and safety improvements, and to evaluate safety
compliance.

e Installs, repairs, and maintains municipal street lighting.

e Monitors system tree trimming and removal needs, and ensures clearance
program compliance. Works with division employees to trim and remove trees
and brush. Communicates with customers to provide notice of upcoming line
clearance projects and resolves line clearance complaints and inquiries.

e Assists in the oversight of the utility’s apprentice lineworker program,
including providing education and mentorship, and recommending
advancement through the program.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives electrical safety presentations.

e Completes and maintains work orders, staking sheets, outage reports, time
sheets, preflight checklists, tailgate meetings, inventory forms, and all other
division paperwork, and maintains records and prepares reports as directed.
Conducts system inspections and records findings.

e Maintains GIS software applications and databases, including electric service
connection details, circuit identifications, overhead and underground system
inspections, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Electric System Division. Maintains an ability
whenever possible to respond to utility emergencies and assist those serving
on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW) and
the National Electric Safety Code (NESC). Ensures full Electric System
Division compliance of the same.

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.
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Disconnects electrical service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

Installs electric meters, including current transformers (CTs) and voltage
transformers (VTs) as necessary, at customer premises, including temporary
and permanent services. Assists the meter technician with the maintenance
and repair of electric meters, CTs, and VTs. Reconnects and transfers electric
meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Wastewater and Water
System Divisions, including basic system repair, traffic control and direction,
site preparation and cleanup, equipment transport and operation, and other
tasks as directed. Provides local and regional emergency disaster response.
Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma or equivalent and vocational/technical training in
electrical systems, with a minimum of four years electrical system
maintenance experience, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

Documented completion of a four-year Electrical Lineworker apprenticeship is
required, or verifiable regional equivalent.

Journeyman Lineworker Certification, or verifiable regional equivalent, forklift
certification, and CPR/First Aid certification is required.

Commercial driver’s license with tanker and airbrake certification is required.

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.
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e Ability to utilize a wide variety of advisory data and information, such as work
orders; staking sheets; utility maps and diagrams; construction specifications;
technical operating manuals; city and utility policies and procedures;
guidelines; non-routine correspondence; Wisconsin Department of
Transportation rules and regulations; and safety rules and manuals.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

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 requests.

e Ability to communicate effectively in writing and orally with customers,
department and all levels of City personnel, electricians, contractors, and the
general public.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems such as leading and teaching.

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

Physical Requirements
e Ability to operate equipment and machinery such as impact tools, aerial
bucket truck, digger/derrick, forklift, wood chipper, chain saw, back hoe,
roller, compression tools, cable cutters, nail gun, meters, hand and power
tools, snow plows and blowers, and other equipment requiring monitoring
multiple conditions and making multiple, complex, and rapid adjustments.
Ability to repair complex equipment and machinery.
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e Ability to coordinate eyes, hands, feet, and limbs in performing skilled
movements such as high voltage electrical work.

e Ability to install and repair meters and perform coordinated activity around
live electricity, potentially in tight spaces.

e Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e 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.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Technical Operations Division
Journeyman Meter Technician

REPORTS TO: Billing & Metering Supervisor PAY GRADE: EL-3 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain, repair, test, install, and read electric and
water meters, and to complete water cross connection inspections for the City of
Stoughton. This position shall be responsible for evaluating electric and water
services and determining the appropriate metering design, procurement and
maintenance of electric and water meters and test equipment, maintenance of
electric and water meter records, and installation of electric and water meters and
equipment.

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.

e Maintains the utility’s electric and water meter testing programs to ensure
compliance with Public Service Commission of Wisconsin (PSCW) regulations
and periodic test schedules.

e Tests single and three-phase electric meters both in the field and in the shop
in accordance with PSC rules. Maintains, and repairs meters, current
transformers (CTs), and voltage transformers (VTs). Prepares and issues
reports on electric meter test quantities and results to division supervisors,
customer service staff, and regulatory agencies as directed.

e Tests water meters both in the field and in the shop in accordance with PSC
rules. Installs, maintains, and repairs water meters. Prepares and issues
reports on water meter test quantities and results to division supervisors,
customer service staff, and regulatory agencies as directed.

e Manages the utility water and electric meter inventory. Establishes and
maintains metering standardization programs, and collaborates with the Asset
& Facilities Coordinator to maintain meter inventory, including the
procurement of new meters and the discarding of damaged and retired
meters. Prepares and issues reports on meter inventory and annual activity to
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division supervisors, financial staff, and regulatory agencies as directed.
Completes the year-end inventory process for electric and water meters, CTs,
and VTs.

e Reviews applications for new and upgraded electric service connections, and
determines proper meter type, cabinet size and type, and need for CTs and
VTs, and wires customer meter sockets at commercial properties. Conveys
cabinet and socket requirements to customers and electrical contractors.
Collaborates with the Electric System Supervisor to coordinate electric meter
sizing, installation, and repair.

e Installs electric and water meters - including CTs and VTs as necessary - at
customer premises, including temporary and permanent services.

e Reviews applications for new water service connections, and determines the
proper meter sizing and type. Conveys plumbing requirements to customers
and plumbing contractors. Collaborates with the Water System Supervisor to
coordinate water meter sizing, installation, and repair.

e Maintains GIS software applications and databases, including electric and
water meter inventory, electric and water meter testing history, electric and
water service connection details and meter history, and other records as
directed.

e Manages the Utility’s water Cross-Connection Control Program to eliminate
existing and prevent future cross- connections, in accordance with Wisconsin
Department of Natural Resources (DNR) rules. Performs household and
business inspections, issues corrective orders, and performs follow-up
inspections as necessary.

e Completes the monthly collection of electric and water meter readings for
cycle billing purposes. Maintains ability to work a flexible schedule in order to
complete the monthly meter reading collection outside of standard working
hours one day per month, typically on the first day of the month.

e Completes the daily meter readings for newly opened or closed customer
accounts. Processes all daily meter workorders.

e Assists with utility billing operations by investigating zero/low meter readings
for both electric and water, and reports findings. Reviews customer history
and consumption trends to detect potential meter issues. Performs meter
rereads upon receipt of workorders.

e Coordinates field delinquent collections operations, including disconnecting
utility service to customers upon receipt of disconnection workorders.
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e Receives and responds to customer inquiries and complaints and recommends
and performs corrective action in response.

e Mentors, educates, and trains Apprentice Meter Technician employees when
employed by the utility.

e Attends and assists with utility-sponsored public events, prepares public
educational materials, and participates in outreach efforts.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability whenever possible to respond to utility emergencies and
assist those serving on-call.

e Complies with all Stoughton Utilities Safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW),
Wisconsin Department of Natural Resources (DNR), and the National Electric
Safety Code (NESC).

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.

e Greet and direct visitors. Answer, direct, and route telephone calls and
messages.

e Provide back up for various front-office tasks, including but not limited to:
processing customer payments, preparation of committee meeting packets,
preparation of daily bank deposits, organizational filing, negotiating deferred
payment agreements, etc.

e Provide back up for processing customer payments received through various
physical and electronic methods, including but not limited to, banking
lockbox, online My Account payments, Autopay (ACH and credit card), night
deposit box, in-person, energy assistance, etc.

e Provide back up for daily visits to City Hall, local post office, and local bank
branch to receive and process incoming and outgoing postal and
interdepartmental mail and deliver the daily banking deposit. Sorts and
distributes received postal and interdepartmental mail to their intended
recipients.
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e Maintains grounds and facilities, such as painting surfaces, snow and ice
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric, Wastewater, and
Water System Divisions, including basic system repair, traffic control and
direction, site preparation and cleanup, equipment transport and operation,
and other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks for all other divisions as directed.

QUALIFICATIONS

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

Education/Training/Certifications
e High School diploma or equivalent, with three or more years electric metering
experience and basic water metering experience required, or any combination
of education and experience that provides equivalent knowledge, skills, and
abilities.

e Successful completion of the State of Wisconsin three-year Electric Meter
Technician apprenticeship required.

e Basic knowledge of drinking water distribution systems required; Wisconsin
Department of Natural Resources (WDNR) Grade T or Grade 1 Waterworks
Operator Certification, with subclasses G and D, preferred. Ability to obtain
and maintain such certification required.

e Valid motor vehicle operator’s license required; commercial driver’s license
with tanker and air brake certification preferred.

Language Ability and Interpersonal Communication Skills
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, records and transcribe data. Ability to classify, compute and
tabulate data.

e Ability to explain, demonstrate and clarify to others within established

policies, procedures and standards, as well as the ability to follow specific
instructions and respond to requests.
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e Ability to utilize a variety of advisory data and information such as meter
records, city ordinances, PSC and DNR reports and bulletins, charts, policy
manuals, maintenance records, PSC and DNR rules and regulations, vehicle
manuals, equipment manuals, meter and CT wiring diagrams, construction
specifications and plans, service applications, electric service rules, safety
manuals and codes, and maps.

e Ability to communicate effectively orally and in writing with department
personnel, customers, contractors, engineers, City employees, law
enforcement, and PSC and DNR statistical reports.

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
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment 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 judgment, decisiveness, and creativity required in situations
involving the evaluation of information against sensory and/or judgmental
criteria, and involving the direction, control and planning of an entire program
or multiple programs.

Physical Requirements
e Ability to operate equipment and machinery requiring monitoring multiple
conditions and making multiple, complex and rapid adjustments, such as
motor vehicles, meter test bench, hand tools, generators, voltmeter, etc.

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 install and repair meters and perform coordinated activity around
live electricity, potentially in tight spaces.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled
movements such as electrical work.
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e Ability to exert heavy physical effort in moderate to heavy work, typically
involving some combination of climbing, balancing, stooping, kneeling,

crouching, crawling, lifting, and carrying, pushing and pulling over 100
pounds.

e Ability to recognize and identify degrees of similarities and differences
between characteristics of color, sound, taste, texture, and odor associated
with job-related objects, materials, and ingredients.

Environmental Adaptability
e 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, and high voltage electrical

currents. This exposure may cause discomfort and presents a high risk of
injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Electric System Division
Lead Journeyman Lineworker

REPORTS TO: Electric System Supervisor PAY GRADE: EL-5 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to assist in the day-to-day coordination of the Electric
System Division, including scheduling of daily operations and project oversight,
acting under the direction of the Utilities Electric System Supervisor. This position
also efficiently and safely performs electrical distribution line construction,
maintenance, and repair tasks, in accordance with Stoughton Utilities construction
specifications and standards.

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.

e Assists the Utilities Electric System Supervisor with the coordination of the
operation and maintenance of the electric utility and distribution system.
Ensures compliance with regulatory agency requirements and utility policies.
Provides recommendations and assists with the coordination and
implementation of electric distribution system improvements.

e Assists in the supervision of the activities of Electric System Division
personnel. Actively participates in regular division staff meetings and
conducts such meetings in the absence of the Utilities Electric System
Supervisor. Assists in the maintenance of productivity reports, the review of
timesheets, and the maintenance of staff work and leave schedules. Assists in
providing instruction and training; planning, coordinating, assigning, and
reviewing of work; and the maintenance of division standards and policies.

e Assists in the coordination and organization of, and actively participates in,
routine safety meetings and safety manual review. Conducts routine safety
compliance checks on active job sites. Assists in the oversight of division
operations to ensure safety policy compliance. Report out findings to the
Utilities Electric System Supervisor and the Stoughton Utilities management
and safety compliance teams.
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e Monitors the substation maintenance program, maintains all substation
equipment, conducts routine substation inspections, and records weekly
system readings and data.

e Monitors system tree trimming and removal needs, and maintains the annual
schedule to ensure clearance program compliance. Works with division
employees to trim and remove trees and brush. Communicates with
customers to provide notice of upcoming line clearance projects and resolves
line clearance complaints and inquiries.

e Assists in the oversight of the utility’s apprentice lineworker program,
including providing education and mentorship, evaluating apprentice
performance and competence, maintaining apprenticeship registrations and
program compliance, conducting routine reviews and assessments, and
recommending advancement through the program.

e Maintains overhead and underground electric construction specifications and
drawings.

e Routinely performs lineworker work tasks at active job sites to plan, direct,
and oversee system and equipment maintenance and repair tasks. Works
onsite to recommend operational changes and safety improvements, and to
evaluate staff knowledge, competence, and safety compliance.

e Operates diggers, bucket trucks, and hand tools near and around electrical
distribution lines. Operates live-line tools to connect and disconnect
distribution lines and components. Installs primary and secondary overhead
and underground electrical systems. Locates underground electric cable faults
for repair. Performs all other industry-standard duties expected of a
journeyman lineworker.

e Prepares and secures safe work sites, including truck and equipment setup,
placement of warning signs and cones, traffic control and direction, and more.
Conducts tailboard meetings to review projects and safety.

e Completes field staking using staking sheets provided by the Utilities
Distribution System Coordinator.

e Operates the electric SCADA system to monitor system health, record data
and equipment readings, operate controls, evaluate circuit performance and
load, and investigate outage conditions.

e Responds to customer inquiries and complaints and performs corrective
measures, or schedules and assigns workorders to resolve customer issues.
Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.
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e Makes recommendations for electric division vehicle replacements, additions,
and retirements. Provides input on vehicle standards and specifications.
Oversees routine maintenance schedules and requirements, monitors vehicle
safety and regulatory compliance requirements, and schedules vehicle
maintenance work.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives electrical safety presentations.

e Completes and maintains work orders, staking sheets, outage reports, time
sheets, preflight checklists, tailgate meetings, inventory forms, and all other
division paperwork, and maintains records and prepares reports as directed.
Conducts system inspections and records findings.

e Maintains GIS software applications and databases, including electric service
connection details, circuit identifications, overhead and underground system
inspections, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Electric System Division. Maintains an ability
whenever possible to respond to utility emergencies and assist those serving
on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW) and
the National Electric Safety Code (NESC). Ensures full Electric System
Division compliance of the same.

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.

e Disconnects electrical service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

e Installs electric meters, including current transformers (CTs) and voltage
transformers (VTs) as necessary, at customer premises, including temporary
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and permanent services. Assists the meter technician with the maintenance
and repair of electric meters, CTs, and VTs. Reconnects and transfers electric
meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Wastewater and Water
System Divisions, including basic system repair, traffic control and direction,
site preparation and cleanup, equipment transport and operation, and other
tasks as directed. Provides local and regional emergency disaster response.
Repairs and maintains streetlights.

Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.

QUALIFICATIONS

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

Education/Training/Certifications

High School diploma or equivalent and vocational/technical training in
electrical systems, with a minimum of four years electrical system
maintenance experience, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

Documented completion of a four-year Electrical Lineworker apprenticeship is
required, or verifiable regional equivalent.

Journeyman Lineworker Certification, or verifiable regional equivalent, forklift
certification, and CPR/First Aid certification is required.

Vocational or industry training in supervision and/or leadership, with
demonstrated experience in leading others in a professional environment.

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

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.
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e Ability to provide oversight and backup supervision. Ability to create
consensus and collaboration, and train others. Ability to advise and provide
interpretation regarding the application of policies, procedures, and standards
to specific situations.

e Ability to utilize a wide variety of advisory data and information, such as work
orders; staking sheets; utility maps and diagrams; construction specifications;
technical operating manuals; city and utility policies and procedures;
guidelines; non-routine correspondence; Public Service Commission of
Wisconsin rules, regulations, and tariffs; Wisconsin Department of
Transportation rules and regulations; State of Wisconsin legal statutes; and
safety rules and manuals.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

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 requests.

e Ability to communicate in writing and orally with customers, department and
all levels of City personnel, electricians, contractors, and the general public.

e Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, and other correspondence using prescribed formats
according to accepted rules of punctuation, grammar, and style.

Supervisory Skills
e Ability to assign, review, develop, assess, and implement recommendations to
improve the work of others.

e Ability to make recommendations regarding the selection, training, discipline,
advancement, and discharge of employees.

e Ability to assist in the preparation of meaningful performance reviews, and
participate in the delivery of such review.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.
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Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems such as supervising, managing,
leading, teaching, directing, planning, coordinating, and controlling.

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 direction, control and planning of an entire program or
multiple programs.

Physical Requirements
e Ability to operate equipment and machinery such as impact tools, aerial
bucket truck, digger/derrick, forklift, wood chipper, chain saw, back hoe,
roller, compression tools, cable cutters, nail gun, meters, hand and power
tools, snow plows and blowers, and other equipment requiring monitoring
multiple conditions and making multiple, complex, and rapid adjustments.
Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled
movements such as high voltage electrical work.

e Ability to install and repair meters and perform coordinated activity around
live electricity, potentially in tight spaces.

e Ability to exert regular and sustained extremely heavy physical effort in very
heavy work, typically involving some combination of climbing, balancing,
stooping, kneeling, crouching, crawling, or lifting, as well as carrying,
pushing, shoveling and digging, and pulling heavy objects and materials in
excess of 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials and tasks.

e Ability to meet all physical requirements of the Stoughton Utilities
Journeyman Lineworker position description.

Environmental Adaptability
e 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, and high voltage
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electrical currents. This exposure may cause discomfort and presents a high
risk of injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Wastewater System Division
Operator

REPORTS TO: Wastewater System Supervisor PAY GRADE: W-1 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain and operate the water pumping, storage,
and distribution systems, and the wastewater treatment facilities and sanitary
sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations. This position is identical to other non-certified
Operator positions in terms of job scope, however may differ in day-to-day duties
and assignments, required qualifications, and certifications.

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.

e Provides safe drinking water conditions to protect Stoughton Utilities
customers, via obtaining and testing routine water samples, monitoring and
recording well pump operations and storage tank volumes, monitoring and
testing water and wastewater quality conditions, and monitoring and
recording data and operations on the water/wastewater SCADA system.

e Ensures environmentally responsible wastewater treatment and discharge via
obtaining and testing routine wastewater treatment samples throughout the
treatment process, monitoring and recording plant operations and tank
volumes, monitoring and testing wastewater influent and effluent quality
conditions, and monitoring and recording data and operations on the
water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops,
services, and hydrants. Installs and maintains water service connections.
Performs routine maintenance to other water system infrastructure and
equipment. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
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equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all
other equipment at the wastewater treatment facility.

e Obtains and prepares samples of drinking water and wastewater treatment,
and performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed. Prepares graphs, charts, and reports from sample data, and reports
out findings. Makes adjustments to drinking water and wastewater treatment
operations and calculates amount of chemical additives according to test
results.

e Prepares, or assists with the preparation of monthly water pumpage and
wastewater treatment reports, and submits to the Wisconsin Department of
Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Operates the water/wastewater SCADA system to monitor system health,
record data and equipment readings, operate controls, evaluate system
performance, and investigate trouble conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives safety and conservation presentations.

e Completes and maintains work orders, time sheets, preflight checklists,
tailgate meetings, inventory forms, and all other division paperwork, and
maintains records and prepares reports as directed. Conducts system
inspections and records findings.

Council Approved ADD DATE





e Maintains GIS software applications and databases, including service
connection details, flushing and exercising maintenance records, televising
records, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Divisions. Maintains
an ability whenever possible to respond to utility emergencies and assist
those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW).
Ensures full Water and Wastewater System Divisions compliance of the same.

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.

e Disconnects water service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

e Installs water meters at customer premises, including temporary and
permanent services. Assists the meter technician with the maintenance and
repair of water meters. Reconnects water services and transfers water
meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric System Division,
including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operation, groundsman duties, and
other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.
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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, and one or more years water and/or
wastewater operator experience.

Demonstrated mechanical and/or plumbing aptitude.

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

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; facilities operation and maintenance manuals; technical
operating manuals; city and utility policies and procedures; guidelines; non-
routine correspondence; and safety rules and manuals.

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 requests.

Ability to communicate effectively in writing and orally with customers,
department and all levels of City personnel, plumbers, contractors, regulatory
representatives, and the general public.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
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e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems such as leading and teaching.

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

Physical Requirements
e Ability to operate equipment and machinery such as impact tools, sewer line
jet truck, back hoe, roller, loaders, dump truck, forklift, wood chipper, meters,
hand and power tools, snow plows and blowers, lab instruments, excavation
hand tools, and other equipment requiring monitoring multiple conditions and
making multiple, complex, and rapid adjustments. Ability to repair complex
equipment and machinery.

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

e Ability to install and repair meters and perform coordinated activity,
potentially in tight spaces.

e Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e 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.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Water System Division
Operator

REPORTS TO: Water System Supervisor PAY GRADE: W-1 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to maintain and operate the water pumping, storage,
and distribution systems, and the wastewater treatment facilities and sanitary
sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations. This position is identical to other non-certified
Operator positions in terms of job scope, however may differ in day-to-day duties
and assignments, required qualifications, and certifications.

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.

e Provides safe drinking water conditions to protect Stoughton Utilities
customers, via obtaining and testing routine water samples, monitoring and
recording well pump operations and storage tank volumes, monitoring and
testing water and wastewater quality conditions, and monitoring and
recording data and operations on the water/wastewater SCADA system.

e Ensures environmentally responsible wastewater treatment and discharge via
obtaining and testing routine wastewater treatment samples throughout the
treatment process, monitoring and recording plant operations and tank
volumes, monitoring and testing wastewater influent and effluent quality
conditions, and monitoring and recording data and operations on the
water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops,
services, and hydrants. Installs and maintains water service connections.
Performs routine maintenance to other water system infrastructure and
equipment. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
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equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all
other equipment at the wastewater treatment facility.

e Obtains and prepares samples of drinking water and wastewater treatment,
and performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed. Prepares graphs, charts, and reports from sample data, and reports
out findings. Makes adjustments to drinking water and wastewater treatment
operations and calculates amount of chemical additives according to test
results.

e Prepares, or assists with the preparation of monthly water pumpage and
wastewater treatment reports, and submits to the Wisconsin Department of
Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Operates the water/wastewater SCADA system to monitor system health,
record data and equipment readings, operate controls, evaluate system
performance, and investigate trouble conditions.

e Responds to customer inquiries and complaints and performs corrective
measures. Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned system outages.

e Performs work tasks at active job sites to plan, direct, and oversee system
and equipment maintenance and repair tasks. Works onsite to recommend
operational changes and safety improvements, and to evaluate safety
compliance.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts system
demonstrations and tours, and gives safety and conservation presentations.

e Completes and maintains work orders, time sheets, preflight checklists,
tailgate meetings, inventory forms, and all other division paperwork, and
maintains records and prepares reports as directed. Conducts system
inspections and records findings.
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e Maintains GIS software applications and databases, including service
connection details, flushing and exercising maintenance records, televising
records, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned customer outages or system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Divisions. Maintains
an ability whenever possible to respond to utility emergencies and assist
those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin (PSCW).
Ensures full Water and Wastewater System Divisions compliance of the same.

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.

e Disconnects water service to customers upon receipt of disconnection
workorders due to delinquency or safety violations, and at customers’
request. Conducts periodic reviews of disconnected properties for connection
evaluation.

e Installs water meters at customer premises, including temporary and
permanent services. Assists the meter technician with the maintenance and
repair of water meters. Reconnects water services and transfers water
meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic commercial electrical
maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Electric System Division,
including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operation, groundsman duties, and
other tasks as directed. Provides local and regional emergency disaster
response.

e Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.
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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, and one or more years water and/or
wastewater operator experience.

Demonstrated mechanical and/or plumbing aptitude.

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

Language Ability and Interpersonal Communication Skills

Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of some individual judgment, with
reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy,
record, and transcribe data and information.

Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; facilities operation and maintenance manuals; technical
operating manuals; city and utility policies and procedures; guidelines; non-
routine correspondence; and safety rules and manuals.

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 requests.

Ability to communicate effectively in writing and orally with customers,
department and all levels of City personnel, plumbers, contractors, regulatory
representatives, and the general public.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
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e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems such as leading and teaching.

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

Physical Requirements
e Ability to operate equipment and machinery such as impact tools, sewer line
jet truck, back hoe, roller, loaders, dump truck, forklift, wood chipper, meters,
hand and power tools, snow plows and blowers, lab instruments, excavation
hand tools, and other equipment requiring monitoring multiple conditions and
making multiple, complex, and rapid adjustments. Ability to repair complex
equipment and machinery.

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

e Ability to install and repair meters and perform coordinated activity,
potentially in tight spaces.

e Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and
digging, and pulling heavy objects and materials in excess of 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

Environmental Adaptability
e 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.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Director

REPORTS TO: Mayor PAY GRADE: EX-5 FLSA: E

SUMMARY OF POSITION

The purpose of this position is to direct and supervise the overall operations of
Stoughton Utilities which includes: electric distribution, water distribution, and
wastewater collection and treatment, including system design and development,
system maintenance and construction, utility coordination, financial management,
billing and customer service, regulatory compliance, and utility administration.

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.

e Directs all Stoughton Utilities operations; prepares and monitors budgets,
plans, and goals; develops policies and procedures; implements operations
study recommendations; maintains utility service quality standards;
coordinates various construction and development programs; ensures
compliance with all local, State, and Federal mandates.

e Directs Stoughton Utilities personnel, processes, and technology, including
engineering studies, technology and automation systems implementation,
and other programs. Provides information and assistance to, and coordinates
activities with, other City of Stoughton departments, consultants, auditors,
regulatory agencies, customers, developers, and elected officials.

e Directs Stoughton Utilities annual budget and capital improvement program,
and long-range strategic vision. Directs all electric, water, and wastewater
infrastructure maintenance and construction projects.

e Directs and supervises the activities of Stoughton Utilities personnel. In
conjunction with the Director of Human Resources & Risk Management,
participates in staff hiring and promotions, employee feedback and coaching,
disciplinary actions, personnel evaluations, staff development, and
terminations.
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e Directs Stoughton Utilities public education and outreach programs. Serves as
the utility public information officer and represents Stoughton Utilities in
press releases, media interviews, public statements and presentations, and
community events.

e Directs the Stoughton Utilities safety program coordination. Participates on
the Safety Team. Responds to all safety requirements, requests, and
concerns of utility employees. Conducts safety investigations.

e Represent Stoughton Utilities in reporting to the Mayor, Common Council,
Utilities Committee, and the City of Stoughton Leadership Team. Participates
in required Utilities Committee and Common Council meetings. Prepares
monthly meeting agendas and notices, status reports, and other scheduled
and unscheduled presentations and reports.

e Represents Stoughton Utilities in participation and communications with
industry partners including WPPI Energy and Municipal Electric Utilities of
Wisconsin (MEUW), lobbying organizations, regulatory agencies, legal
representation, and elected officials. Serves as Director on the WPPI Energy
Board of Directors.

e Receives and resolves high-level inquiries and complaints, including those
from elected officials and the Public Service Commission of Wisconsin, and
implements resulting corrective action and/or policy revisions.

e Complies with all Stoughton Utilities Safety Programs, and guidelines and
regulations set by the Public Service Commission of Wisconsin, Wisconsin
Department of Natural Resources, and the National Electric Safety Code.

e Responds to planned and unplanned customer engagement opportunities and
significant event response, including but not limited to large-scale outages,
severe weather events, and drinking water or sanitary sewer emergencies.

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.

e Greet and direct visitors. Answer, direct, and route telephone calls and
messages.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, and conducts
system demonstrations and tours.

e Assists all other Stoughton Utilities divisions as required.
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QUALIFICATIONS

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

Education/Training/Certifications

Bachelor’s degree in engineering or business administration, or related field,
with preference for State of Wisconsin licensure for Professional Engineer. A

track record of successful management and supervisory experience required.
A minimum of 15 years of utility leadership experience preferred.

Must have or obtain, within one year, Wisconsin Department of Natural
Resources (DNR) Grade 1 Waterworks Operator Certification with subclasses
G and D, or such certification designated as Operator in Training.

Must have or obtain, within one year, Wisconsin DNR Wastewater Treatment
Plant Operator Certification — Basic, or such certification designated as
Operator in Training.

Previous economic development experience preferred but not required.
Knowledge of computer software used in the utility environment, including
experience with utility system automation, asset management, and mapping
platforms. Advanced user of Microsoft Office applications (Word, Excel, and
PowerPoint).

Valid motor vehicle operator’s license is required.

Language Ability and Interpersonal Communication Skills

Ability to perform complex data analysis, including the ability to audit,
deduce, assess, conclude, appraise, analyze, and interpret an extensive
variety of technical information and governmental regulations. Requires
discretion in determining and referencing such to established criteria to define
consequences and develop alternatives.

Ability to provide first line supervision. Ability to create consensus and
collaboration, and train others. Ability to advise and provide interpretation
regarding the application of policies, procedures, and standards to specific
situations.

Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

Ability to utilize a wide variety of advisory data and information such as civil
engineering plans; engineering studies and reports; construction
specifications; bid documents and tabulations; utility statistical reports,
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demand and consumption reports, and wholesale billing statements; financial
reports and statements; budgets; city and utility policies and procedures;
guidelines; non-routine correspondence; Public Service Commission of
Wisconsin rules, regulations, and tariffs; Wisconsin Department of Natural
Resources rules and regulations; State of Wisconsin legal statutes; and safety
rules and manuals.

e Ability to explain, demonstrate, and clarify to others within established
policies, procedures, and standards, as well as the ability to respond to
complex requests where established policies and procedures may not exist.

e Ability to record and deliver information, explain procedures, give and follow
instructions, use and interpret civil, environmental, and electrical engineering
and accounting terminology.

e Ability to communicate in writing and orally with customers, department and
all levels of City personnel, construction consultants and contractors,
engineering and legal consultants, financial auditors, regulatory agencies,
elected and appointed government officials, and the general public. Ability to
prepare letters, statements, notices, memos, narrative and statistical reports,
and other correspondence using prescribed formats according to accepted
rules of punctuation, grammar, and style.

Supervisory Skills
e Ability to assign, supervise, review, develop, assess, and implement
recommendations to improve the work of others.

e Ability to make recommendations regarding the selection, training, discipline,
advancement, and discharge of employees.

e Ability to prepare meaningful performance reviews and participate in the
delivery of such reviews.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop detailed
descriptive statistical reports; and the ability to perform mathematical
operations with algebra, geometry, and descriptive statistics.

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

Judgment and Situational Reasoning Ability
e Ability to carry out directives with direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.
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e Ability to apply principles of influence systems such as managing, supervising,
leading, teaching, directing, planning, coordinating, disciplining, coaching, and
controlling.

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 measurable or
judgmental criteria, and involving the direction, control and planning of an
entire program or multiple programs.

Physical Requirements
e Ability to operate equipment and machinery requiring monitoring multiple
conditions and making multiple, complex, and rapid adjustments, such as
motor vehicles.

e Ability to operate office equipment and machinery requiring simple but
continuous adjustments, such as computer terminal, calculator, photocopier,
telephone, and other items used in performing essential functions.

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

e Ability to exert very moderate physical effort in sedentary to light work,
typically involving some combination of stooping, kneeling, crouching and
crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability
e Ability to work effectively in an office environment and in public meetings
under safe and comfortable conditions, as well as in the field under
uncomfortable and potentially unsafe conditions that require exposure to
environmental factors such as temperature variations, high winds, rain and
snow, odors, noise, vibrations, wetness, machinery, and vehicular traffic. This
exposure may cause discomfort and presents a risk of injury or death.
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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:

Date:

Signature:
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Stoughton

UTILITIES DEPARTMENT
Wastewater System Division
Wastewater System Supervisor

REPORTS TO: Assistant Utilities Director PAY GRADE: W-6 FLSA: N

SUMMARY OF POSITION

The purpose of this position is to provide supervision to the Wastewater System
Division, including personnel and daily operations, projects and development, and
strategic planning, under the direction of the Utilities Director, including supervision
of the Stoughton Utilities wastewater treatment facilities and the sanitary sewer
collection system. This position serves as the designated Operator in Charge of the
Stoughton Wastewater Treatment Facility and assumes all obligations and
responsibility for regulatory compliance.

This position also efficiently and safely performs wastewater treatment system
operations, maintenance, and repair tasks, and participates in construction projects,
in accordance with Stoughton Utilities construction specifications and standards.

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.

e Supervises and directs the daily operations and maintenance of the
wastewater treatment plant and collection system, and oversees and
monitors the wastewater treatment process. Ensures compliance with
regulatory agency requirements and utility policies, including compliance with
all requirements of the Wisconsin Pollutant Discharge Elimination System
(WPDES) permit issued to the Stoughton Wastewater Treatment Facility.
Ensures environmentally-responsible wastewater treatment and discharge via
obtaining and testing wastewater treatment samples throughout the
treatment process and monitoring and recording plant operations and tank
volumes.

e Supervises the activities of Wastewater System Division personnel. Conducts
regular division staff meetings, establishes and maintains productivity
reports, prepares and assigns work orders, coordinates introductory and
continuing training programs, reviews and approves timesheets, establishes
and maintains staff work and leave schedules, and assists in the completion
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of performance evaluations. Plans short and long-term division work plans
and projects, and guides the division’s goals and vision.

e Supervises, organizes, and leads routine safety meetings. Conducts routine
safety compliance checks on active job sites. Oversees division operations to
ensure safety policy compliance. Report out findings to Stoughton Utilities
management and safety compliance teams.

e Supervises the division tool and equipment inventory and evaluates and
approves or denies requests from division staff for the procurement of new
tools and equipment.

e Supervises the installation of new sanitary sewer service connections.
Coordinates activities associated with sanitary sewer lateral connections with
contractors, residents, and engineers.

e Supervises and coordinates the distribution of field notifications for
construction.

e Supervises sludge storage and removal programs. Maintains appropriate
sludge storage capacity, nutrient management field records including
ownership and contact information, regulatory soil sampling requirements,
and all data necessary for regulatory compliance.

e Routinely performs operator work tasks at active job sites to plan, direct, and
supervise system and equipment maintenance and repair tasks. Works onsite
to recommend operational changes and safety improvements, and to
evaluate staff knowledge, competence, and safety compliance.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs
routine maintenance to sanitary sewer collection system infrastructure and
equipment. Flushes, televises, cleans, and repairs the sanitary sewer
collection system.

e Prepares and secures safe work sites, including truck and equipment setup,
placement of warning signs and cones, traffic control and direction, and more.
Conducts worksite meetings to review projects and safety.

e Operates the wastewater SCADA system to monitor system health, record
data and equipment readings, operate controls, evaluate influent and effluent
flow, monitor lift station pumpage and plant treatment, and investigate
system concerns.

e Obtains and prepares samples of wastewater influent and effluent quality
conditions, wastewater treatment processes, and drinking water, and
performs laboratory analysis including sample testing and calculations for
biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
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solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride
content, industrial effluents, glucose glutamic acid, and other analysis as
directed. Prepares graphs, charts, and reports from sample data, and reports
out findings. Adjusts wastewater treatment and drinking water distribution
operations and calculates amounts of chemical additives according to test
results.

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge
regarding testing requirements for wastewater treatment facilities. Cleans
and maintains lab equipment. Prepares and sends EPA samples as directed.

e Prepares reports in accordance with DNR, EPA, and other regulatory agency
requirements, including compliance maintenance annual reports, land
application of biosolids annual reports, monthly discharge report, annual
mercury reports, and annual air emissions reports.

e Develops and maintains emergency response and maintenance programs for
the sanitary sewer collection system as part of the Stoughton Utilities
Capacity, Management, Operation and Maintenance (CMOM) program.
Performs self- assessments on CMOM compliance.

e Monitors industry loadings and compliance with routine sampling
requirements. Maintains listing of industrial facility contacts, and forms and
maintains relationships with facility operations and maintenance managers.
Reviews laboratory results of industrial sampling and ensures facility
compliance with discharge requirements. Provides laboratory results to the
Billing & Metering Supervisor and assists in the billing of industrial surcharges

e Collaborates with the Asset & Facilities Coordinator to maintain material
inventory and procurement. Provides input and prepares recommendations
for material quality standards and specifications. Assists in the evaluation of
proposals and material acquisition. Cooperates in the year-end inventory
process.

e Assists in the preparation of the Utilities 20-year Capital Improvement
Program, including conducting reviews of system reliability and making
recommendations for system improvements. Assists with the preparation and
ongoing monitoring of the Utilities annual budget.

e Makes recommendations for wastewater division vehicle replacements,
additions, and retirements. Provides input on vehicle standards and
specifications. Supervises routine maintenance schedules and requirements,
monitors vehicle safety and regulatory compliance requirements, and
schedules vehicle maintenance work.

e Collaborates with the Distribution System Coordinator to make
recommendations for new development design and system expansion.
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e Responds to customer inquiries and complaints and performs corrective
measures, or schedules and assigns workorders to resolve customer issues.
Communicates with customers as required to resolve inquiries and
complaints, and to provide notice of planned construction.

e Coordinates and schedules the work of subcontractors working at the
wastewater treatment facility and on the wastewater collection system.
Reviews the quality of work completed by subcontractors to ensure
compliance with utility construction specifications and contract requirements
and expectations. Communicates with subcontractors to discuss complaints
and issues.

e Attends and assists with utility-sponsored public events, prepares public
educational materials and participates in outreach efforts, conducts treatment
facility and collection system demonstrations and tours.

e Maintains GIS software applications and databases, including wastewater
collection system details, service connections, manhole inspections, main
flushing and televising, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned
activities outside of the typical work schedule, including but not limited to
planned plant and collection system maintenance work, as well as planned
seasonal schedule changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Division. Maintains
an ability whenever possible to respond to utility emergencies and assist
those serving on- call.

e Complies with all Stoughton Utilities safety programs, and guidelines and
regulations set by the Wisconsin Department of Natural Resources (DNR).
Ensures full Wastewater System Division compliance of the same.

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.

e Maintains grounds and facilities, such as painting surfaces, ice and snow
removal, custodial tasks, basic carpentry, basic plumbing maintenance, and
similar tasks as assigned.

e Provides emergency after-hours support to the Electric and Water System
Divisions, including basic system repair, traffic control and direction, site
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preparation and cleanup, equipment transport and operations, electric line
groundsman duties, and other tasks as directed.

e Performs routine vehicle maintenance.
e Performs other Stoughton Utilities tasks as directed.

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

Education/Training/Certifications
e High School diploma or equivalent, technical training in wastewater
treatment, and seven or more years wastewater operator experience, or any
combination of education and experience that provides equivalent knowledge,
skills, and abilities.

e Wisconsin Department of Natural Resources (DNR) Wastewater Treatment
Plant Operator - Advanced certification for the Stoughton Wastewater
Treatment facilities.

e Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G
and D for the Stoughton Waterworks.

e Successful completion of Wisconsin DNR Advanced Laboratory exam.

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

e Vocational or industry training in supervision and/or leadership, with
demonstrated experience in leading others in a professional environment.

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

Language Ability and Interpersonal Communication Skills
e Ability to perform mid-level data analysis, including the ability to audit,
deduce, assess, conclude, and appraise. Requires discretion in determining
and referencing such to established criteria to define consequences and
develop alternatives.

e Ability to provide first line supervision. Ability to create consensus and
collaboration, and train others. Ability to advise and provide interpretation
regarding the application of policies, procedures, and standards to specific
situations.

e Ability to classify, compute, and tabulate data and information, following a
prescribed plan requiring the exercise of significant individual judgment.
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e Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work
orders; utility maps and diagrams; construction specifications; blueprints; lab
records and reports; plant operation and maintenance manuals; engineering
reports; technical operating manuals; city and utility policies and procedures;
guidelines; non-routine correspondence; Wisconsin Department of Natural
Resources rules and regulations; State of Wisconsin legal statutes; and safety
rules and manuals.

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 complex requests.

e Ability to communicate in writing and orally with customers, department and
all levels of City personnel, plumbers, developers, engineers, contractors,
regulatory agencies, and the general public.

e Ability to prepare letters, statements, notices, memos, narrative and
statistical reports, and other correspondence using prescribed formats
according to accepted rules of punctuation, grammar, and style.

Supervisory Skills
e Ability to assign, supervise, review, develop, assess, and implement
recommendations to improve the work of others.

e Ability to make recommendations regarding the selection, training, discipline,
advancement, and discharge of employees.

e Ability to assist in the preparation of meaningful performance reviews, and
participate in the delivery of such reviews.

Mathematical Ability
e Ability to perform addition, subtraction, multiplication, and division; calculate
percentages, fractions, and decimals; interpret and develop basic descriptive
statistical reports; and may require the ability to perform mathematical
operations with algebra.

Judgment and Situational Reasoning Ability
e Ability to carry out directives without direct supervision. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

e Ability to apply principles of influence systems, such as supervising, leading,
teaching, planning, coordinating, disciplining, and controlling.

Council Approved ADD DATE





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 measurable criteria,
and involving the direction, control, and planning of an entire program or
multiple programs.

Physical Requirements

Ability to operate equipment and machinery such as forklift, backhoe, roller,
compression tools, meters, dump truck, end loaders, sewer jet machine, air
hammers, compactors, concrete saws, hand and power tools, generators,
portable pumps, chemical pumps, freezing and thawing machines, locators,
snow plows and blowers, sanitary sewer televising equipment, and other
equipment requiring monitoring multiple conditions and making multiple,
complex, and rapid adjustments. Ability to repair complex equipment and
machinery.

Ability to coordinate eyes, hands, feet, and limbs in performing skilled
movements involved in the operation and repair of wastewater treatment
facility and sewer collection system equipment.

Ability to exert regular and sustained heavy physical effort in very heavy
work, typically involving some combination of climbing, balancing, stooping,
kneeling, crouching, or crawling, as well as lifting, carrying, pushing,
shoveling and digging, and pulling heavy objects and materials in excess of
100 pounds.

Ability to recognize and identify degrees of similarities or differences between
characteristics of color, shape, sound, texture, and odor associated with job-
related objects, materials, and tasks.

Ability to meet all physical requirements of the Stoughton Utilities Advanced
Certified Operator position description.

Environmental Adaptability

Ability to work effectively in an office environment, as well as in the field
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, and high voltage electrical
currents. This exposure may cause discomfort and presents a risk of injury or
death.
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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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City of Stoughton
Position Description

Name: Department:  Utilities — Wastewater System Division
Title: Advanced Certified \Wastewater-Operator Pay Grade: FLSA: N
Date: JanuaryMarch, 202217 Reports To: Utilities Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the water pumping, storage, and distribution systems, and the
wastewater treatment facilities and sanitary sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations. This position is identical to other Advanced Certified Operator positions in terms of
job scope and required qualifications and certifications, however may differ in day-to-day duties and assignments.

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 Provides safe drinking water conditions to protect Stoughton Utilities customers, via obtaining and testing routine water
samples, monitoring and recording well pump operations and storage tank volumes, monitoring and testing water and
wastewater quality conditions, and monitoring and recording data and operations on the water/wastewater SCADA

system.

e Ensures environmentaly-responsibleenvironmentally responsible wastewater treatment and discharge via obtaining and
testing routine wastewater treatment samples throughout the treatment process, monitoring and recording plant
operations and tank volumes, monitoring and testing wastewater influent and effluent quality conditions, and monitoring
and recording data and operations on the water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops, services, and hydrants. Installs and
maintains water service connections. Performs routine maintenance to other water system infrastructure and equipment.
Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer
collection system infrastructure and equipment. Flushes, televises, cleans, and repairs the sanitary sewer collection

system.

e Repairs and maintains Performsroutine-maintenance-te-pumps, motors, valves, flow meters, screens, and all other
equipment at the wastewater treatment facility.and-completes-otherwork-erders-as-assigned:

»—Obtains and prepares samples_of drinking water and wastewater treatment, and performs laboratory activities-analysis

including sample testing and calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic
acid, and other analysis as directed, and/or delivers samples to outside laboratories. Prepares graphs, charts, and reports
from sample data, and reports out findings. Makes adjustments to drinking water and wastewater treatment operations
and calculates amount of chemical additives according to test results.ete-

e Prepares, or assists with the preparation of monthly water pumpage and wastewater treatment reports, and submits to
the Wisconsin Department of Natural Resources (DNR).






Advanced Certified Wastewater-Operator

Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for

wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.

Operates and-maintains-the water/wastewater SCADA system to monitor system health, record data and equipment

readings, operate controls, evaluate system performance, and investigate trouble conditions.

Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as

required to resolve inquiries and complaints, and to provide notice of planned system outages.

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives safety and conservation presentations.

Completes and maintains work orders, time sheets, preflight checklists, tailgate meetings, inventory forms, and all other

division paperwork, and maintains records and prepares reports as directed. Conducts system inspections and records
findings.

Maintains GIS software applications and databases, including service connection details, flushing and exercising

maintenance records, televising records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Water and Wastewater

System Divisions. Maintains an ability whenever possible to respond to utility emergencies and assist those serving
on-call.

Complies with all Stoughton Utilities safety programs, and quidelines and requlations set by the Wisecensin—Public

Service Commission of Wisconsin (PSCW). Ensures full Water and Wastewater System Divisions compliance of the

same.

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety

violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises, including temporary and permanent services. Assists the meter technician

with the maintenance and repair of water meters. Reconnects water services and transfers water meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic

commercial electrical maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Electric System Division, including basic system repair, traffic control

and direction, site preparation and cleanup, equipment transport and operation, groundsman duties, and other tasks as
directed. Provides local and regional emergency disaster response.

Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.Rerforms-custodialtasks:






Advanced Certified Wastewater-Operator
opbnonpdeses

e Atthe discretion of the Utilities Director, this position may temporarily be assigned as the designated Operator in Charge
of the Stoughton Wastewater Treatment Facility and assume all obligations and responsibility for regulatory

compliance.
~—Remeves-lee-apd-snew-rom-wallewvays-and-drives
~—Perorms-carpentry-tasks-as-neededs

ot it loctri . irod.

Minimum Training and Experience Required to Perform Essential Job Functions
¢ High School diploma or equivalent, and fourthree or morete-six years water and/or wastewater operator experience.

e Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator — Advanced certification for
the Stoughton Wastewater Treatment facilities.

e Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G and D for the Stoughton Waterworks.

e Successful completion of the DNR Advanced Laboratory exam.

e Ability to maintain the required continuing education credits for the above DNR Operator-operator and laboratory
certifications-Advanced-certification.

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





Advanced Certified Wastewater-Operator

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

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual judgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work orders; utility maps and diagrams; construction
specifications; blueprints; lab records and reports; facilities operation and maintenance manuals; engineering reports;
technical operating manuals; city and utility policies and procedures; guidelines; non-routine correspondence; Public
Service Commission of Wisconsin rules, reqgulations, and tariffs; Wisconsin Department of Natural Resources rules and
requlations; and safety rules and manuals.

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 requests.

+—Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

plumbers contractors, requlatorv representatlves and the qeneral publchJe#lty—teﬂ&nalyze;and—eategen%eeata—aﬂd

Mathematical Ability

+—Ability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and decimals;
interpret and develop basic descrlptlve statistical reports and may requwe the ability to perform mathematlcal operatlons
with fractions—and-algebra.Ab

spatial-relationships:
. i . . _ istical '

Judgment and Situational Reasoning Ability

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

e Ability to apply principles of influence systems such as leading and teaching.

o—Ability to exercise the judgment, decisiveness and creativity requwed in S|tuat|ons involving the evaluatlon of
mformatlon aqalnst sensory and |udqmental criteriaAbih

Physical Requirements





Advanced Certified Wastewater-Operator

Ability to operate equipment and machinery

and-rapid-adjustments;-such as impact tools, sewer I|ne jet truck back hoe rolle
chipper, meters, hand and power tools, snow plows and blowers, eementmixer-lab instruments, mechanic’s-hand-tools;

voltmeter—welder-and-excavation hand tools, and other equipment requiring monitoring multiple conditions and making
multiple, complex, and rapid adjustments. Ability to repair complex equipment and machinery.-

Ioaders dump truck forkllft wood

" : | : e

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

and pumping -equipment.
Ability to install and repair meters and perform coordinated activity, potentially in tight spaces.

Ability to exert reqular and sustained heavy physical effort in moderate-veryte heavy work, typically involving some
combination of climbing, ane-balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing,
shoveling and digging, and pulling heavy objects and materials in excess ofever 100 pounds.

Ability to recognize and identify degrees of similarities or differences between characteristics of colors,-forms shape,
sounds, texture, and odors-and textures-associated with job-related objects, materials, and ingredientstasks.





Advanced Certified Wastewater-Operator

Environmental Adaptability

»—Ability to work under mederatelyunsafe-and-uncomfortable_and potentially unsafe —conditions where-that require
exposure to severe environmental factors such as temperature variations, eders;-high winds, rain and snow, odors, toxic
agents, noise, vibrations, wetness, -machinerydusts, machinery, explosives, gas, vehicular traffic, high voltage electrical
currents, and disease. -andlor-dustThis exposure -may cause ercausing-discomfort and presents a high and-where-there

is-a-risk of injury requiring-extended-recoveryor death.






Advanced Certified Wastewater-Operator

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 — Water System Division
Title: Advanced Certified \Water-Operator Pay Grade: FLSA: N
Date: MayMarch, 202218 Reports To: Utilities Water System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the water pumping, storage, and distribution systems, and the
wastewater treatment facilities and sanitary sewer collection system for the City of Stoughton, with a focus on water
distribution operations. This position is identical to other Advanced Certified Operator positions in terms of job scope and

required quallflcatlons and certlflcatlons however may dlffer in day-to-day dutles and assmnments Ims-pesmen—lceqel#es

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 Provide safe drinking water conditions to protect Stoughton Utilities customers, via obtaining and testing routine water
samples, monitoring and recording well pump operations and storage tank volumes, monitoring and testing water and
wastewater quality conditions, and monitoring and recording data and operations on the water/wastewater SCADA
system.

e Ensures environmentaly-responsibleenvironmentally responsible wastewater treatment and discharge via obtaining and
testing routine wastewater treatment samples throughout the treatment process, monitoring and recording plant
operations and tank volumes, monitoring and testing wastewater influent and effluent quality conditions, and monitoring
and recording data and operations on the water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops, services, and hydrants. Installs and
maintains water service connections. Performs routine maintenance to other water system infrastructure and equipment
as-directed. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer
collection system infrastructure and equipment. Flushes, televises, cleans, and repairs the sanitary sewer collection

system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all other equipment at the wastewater treatment
facility.

e Obtains and prepares samples of drinking water and wastewater treatment, and performs laboratory analysis including
sample testing and calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile solids,
phosphorous, ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic acid,
and other analysis as directed, and/or delivers samples to outside laboratories. Prepares graphs, charts, and reports from
sample data, and reports out findings. Makes adjustments to drinking water and wastewater treatment operations and
calculates amount of chemical additives according to test results.

e Prepares, or assists with the preparation of monthly water pumpage repert-and wastewater treatment reports, and submits

to the Wisconsin Department of Natural Resources (DNR).—Prepares—orassists-with-the-preparation-of-water meter
change program reports.

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for
wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.






Advanced Certified Water-Operator

Operates the water/wastewater SCADA system to monitor system health, record data and equipment readings, operate

controls, evaluate system performance, and investigate trouble conditions.

Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as

required to resolve inquiries and complaints, and to provide notice of planned system outages.

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives safety and conservation presentations.

Completes and maintains work orders, time sheets, preflight checklists, tailgate meetings, inventory forms, and all other

division paperwork, and maintains records and prepares reports as directed. Conducts system inspections and records
findings.

Maintains GIS software applications and databases, including service connection details, flushing and exercising

maintenance records, televising records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Water and \Wastewater

System Divisions. Maintains an ability whenever possible to respond to utility emergencies and assist those serving
on-call.

+—Complies with all Stoughton Utilities safety programs, and quidelines and requlations set by the \Wiseensi-Public

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety

violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises, including temporary and permanent services. Assists the meter technician

with the maintenance and repair of water meters. Reconnects water services and transfers water meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic

commercial electrical maintenance, basic plumbing, and similar tasks as assigned.






Advanced Certified Water-Operator

e Provides emergency after-hours support to the Electric System Division, including basic system repair, traffic control
and direction, site preparation and cleanup, equipment transport and operation, groundsman duties, and other tasks as
directed. Provides local and regional emergency disaster response.

e Performs routine vehicle maintenance.

o« Performs other Stoughton Utilities tasks as directed. Maintains-grounds-and-faciities; such-as-painting-surfaces—ice-and

e Atthediscretion of the Utilities Director, this position may temporarily be assigned as the designated Operator in Charge
of the Stoughton Wastewater Treatment Facility and assume all obligations and responsibility for regqulatory

compliance. Performs-other Stoughton-Utilities tasks-as-directed:

Minimum Training and Experience Required to Perform Essential Job Functions
e High School diploma or equivalent with-and three to-fiveor more years water and/or wastewater operator plumbing-er
water-utiliby-experience.;

e Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator — Advanced certification for
the Stoughton Wastewater Treatment facilities.

e Wisconsin DNR e+-3 : : : -
abities—A-Grade 1 Waterworks Operator Certlflcatlon W|th subclasses G and D #em—the—WBeenwv—Depathem—ef
Natural-Resources-(AWDNR)-for the Stoughton Waterworks-and-a-commereial-driver’s-ticense-with-tankerand-airbrake

certification-are-reguired.

e Successful completion of the Wisconsin DNR Advanced Laboratory exam.

e Ability to maintain the required continuing education credits for the above DNR operator and laboratory certifications.

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






Advanced Certified Water-Operator

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

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual judgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work orders; utility maps and diagrams; construction
specifications; blueprints; lab records and reports; facilities operation and maintenance manuals; engineering reports;
technical operating manuals; city and utility policies and procedures; guidelines; non-routine correspondence; Public
Service Commission of Wisconsin rules, requlations, and tariffs; Wisconsin Department of Natural Resources rules and
requlations; and safety rules and manuals.

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 requests.

+—Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

plumbers contractors requlatorv representatrves and the qeneral publrcAb#Hy—to—arralyze—and—eategonze—&ata—and

Mathematical Ability

e Ability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and decimals;
interpret and develop basic descriptive statistical reports; and may requrre the ability to perform mathematrcal operatrons
wrth fraenons—and—alqebra Abil

Judgment and Situational Reasoning Ability

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

e Ability to apply principles of influence systems such as leading and teaching.

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

mformatron against sensory and judgmental criteriaAbitity-to-use-functional-reasening-in-performing-diversified-work

Physical Requirements

e Ability to operate equipment and machinery such as impact tools, sewer line jet truck, back hoe, roller, loaders, dump
truck, forklift, wood chipper, meters, hand and power tools, snow plows and blowers, lab instruments, excavation hand






Advanced Certified Water-Operator

tools, and other equipment requiring monitoring multiple conditions and making multiple, complex, and rapid
adjustments. Ability to repair complex equipment and machinery.

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

e Ability to install and repair meters and perform coordinated activity, potentially in tight spaces.

e Ability to exert reqular and sustained heavy physical effort in very heavy work, typically involving some combination
of climbing, balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and digging,
and pulling heavy objects and materials in excess of 100 pounds.

+—Ability to recognize and identify degrees of similarities or differences between characteristics of color, shape, sound,

texture, and odor associated with job-related objects, materials, and tasks.AbHity-to-carry-out-directives-without-direct






Advanced Certified Water-Operator

Environmental Adaptability

»—Ability to work under uncomfortable and potentially mederatehrunsafe and-uncomfortable-conditions where-that require
exposure to severe environmental factors such as temperature variations, edershigh winds, rain and snow, odors, toxic
agents, noise, vibrations, wetness, dusts, disease;—machinery, explosives, gas, vehicular traffic, high voltage—and
electrical currents, and disease. This exposure may cause discomfort where-there-isand presents a high-a risk of injury
or death.






Advanced Certified Water-Operator

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 — Electric System Division
Title: Apprentice Lineworkerman Pay Grade: FLSA: N
Date: ApritMarch, 202204 Reports To: Utilities Electric System Supervisor

Purpose of Position

The purpose of this-positions in this classification is to efficiently and safely assist in performing electrical distribution line
construction, maintenance, and repair tasks-ferthe-City-of Stoughten, in accordance with Stoughton Utilities construction
specifications and standards.

Responsibilities for this position will increase in complexity and level of individual responsibility as the employee
progresses through the utility’s apprentice lineworker program.

This position is intended to provide education and on-the-job training leading to jJourneyman ILineworkerman status and
requires continual progression, and is not considered a permanent employment status. Advancement to Journeyman
Lineworker status occurs upon completion of required classroom instruction, on-the-job training hours, and demonstration
of job knowledge and competency.

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.

o Assists-Operatesin-eperating diggers, bucket trucks, and hand tools near and around electrical distribution lines. Assists
-eOperatinges live-line tools to connect and disconnect distribution lines and components._Assistsinstalls-i-astalling
primary and secondary overhead and underground electrical systems. Performs all other industry-standard duties

expected of an apprentice lineworker.

e Prepares and secures safe work sites, including truck and equipment setup, placement of -—Ereets-warning signs and
cones, traffic control and direction, and secures—areasmore. Conducts tailboard meetings to review projects and

Maintains-knewledge-of-and-implements-safety-procedures.

e Completes field staking using staking sheets provided by the Utilities Distribution System Coordinator.

o Assists-in-operatingOperates ane-maintaining-the electric SCADA system to monitor system health, record data and
equipment readings, operate controls, evaluate circuit performance and load, and investigate outage conditions.

e Receivesand rResponds to customer inquiries and complaints and performs corrective actienmeasures. Communicates

with customers as required to resolve dnrespoenseto-customer inquiries and complaints, and to provide notice of planned
system outages.

o Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.
Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

e Installs, Rrepairs, and maintains municipal street lightsing.

e Monitors system tree trimming and removal needs, and ensures clearance program compliance. Works with division
employees to trim and remove trees and brush. Communicates with customers to provide notice of upcoming line
clearance projects; and resolves line clearance complaints and inquiries.

e Participates in the utility’s apprentice lineworker program, including soliciting and receiving education and mentorship,
and working towards advancement through the program.






Apprentice Lineworkerman

e Attends and assists with utility-sponsored public events, prepares public educational materials and participates in
outreach efforts, conducts system demonstrations and tours, and gives electrical safety presentations.

e Completes and maintains work orders, staking sheets, outage reports, time sheets, preflight checklists, tailgate meetings,
inventory forms, and all other division paperwork, and maintains records and prepares reports as directed. Conducts
system inspections and records findings.

e Maintains GIS software applications and databases, including electric service connection details, circuit identifications,
overhead and underground system inspections, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Maintains an ability to travel within Wisconsin to locations requiring overnight stays up to a week in length to complete

the required apprenticeship classroom and hands-on training.

e Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call. As progression
through the apprenticeship program occurs, maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Electric System Division.

o Complies with all Stoughton Municigal-Utilities sSafety programs, and guidelines and regulations set by the ¥iseensin
Public Service Commission of Wisconsin (PSCW) and the National Electric Safety Code (NESC).

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.





Apprentice Lineworkerman

e Disconnects electrical service to customers upon receipt of disconnection workorders due to delinquency or safety
violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

e |nstalls electric meters, including current transformers (CTs) and voltage transformers (VTs) as necessary, at customer
premises, including temporary and permanent services. Assists the meter technician with the maintenance and repair
of electric meters, CTs, and VTs. Reconnects and transfers electric meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic
commercial electrical maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Wastewater and Water System Divisions, including basic system repair,
traffic control and direction, site preparation and cleanup, equipment transport and operation, and other tasks as directed.
Provides local and regional emergency disaster response.

e Performs routine vehicle maintenance.

»—Performs other Stoughton Utilities tasks as directed.Maintatrs-Stoughten-Municipal-UtHitiesfacHities:
S dends onpiee e

o  Removes-ice-and-snow-from-walkways-and-drives:

Minimum Training and Experience Required to Perform Essential Job Functions

e High school diploma or equivalent and vocational/technical training in electrical systems, or any combination of
education and experience that provides equivalent knowledge, skills, and abilities.

e Successful completion of a nine-month electric power distribution technical course, or e-with-preference—given-to
candidateswho-possess-one-or-more-of the- following—enrollment in the State of Wisconsin atecal-four-yearllineworker

teehmeran—apprentlceshlp program preferred#eeaﬂead#eehmeﬁ—#anmg—%eleetned%ys@ms%@%e—mme—yea#s

e Ability to maintain enrollment in the State of Wisconsin lineworker apprenticeship program is required.

e Ability to obtain and maintain fCertification—in-CPR—firstaid—Hilti-gun—forklift certification_and CPR/First Aid

certification is required.

e Ability to obtain and maintain a -are-ecommercial driver’s license with tanker and airbrake certification is required.

also-preferred-orwilt-bereguired-to-be-obtained-after-hire—A valid motor vehicle operator’s license is required at hire.

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

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to utilize a wide variety of advisory data and information, such as work orders; staking sheets; utility maps and
diagrams; construction specifications; technical operating manuals; city and utility policies and procedures; guidelines;
non-routine correspondence; Wisconsin Department of Transportation rules and requlations; and safety rules and
manuals.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual jgdgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

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 requests.






Apprentice Lineworkerman

+—Ability to communicate effectively in writing and orallv with customers, department and all Ievels of Crtv personnel
eIectr|C|ans contractors and the general publlc Abiity ;

Mathematical Ability

e Ability to perform addition, subtraction, multiplicationy;, and division;de; calculate percentages, fractions, and
decimals;; interpret and develop basic descriptive statistical reports; and may-reguire-the ability to perform mathematical
operations with fractions-and-decimalsalgebra.

Judgment and Situational Reasoning Ability

e Ability to carry out directives both with and without direct supervision. Ability to exercise independent
judgementjudgment to apply facts and principles for developing approaches and technigues to problem resolution.

e Ability to apply principles of influence systems such as leading and teaching.

udamentd tormina.diversified K 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

e Ability to operate equipment and machine

adjustments;-such as Hilti-gun-Ampactimpact tools, —t-eel—aerral bucket truck drgger /derrrck forklrft wood chrpper
chain saw, back hoe, roller, compression tools, cable cutters, nail gun, meters, hand and power tools, snow plows and

blowers, and other equrpment requrrrnq monltorrnq multiple condrtrons and makrnq multiple, complex, and rapid
adjustmentshes A

equrpment and machlnery

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements invehved-tn—repairsuch as high
voltage electrical work.

e Ability to install and repair meters and perform coordinated activity around live electricity, potentially in tight spaces.

e Ability to exert reqular and sustained heavy physical effort in mederate-tovery heavy work, typically involving some
combination of climbing, and-balancing, stooping, kneeling, crouching, are-crawling, and lifting, carrying, pushing,
shoveling and digging, and pulling heavy objects and materials in excess of &g-te-100 pounds.

¢ Ability to recognize and identify harmonious-degrees of similarities or differences between ercentrasting-combinations;
as-well-asrecognize-individual-characteristics of colors, formsshape, sounds, eders-and-textures, and odor -associated
with job-related objects, materials, and ingredientstasks.

Environmental Adaptability





Apprentice Lineworkerman

»—Ability to work under uncomfortable and potentially unsafe ane-unecemfertable-conditions where-that require exposure
to severe environmental factors such as temperature variations, high winds, rain and snow, odors, toxic agents, noise,
vibrations, wetness, dusts, machinery, disease;-explosives, gas, vehicular traffic, and high voltage electrical currents.
This exposure may vehiculartrafficand/fordust-can-cause discomfort and presents a high where-there-isrisk of serious
injury or death.

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 — Water—SystemTechnical
Operations Division
Title: Operations——SpeeiatistApprentice Meter Pay Grade: FLSA: N
Technician
Date: MayMarch, 202218 Reports To:  Utilities Billing & Metering

Supervisorater-System-Superviser

Purpose of Position
The purpose of thls posmon is to assist in the mam{&mmalntenance repalrs test g, mstallatlon, and reading of electrlc and

the Clty of Stoughton ThIS posmon shall be respon5|ble for aSS|st|nq in the evaluation of electric and water services and
determination of the appropriate metering design, procurement and maintenance of electric and water meters and test
equipment, maintenance of electric and water meter records, and installation of electric and water meters and equipment.

Responsibilities for this position will increase in complexity and level of individual responsibility as the employee
progresses through the utility’s apprentice meter technician program.

This position is intended to provide education and on-the-job training leading to Journeyman Meter Technician status and
requires continual progression, and is not considered a permanent employment status. Advancement to Journeyman Meter
Technician status occurs upon completion of required classroom instruction, on-the-job training hours, and demonstration
of job knowledge and competency.

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 Maintains the utility’s electric and water meter testing programs to ensure compliance with Wiseensir-Public Service
Commission of Wisconsin (PSCW) regulations and periodic test schedules.

e Tests single and three-phase electric meters both in the field and in the shop in accordance with PSC rules. Maintains,
and repairs meters, current transformers (CTs), and voltage transformers (VTs). Prepares and issues reports on electric
meter test quantities and results to division supervisors, customer service staff, and requlatory agencies as directed.

e Tests water meters both in the field and in the shop in accordance with PSC rules. Installs, maintains, and repairs water
meters. Prepares and issues reports on water meter test guantities and results to division supervisors, customer service
staff, and requlatory agencies as directed.

e Manages the utility water and electric meter inventory. Establishes and maintains metering standardization programs,
and collaborates with the Asset & Facilities Coordinator to maintain meter inventory, including the procurement of new
meters and the discarding of damaged and retired meters. Prepares and issues reports on meter inventory and annual
activity to division supervisors, financial staff, and requlatory agencies as directed. Completes the year-end inventory
process for electric and water meters, CTs, and VTs.

e Reviews applications for new and upgraded electric service connections, and determines proper meter type, cabinet size
and type, and need for CTs and VVTs, and wires customer meter sockets at commercial properties. Conveys cabinet and






Operations-SpecialistApprentice Meter Technician

socket requirements to customers and electrical contractors. Collaborates with the Electric System Supervisor to
coordinate electric meter sizing, installation, and repair.

Installs electric and water meters — including CTs and VTS as necessary — at customer premises, including temporary

and permanent services.

Reviews applications for new water service connections, and determines the proper meter sizing and type. Conveys

plumbing requirements to customers and plumbing contractors. Collaborates with the Water System Supervisor to
coordinate water meter sizing, installation, and repair.

Maintains GIS software applications and databases, including electric and water meter inventory, electric and water

meter testing history, electric and water service connection details and meter history, and other records as directed.

Assists in the management of Manages-the utility’s water Cross-Connection Control Program to eliminate existing and
prevent future cross-connections, in accordance with Wisconsin Department of Natural Resources (DNR) rules.
Performs household and business inspections, issues corrective orders, and performs follow-up inspections as necessary.

Assists with utility billing operations by investigating zero/low meter readings for both electric and water, and reports
findings._Reviews customer history and consumption trends to detect potential meter issues. Performs meter rereads
upon receipt of workorders.

Completes the monthly collection of electric and water meter readings for cycle billing purposes. Maintains ability to

work a flexible schedule in order to complete the monthly meter reading collection outside of standard working hours
one day per month, typically on the first day of the month.

Completes the daily meter readings for newly opened or closed customer accounts. Processes all daily meter

workorders.

Coordinates field delinquent collections operations, including disconnecting utility service to customers as-upon receipt
of disconnection workorders.direeted-

Receives and responds to customer inquiries and complaints and recommends and performs corrective action in

response%e%ustemepmqwﬂesand—eempmn%s.

Attends and assists with utility-sponsored public events, prepares public educational materials, and participates in

outreach efforts.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to travel within Wisconsin to locations requiring overnight stays up to a week in length to complete

the required apprenticeship classroom and hands-on training.

o—Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call.






Operations-SpecialistApprentice Meter Technician

»—Complies with all Stoughton Utilities sSafety programs, and Wisconsin-Department-of -Natural-Resources{DNR)
guidelines and regulations_set by the Wiseonsin—Public Service Commission of Wisconsin (PSCW), Wisconsin

Department of Natural Resources (DNR), and the National Electric Safety Code (NESC).

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 Greet and direct visitors. Answer, direct, and route telephone calls and messages.

e Provide back up for various front-office tasks, including but not limited to: processing customer payments, preparation
of committee meeting packets, preparation of daily bank deposits, organizational filing, negotiating deferred payment

agreements, etc.
e Provide back up for processing customer payments received through various physical and electronic methods, including

but not limited to, banking lockbox, online My Account payments, Autopay (ACH and credit card), night deposit box,
in-person, energy assistance, etc.

e Provide back up for daily visits to City Hall, local post office, and local bank branch to receive and process incoming
and outgoing postal and interdepartmental mail and deliver the daily banking deposit. Sorts and distributes received
postal and interdepartmental mail to their intended recipients.

e Maintains Steughten-Utilitiesgrounds and facilities, #retuding-such as painting surfaces, snow and ice removal, custodial
tasks, baS|c carpentry, basic commermal electrical malntenance basic plumbing, and similar tasks as assigned.-of-ice

e Provides emergency after-hours support to the Electric, Wastewater, and Water System Divisions, including basic
system repair, traffic control and direction, site preparation and cleanup, equmment transport and operatlon and other
tasks as dlrected Prowdes local and reqmnal emerqencv disaster response.

e Performs routine vehicle maintenance.

o Performs other Stoughton Utilities tasks for all other divisions as directedelectricwater—andwastewater operationsas
directed.

Minimum Training and Experience Required to Perform Essential Job Functions

»—High School diploma or equivalent, with one or more years electric metering experience and basic water metering
experience required, or any combination of education and experience that provides equivalent knowledge, skills, and
abilities.-

o Successtul-completion-ofEnrollment in the State of Wisconsin three-year Electric Meter Technician apprenticeship
required, or the ability to begin enrollment immediately upon employment.






Operations-SpecialistApprentice Meter Technician

e Basic knowledge of drinking water distribution systems required; Wisconsin Department of Natural Resources
(WDNR) Grade T or Grade 1 Waterworks Operator Certification-forthe-StoughtonWaterworks, with subclasses G and
D, preferred._Ability to obtain and maintain such certification required.

e Valid motor vehicle operator’s license required; €commercial driver’s license with tanker and air brake certification

reguiredpreferred.

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, records and transcribe data. 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.

e Ability to utilize a variety of advisory data and information such as wel-readings,-meter records, city ordinances, WBNR

PSC and DNR reports and bulletins, watersamples;-distribution-equipmentreports-charts, policy manuals, maintenance
records, WDNR-PSC and DNR rules and regulations, vehicle manuals, equipment manuals, watermain-meter and CT

wiring diagrams, construction specifications and plans, service applications, electric service rules, safety manuals and
codes, and maps.

e Ability to communicate effectively orally and in writing with Bdepartment personnel, customers, contractors, engineers,
City employees, law enforcement, and YWBNR-PSC and DNR statistical reports.

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

e Ability to perform addition, subtractsubtraction, multiplicationy, and divisionde; calculate percentages, fractions,;
fractions and decimals; interpret and develop basic descriptive statistical reports; and the ability to perform

mathematical operations with fractions-and-algebra.—AbHity-te-interpret-basic-deseriptive-statistical-reports:

Judgment and Situational Reasoning Ability

e Ability to carry out directives without direct supervision._Ability to exercise independent juegementjudgment to apply
facts and principles for developing approaches and technigues to problem resolution.

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

e Ability to exercise 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 motor vehicles, backhoedump-truck—end-loaders-sewerjet-machine-meter test bench,
at—hammers;blacktoproHers—compactors—saws;-hand tools, generators, pertable-pumps—chemical-pumps,—mowers;
freezingfthaving-machines-voltmeter, locatorstacksshovelspreks—axes,etc.

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






Operations-SpecialistApprentice Meter Technician

Ability to repair complex-eguipment-and-machinerymeters and perform coordinated activity around live electricity,
potentially in tight spaces.

Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements invelved-in—repatr—ef-water
distribution-eguipmentsuch as electrical work.

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

Ability to recognize and identify degrees of similarities and differences between characteristics of color, sound, taste,
texture, and odor associated with job-related objects, materials, and ingredients.

Environmental Adaptability

Ability to work under uncomfortable and mederately-potentially unsafe and-uncomfertable-conditions that requirewhere
exposure to severe environmental factors such as temperature variations, high winds, rain and snow, odors, toxic agents,
noise, vibrations, wetness, dusts, disease,—machinery, explosives, gas, and high voltage electrical currents. This
exposure may cause discomfort and presents a highwhere-there-is-a risk of injury or death.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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: Apprentice Operator Pay Grade: FLSA: N
Date: March, 2022 Reports To: Utilities Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the water pumping, storage, and distribution systems, and the
wastewater treatment facilities and sanitary sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations.

Responsibilities for this position will increase in complexity and level of individual responsibility as the employee
progresses through the utility’s Advanced Certified Operator Apprenticeship program.

This position is intended to provide education and on-the-job training leading to Advanced Certified Operator status and
requires continual progression, and is not considered a permanent employment status. Advancement to Advanced Certified
Operator status occurs upon completion of required classroom instruction, on-the-job training hours, and demonstration of
job knowledge and competency.

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.

o Ensures environmentally responsible wastewater treatment and discharge via obtaining and testing routine wastewater
treatment samples throughout the treatment process, monitoring and recording plant operations and tank volumes,
monitoring and testing wastewater influent and effluent quality conditions, and monitoring and recording data and
operations on the water/wastewater SCADA system.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer
collection system infrastructure and equipment. Flushes, televises, cleans, and repairs the sanitary sewer collection
system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all other equipment at the wastewater treatment
facility.

e Obtains and prepares samples of drinking water and wastewater treatment, and performs laboratory analysis including
sample testing and calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile solids,
phosphorous, ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic acid,
and other analysis as directed. Prepares graphs, charts, and reports from sample data, and reports out findings. Makes
adjustments to drinking water and wastewater treatment operations and calculates amount of chemical additives
according to test results.

e Provides safe drinking water conditions to protect Stoughton Utilities customers, via obtaining and testing routine water
samples, monitoring and recording well pump operations and storage tank volumes, monitoring and testing water and
wastewater quality conditions, and monitoring and recording data and operations on the water/wastewater SCADA
system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops, services, and hydrants. Installs and
maintains water service connections. Performs routine maintenance to other water system infrastructure and equipment.
Exercises system valves and flushes hydrants.

e Prepares, or assists with the preparation of monthly water pumpage and wastewater treatment reports, and submits to
the Wisconsin Department of Natural Resources (DNR).

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for
wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.





Apprentice Operator

Operates the water/wastewater SCADA system to monitor system health, record data and equipment readings, operate
controls, evaluate system performance, and investigate trouble conditions.

Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as
required to resolve inquiries and complaints, and to provide notice of planned system outages.

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.
Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in
outreach efforts, conducts system demonstrations and tours, and gives safety and conservation presentations.

Completes and maintains work orders, time sheets, preflight checklists, tailgate meetings, inventory forms, and all other
division paperwork, and maintains records and prepares reports as directed. Conducts system inspections and records
findings.

Maintains GIS software applications and databases, including service connection details, flushing and exercising
maintenance records, televising records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to travel within Wisconsin to locations requiring overnight stays up to a week in length to complete
the required apprenticeship classroom and hands-on training.

Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call. As progression
through the apprenticeship program occurs, maintains an ability to serve on standby on-call duty, scheduled on a
rotational basis within the Water and Wastewater System Divisions.

Complies with all Stoughton Utilities safety programs, and guidelines and regulations set by the Public Service
Commission of Wisconsin (PSCW). Ensures full Water and Wastewater System Divisions compliance of the same.

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety
violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises, including temporary and permanent services. Assists the meter technician
with the maintenance and repair of water meters. Reconnects water services and transfers water meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic
commercial electrical maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Electric System Division, including basic system repair, traffic control
and direction, site preparation and cleanup, equipment transport and operation, groundsman duties, and other tasks as
directed. Provides local and regional emergency disaster response.

Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent with demonstrated mechanical and/or plumbing aptitude.

Successful completion of wastewater treatment technical courses, or enrollment in the State of Wisconsin wastewater
treatment plant operator apprenticeship program preferred.





Apprentice Operator

Ability to maintain enrollment in the State of Wisconsin wastewater treatment plant operator apprenticeship program is
required.

Ability to obtain and maintain CPR/First Aid certification is required.

Ability to obtain and maintain a commercial driver’s license with tanker and airbrake certification is required. A valid
motor vehicle operator’s license is required at hire.

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

Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual judgment, with reference to established criteria/standards. Ability to compare, count, differentiate,
measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

Ability to utilize a variety of advisory data and information, such as work orders; utility maps and diagrams; construction
specifications; blueprints; lab records and reports; facilities operation and maintenance manuals; technical operating
manuals; city and utility policies and procedures; guidelines; non-routine correspondence; and safety rules and manuals.

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 requests.

Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,
plumbers, contractors, regulatory representatives, and the general public.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and decimals;
interpret and develop basic descriptive statistical reports; and may require the ability to perform mathematical operations
with algebra.

Judgment and Situational Reasoning Ability

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

Ability to apply principles of influence systems such as leading and teaching.

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

Physical Requirements

Ability to operate equipment and machinery such as impact tools, sewer line jet truck, back hoe, roller, loaders, dump
truck, forklift, wood chipper, meters, hand and power tools, snow plows and blowers, lab instruments, excavation hand
tools, and other equipment requiring monitoring multiple conditions and making multiple, complex, and rapid
adjustments. Ability to repair complex equipment and machinery.

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

Ability to install and repair meters and perform coordinated activity, potentially in tight spaces.

Ability to exert regular and sustained heavy physical effort in very heavy work, typically involving some combination
of climbing, balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and digging,
and pulling heavy objects and materials in excess of 100 pounds.





Apprentice Operator

e Ability to recognize and identify degrees of similarities or differences between characteristics of color, shape, sound,
texture, and odor associated with job-related objects, materials, and tasks.

Environmental Adaptability

e 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.

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—BhvisienTechnical
Operations Division
Title: Utilities Engineering—TechnicianAsset & Pay Grade: FLSA: N
Facilities Coordinator
Date: JuneMarch, 202215 Reports To: Assistant  Utilities  DirectorOperations
Superiptendent

Purpose of Position

The purpose of this position is to coordinate inventory and construction management tasks for Stoughton Utilities, including
contract maintenance, public bidding and requests for guotations, purchasing, warehousing, asset installation and retirement
records, and inventory maintenance. This position is also responsible for the coordination of the construction workorder
process from start to finish, including participating in the development of initial estimates, project closeout, and billing.

This position also coordinates Stoughton Utilities vehicle procurement and maintenance programs, participates in the
maintenance of the utility Geographic Information System (GIS), participates in the operation and maintenance of the
utilities Outage Management System (OMS), and participates in the operatlon and maintenance of the utilities Superwsorv
Control and Data Acqmsmon (SCADA) svstems

eens%meﬁen—and—maﬁenanee—%d%eé%heéteugh%en—un%es—mls posmon serves as the de5|qnated faCIlltles

coordinator manager.and the safety program coordinator.

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.
o Performs-Coordinates a variety of technical planning tasks for maintenance and construction projects, such as preparing
the preparation and distributing-distribution of materials and equipment specifications, the preparation of work orders;
and staking sheets, and the solicitation of ;-seheiting-materials and equipment proposals. :Coordinates the purchasing

and retiring—retirement of materials. +—aned—Assigns, schedules, and performsing basic—engineering—construction
management tasks in the office and the field.

e Coordinates and maintains contracts with vendors, including assisting with the evaluation of proposals, solicitation of
bids and/or quotations, review and negotiation of contract terms, follow up action to address contract deficiencies or
violations, and all other contract management requirements. Participates in third-party service selection. Coordinates
contract execution.

e Manages Stoughton Utilities Electric, Water, and Wastewater standard construction specifications. Conducts periodic
reviews of the specification documents to ensure they remain accurate and up to date, collaborating with utilities division
supervisors to obtain input. Shares construction specifications with project developers, engineering consultants,
construction contractors, and others.

e Participates in the planning of electric, water, and wastewater projects from conception through completion, in
collaboration with the Distribution System Coordinator. Makes recommendations for new development design and
system expansion. Coordinates customer construction estimating and new development design review process in the
absence of the Distribution System Coordinator.






Utilities Engineering—TechnicianAsset & Facilities Coordinator

e Assigns costs and monitors job orders for material sheets and places data into the GIS and financial 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. Follows all accounting procedures
to track materials, supplies, and equipment.

e Collaborates with utilities division supervisors to maintain material inventory and procurement, including general
construction, maintenance, safety, and vehicle items. Receives input and recommendations for material quality
standards and specifications. Coordinates the evaluation of proposals and material acquisition. Coordinates the year-
end inventory process for electric, water, and wastewater utility materials, collaborating with utilities division
supervisors through completion of the assignment.

e Conducts construction project plan and specification reviews, including utility easement review. Obtains, reviews, and
approves as-built plans, guantities, and acceptance certifications for public utility infrastructure projects and land
developments. Obtains and reviews private building construction projects, including reviewing compliance with
existing utility easements and assisting in the acquisition of new utility easements as necessary.

e Processes customer inquiries and requests for maintenance related to the electric utility; investigates complaints and
performs corrective measures, or schedules and assigns workorders to resolve customer issues. Receives customer
inquiries, writes and distributes work orders, provides information, and/or refers to appropriate person or agency for
resolution. Communicates with customers as required to resolve inquiries and complaints, and to provide notice of
planned service interruptions.

e Collaborates within the Technical Operations Division to maintain and improve the utility Geographic Information
System (GIS), including updating asset data and locations for the electric, water, and wastewater divisions, developing
maps and mobile services for utility employees and engineering consultants, and completing basic maintenance of GIS
software, databases, geometric networks, and add-on systems. Collaborates with utility division supervisors to obtain,
process, and verify data updates. Develops system documentation. Participates on and reports system changes to the
GIS team.

e Collaborates within the Technical Operations Division to operate and maintain the Supervisory Control and Data
Acquisition (SCADA) systems for the electric system and the water/wastewater system. Participates in SCADA system
maintenance projects, including system upgrades and improvements, security upgrades, remote facility networking
projects, and OMS system integration. Provides training to utility operators. Develops system documentation.
Participates on and reports system changes to the SCADA & OMS team.

e Collaborates within the Technical Operations Division to operate and maintain the Outage Management System (OMS).
Participates in OMS system maintenance projects, including system upgrades and improvements, security upgrades,
and SCADA system integration. Provides training to field employees on mobile system use, office employees on data
collection and entry, and all other software operators. Develops system documentation. Participates on and reports
system changes to the SCADA & OMS team.






Utilities Engineering—TechnicianAsset & Facilities Coordinator

Serves as the Stoughton Utilities facilities coordinator for the administration building, wastewater treatment facility

office, wells, and lift station buildings; schedules maintenance and repair efforts, mowing and landscaping services,
snow removal, and janitorial services. Responds to all operational requirements of the occupants.

e Serves as the Stoughton Utilities faciities-safety program coordinator. Coordinates employee safety training programs

to ensure regulatory compliance and maintains documentation of employee training history. Conducts periodic job site
inspections upon request and documents observations. Manages written safety programs and conducts periodic reviews
to ensure they remain up to date. Serves as the Safety Team Leader and schedules and participates in periodic meetings.
manager-schedules- Rand-responds to all eperational-safety requirements, requests, and concerns of the-oeeupantsutility
employees.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Complies with all Stoughton Utilities Safety programs, and guidelines and requlations set by the Public Service
Commission of Wisconsin (PSCW), Wisconsin Department of Natural Resources (DNR), and the National Electric
Safety Code (NESC).

Additional Tasks and Responsibilities

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

Serves as a backup for the monthly collection of electric and water meter readings for cycle billing purposes. Maintains

ability to work a flexible schedule in order to complete the monthly meter reading collection outside of standard working
hours one day per month, typically on the first day of the month.

Serves as a backup to collect the daily meter readings for newly opened or closed customer accounts. Processes all

daily meter workorders.

Serves as the backup outage coordinator during routine work hours, including scheduled outages and service

disconnections.

Provides emergency after-hours support to the Electric, Wastewater, and Water System Divisions, including basic

system repair, traffic control and direction, site preparation and cleanup, equipment transport and operation, and other
tasks as directed. Provides local and regional emergency disaster response.

Maintains active certificate of appointment as a State of Wisconsin Notary Public.

o AssistsPerforms other-alt Sttoughton Utilities divisions-asreguired;and-perferms-othertasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, vocational/technical training in Sivil-Engineeringelectrical distribution, civil
engineering, information technology, or related-another field that provides relevant experience, three to five years utility
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engineeringtechnician-experience, or any combination of education and experience that provides equivalent knowledge,
skills, and abilities.

e Vocational or utility industry training in one or more of the following is preferred: facilities management, cost
accounting, project management, Supervisory Control and Data Acquisition (SCADA), Geographic Information
Systems (GIS), Outage Management Systems (OMS), basic networking and information technology.

e A-¥Valid motor vehicle operator’s license and-commereial-driver’sticense-is required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication
e Ability to perform mid-level data analysis including the ability to audit, deduce, assess, conclude, and appraise.

Requires discretion in determining and referencing such to established criteria to define conseguences and develop
alternatives.

e Ability to classify, compute, and tabulate ize-data: and information, following a prescribed plan requirin
the exercise of significant individual judgment. i i i i

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 mformatlon as weII as elata—assemble copy, record, and transcribe data and information. AbHity—te-classify

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 complex requests.

e Ability to comprehend, interpret, approve, and utilize a variety of advisory and design data and information such as
billing invoices, vehicle maintenance reports, applications for service, correspondence, capital plans, regulations and
legal statutes, job authorization forms, purchase orders, ordinances, material sheets, staking sheets, computer software
operating manuals, and safety rules and manuals. Ability to utilize and interpret environmental, electrical engineering,
water and wastewater engineering, computer software systems, geographical information systems, and accounting

terminology.

e Ability to communicate eraty-and-in writing and orally effectively with Bepartmentpersennel-customers, department
and all levels of City personnel, contractors, developers, engineering consultants, legal consultants, regulatory agency

personnel, City-employees-and taw-enforcementthe general public.

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

Mathematical Ability
»—Requires the Aability to perform addition, subtraction, mutthshymultiplication, and éividedivision; and-te-calculate
percentages, fractions, and decimals,—volumes—+atios-and-spatialrelationships; -

o Ability-to-interpret and develop basie-detailed descriptive statistical reports; and the ability to perform mathematical
operations with algebra.-

Judgment and Situational Reasoning Ability

e Ability to carry out directions without direct supervision. Ability to exercise independent judgementjudgment to apply
facts and principles for developing approaches and techniques to problem resolution.
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e Ability to apply principles of influence systems, such as leading, teaching, directing, planning, coordinating, and

controlling.

»—Ability to exercise the judgment, decisiveness, and creativity required reguired-in situations involving the evaluation of
information against measurable or |udqmental crrterra and |nvolvrnq the drrectron control, and plannrnq of an entire
program or multiple programs.ev

Physical Requirements

e Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple,
complexcomplex, and rapid adjustments, such as motor vehicles, -dump truck, front end loader, ferk-tHftforklift, bucket

truele-diggerderrieleete.

o 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 eemputerterminal
wsetyping, repair, and operation.

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

e Ability to recognize and identify degrees of similarities or differences between characteristics of estors-color, and-sound,
taste, texture, and odors associated with job-related objects, materials, and tasks.

Environmental Adaptability
e Ability to work effectively in an office envrronment as weII as in the fleld under uncomfortable and potentlallv unsafe

conditions that require exposure to 4 3
environmental factors such as temperature varratrons wrnds rain and snow, odors toxic agents, noise, vrbratrons
wetness, dusts, machinery, and vehicular traffic-hazards—and-eleetricaleurrents. This exposure may —ean-cause
discomfort and pese-presents a risk of injury or death.

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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City of Stoughton
Position Description

Name: Department:  Stoughton Utilities
Title: Assistant Utilities Director Pay Grade: FLSA: Exempt
Date: MayMarch, 20162022 Reports To: Stoughton Utilities Director

Purpose of Position

The purpose of this position is to assist the Utilities Director with the coordination and administration of Stoughton Utilities,
and assume the responsibilities of the Director in his/hertheir absence. This position will also implementadministerand
monttermanage information and operational technology solutions for al-Stoughton Utilities-éivisions, and be responsible
for the management of the Electric System, Technical Operations, \Wastewater System, and Water System Divisions.

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 Acts as Utilities Director in their absence and maintains continuity of day-to-day and long-term utility vision and goals,
and ensures utility operations continue without interruption.

3 Manages the activities of the Electric System D|V|5|on
Technlcal Operatlons Division, Wastewater Svstem D|V|S|on and Water System Division personnel. Establishes and
maintains productivity reports, assigns and reviews work, coordinates continuing education/training and professional
development programs, schedules and approves overtime and leave, reviews work performed for accuracy and
effectiveness, completes performance evaluations, etc.

e Manages Stoughton Utilities information and operational technology systems, including internal and customer-facing
software solutions, automation platforms, data networking and communications systems, computing hardware and
peripheral devices, mobile device management, and user account management.

e |nthe absence of, or in cooperation with the Utilities Director, represents Stoughton Utilities in reporting to the Mayor,
Common Council, Utilities Committee, and the City of Stoughton Leadership Team. Participates in required Utilities
Committee and Common Council meetings. Prepares monthly meeting agendas and notices, status reports, and other
scheduled and unscheduled presentations and reports.

e |n the absence of, or in cooperation with the Utilities Director, represents Stoughton Utilities in participation and
communications with industry partners including WPPI Energy and Municipal Electric Utilities of Wisconsin (MEUW),
lobbying organizations, reqgulatory agencies, legal representation, and elected officials. Serves as the Alternate Director
on the WPPI Energy Board of Directors.

o WeorksIn conjunction with the Utilities Director and the Director of Human Resources & Risk Management-, makes
recommendations regarding and participates in staff hiring and promotions, employee feedback and coaching,
disciplinary actions, personnel evaluations, staff development, and terminations.






Assistant Utilities Director

¢ Receives and responds to high-level customer inquiries and complaints, including those from elected officials and the
Wiseonsin-Public Service Commission of Wisconsin, and performs resulting corrective action and/or policy revisions.

e Manages utility cybersecurity protection efforts and Ssecures phone-and-data network systems by developing system
access, monitoring, control, and evaluation_procedures; establishing, implementing, and testing disaster recovery
policies and procedures; monitoring network input and output; and reviewing application and performance logs.

A ' .Manages utlllty
phv5|cal securltv protectlon efforts and secures utllltv faC|I|t|es bv developlnq faC|I|tv access, monitoring, control, and

evaluation procedures, and reviewing physical security protections.

e Manages the utility Geographic Information System (GIS), including asset data for the electric, water, and wastewater
system divisions, developing maps and services for utility employees and engineering consultants, and completing
advanced maintenance of software, databases, geometric networks, and add-on systems. Develops system
documentation. Coordinates and reports system changes to the GIS team.

e Manages the Supervisory Control and Data Acquisition (SCADA) systems and the Outage Management System (OMS).
Manages system maintenance projects, including system upgrades and improvements, security upgrades, remote facility
networking projects, and system integrations. Provides training to utility operators. Develops system documentation.
Coordinates and reports system changes to the SCADA & OMS team.

e Manages Stoughton Utilities billing, metering, collections, and customer service, and ensures compliance with all
requlatory requirements.

e Manages Stoughton Utilities customer outreach campaigns, long-term strategic planning of customer outreach and
education efforts, public event planning, and other education and outreach efforts.

e Manages technical planning tasks for maintenance and construction projects, construction and development project
plans and specifications, and system outage and reliability reporting.

e Manages the Stoughton Utilities facilities coordination for the administration building, wastewater treatment facility
office, wells, and lift station buildings. Responds to all operational requirements of the occupants.

+—Manages the Stoughton Utilities safety program coordination. Participates on the Safetv Team Responds to aII safetv
requirements, requests, and concerns of utility employees.Besi A






Assistant Utilities Director

o Designs, develops, and maintains cust om programming and database solutions for internal and customer-facing
applications and websites. in ing-i H

e Collaborates with the Asset & Facilities Coordinator to maintain technology inventory and procurement. Provides input
and prepares recommendations for material quality standards and specifications. Assists in the evaluation of proposals
and material acquisition. Cooperates in the year-end inventory process.

e Assists with the preparation of the Utilities 20-year Capital Improvement Program, including conducting reviews of
system reliability and determining system improvements. Assists with the preparation and ongoing monitoring of the
Utilities annual budget.

e Complies with all Stoughton Utilities Safety programs, and quidelines and requlations set by the Public Service
Commission of Wisconsin, Wisconsin Department of Natural Resources, and the National Electric Safety Code.

e Responds to planned and unplanned customer engagement opportunities and significant event response, including but

not Ilmlted to Iarqe scale outages, severe weather events, and drlnklnq Water or sanitary sewer emerqenmes Qve#sees

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 Greet and direct visitors. Answer, direct, and route telephone calls and messages.

e Assist other division personnel as required.

e Attends and assists with utility-sponsored public events, prepares public educational materials and participates in
outreach efforts, and conducts system demonstrations and tours.

»—Assists all other Stoughton Utilities divisions as required.Bevelop-and-implementeffective-custormer-service-operations

Minimum Training and Experience Required to Perform Essential Job Functions

o Asseciate’s-or-VocationalBachelor’s degree in Computer-Seience-or-Network-Administrationengineering or business

management, or a-related field. -with-aA minimum of ten te-fifteen-years of responsible-electric waterand-wastewater

utilityies experience. A track record of successful management;-nreluding-a-minimurm-of five-years-of and supervisory
experience. -60r any combination of education and experience that provides equivalent knowledge, skills, and abilities.






Assistant Utilities Director

Significant knowledge of computer software used in the utility environment, including experience with Supervisory

Control and Data Acquisition (SCADA), Geographic Information Systems (GIS), Outage Management Systems (OMS),
and Customer Information Systems (CIS).

Significant knowledge of Microsoft Office applications (Word, Excel, Access, Outlook, and PowerPoint) including

scripting and automation. Significant knowledge of Microsoft desktop and server operating systems, Exchange and
SOL Server platforms, and Hyper-V virtualization systems.

Knowledge of scripting and programming concepts and commonly used coding languages.

Valid motor vehicle operator’s license is required.

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

Reguires-the—aAbility to perform mid-levelcomplex data analysis, including the ability to audit, deduce, assess,
conclude, and-appraise, analyze, and interpret an extensive variety of technical information and governmental
regulations. Requires discretion in determining and referencing such to established criteria to define consequences and
develop alternatives.

Reguiresthe-aAbility to provide first line supervision. Ability to persuade-convineecreate consensus and collaboration,
and train others. Ability to advise and provide interpretation regarding the application of policies, procedures, and
standards to specific situations.

Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of

significant individual judgment. Ability to compare, count, differentiate, measure, and sort information, as well as
assemble, copy, record, and transcribe data and information.

billing reports and statements; financial reports and statements; budgets; accounting and billing systems; computer
software operating manuals; city and utility policies and procedures; guidelines; non-routine correspondence; Public
Service Commission of Wisconsin rules, requlations, and tariffs; Wisconsin Department of Natural Resources rules and
requlations; State of Wisconsin legal statutes; and safety rules and manuals.

Ability to explain, demonstrate, and clarify to others within established policies, procedures, and standards, as well as

the ability to follow specific instructions and to respond to complex requests where established policies and procedures

may not exist.

Ability to record and deliver information, explain procedures, give and follow instructions, use and interpret civil,
environmental, and electrical engineering and accounting terminology.

e Ability to communicate effectiveby-in writing and orally with Utiities-divisien-supervisers-and-ether-staff-customers,
department and all levels of City personnel, the-Mayer-City-Alderpersons—other-City-officialsinformation technology

and systems consultants and contractors, software engineers, engineering and legal consultants, financial auditors,
regulatory agenciess, eengressional-delegateselected and appointed government officials, and the general public;
I I , i - ting,

Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.

Supervisory Skills

Ability to assign, supervise, review, develop, assessecenduct—performance—reviews, and implement procedures

recommendations to improve the work of others.






Assistant Utilities Director

o Ability to make decisions-recommendations regarding the selection, training, discipline, advancement, and discharge
of employees.

e Ability to assist in the preparation of meaningful performance reviews and participate in the delivery of such reviews.

Mathematical Ability

o AReguirestheability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and
decimals; interpret and develop detailed descriptive statistical reports; and the ability to perform mathematical

operations make-use-of the principles-ofwith algebra, trigonemetrygeometry, and descriptive statistics.
e Ability to design and produce graphical representations of complex financial data.






Assistant Utilities Director

I | Situational ing Abili

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

o Reguiresthe-aAbility to apply principles of influence systems such as supervisien—managing, supervising, leading,
teaching, d#eenﬂq—plannmq coordmatlnq dlscmllnmq and controllmq Ab+h¢v—te—exe.te+se—meleeenéem—+udqmem—te

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

e Reguires the aAbility to exercise the judoment, decisiveness, and creativity required in situations involving the
evaluation of information against measurable criteria, and involving the direction, control and planning of an entire
program or multiple programs.

Physical Requirements

e Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple, complex,
and rapid adjustments, such as motor vehicles.

" e
" . y 1 logics.

e Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer

terminal, calculator/adding machine, remittance-processing-systems—cash register, postage meter, photocopier, paper
cutter, hand punch, and-telephone, and other items used in performing essential functions.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements such as typing, electronics repair,
and installation of computing hardware and cabling.

e Ability to perform coordinated activity around live electricity, potentially in tight spaces.

o Ability to exert very—moderate-physical effort in sedentary-moderate to Hght-heavy work, typically involving some
combination of climbing, balancing, stooping, kneeling, crouching, -ang-crawling, lifting, and carrying, pushing, are-or
pulling over 50 pounds.

e Ability to recognize and identify degrees of similarities or differences between characteristics of color, sound, taste,
texture, and odor associated with job-related objects, materials, and tasks.

Environmental Adaptability

«—Ability to work effectively in an office environment and in public meetings under safe and comfortable conditions, as
well as in the field under undersafe-and-uncomfortable and potentially unsafe conditions where-that require exposure
to environmental factors such as temperature variations, odors, noise, vibrations, machinery, and high voltage electrical
currents. This exposure may cause discomfortis-minimat and pesestittle-topresents-re a risk of injury or death.
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The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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: Advaneed-Basic Certified Wastewater-Operator  Pay Grade: FLSA: N
Date: JanuaryMarch, 202217 Reports To: Utilities Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the water pumping, storage, and distribution systems, and the
wastewater treatment facilities and sanitary sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations. This position is identical to other Basic Certified Operator positions in terms of job
scope and required qualifications and certifications, however may differ in day-to-day duties and assignments.

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 Provides safe drinking water conditions to protect Stoughton Utilities customers, via obtaining and testing routine water
samples, monitoring and recording well pump operations and storage tank volumes, monitoring and testing water and
wastewater quality conditions, and monitoring and recording data and operations on the water/wastewater SCADA

system.

e Ensures environmentally -responsible wastewater treatment and discharge via obtaining and testing routine wastewater
treatment samples throughout the treatment process, monitoring and recording plant operations and tank volumes,
monitoring and testing wastewater influent and effluent quality conditions, and monitoring and recording data and
operations on the water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops, services, and hydrants. Installs and
maintains water service connections. Performs routine maintenance to other water system infrastructure and equipment.
Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer
collection system infrastructure and equipment. Flushes, televises, cleans, and repairs the sanitary sewer collection

system.

e Repairs and maintains Performsroutine-maintenance-te-pumps, motors, valves, flow meters, screens, and all other
equipment at the wastewater treatment facility.and-completes-otherwork-erders-as-assigned:

»—Obtains and prepares samples_of drinking water and wastewater treatment, and performs laboratory activities-analysis

including sample testing and calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic
acid, and other analysis as directed, and/or delivers samples to outside laboratories. Prepares graphs, charts, and reports
from sample data, and reports out findings. Makes adjustments to drinking water and wastewater treatment operations
and calculates amount of chemical additives according to test results.ete-

e Prepares, or assists with the preparation of monthly water pumpage and wastewater treatment reports, and submits to
the Wisconsin Department of Natural Resources (DNR).






Advaneced-Basic Certified WastewaterOperator

Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for

wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.

Operates and-maintains-the water/wastewater SCADA system to monitor system health, record data and equipment

readings, operate controls, evaluate system performance, and investigate trouble conditions.

Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as

required to resolve inquiries and complaints, and to provide notice of planned system outages.

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives safety and conservation presentations.

Completes and maintains work orders, time sheets, preflight checklists, tailgate meetings, inventory forms, and all other

division paperwork, and maintains records and prepares reports as directed. Conducts system inspections and records
findings.

Maintains GIS software applications and databases, including service connection details, flushing and exercising

maintenance records, televising records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Water and Wastewater

System Divisions. Maintains an ability whenever possible to respond to utility emergencies and assist those serving
on-call.

Complies with all Stoughton Utilities safety programs, and quidelines and requlations set by the Wisecensin-Public

Service Commission of Wisconsin (PSCW). Ensures full Water and Wastewater System Divisions compliance of the

same.

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety

violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises, including temporary and permanent services. Assists the meter technician

with the maintenance and repair of water meters. Reconnects water services and transfers water meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic

commercial electrical maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Electric System Division, including basic system repair, traffic control

and direction, site preparation and cleanup, equipment transport and operation, groundsman duties, and other tasks as
directed. Provides local and regional emergency disaster response.

Performs routine vehicle maintenance.






Advaneced-Basic Certified WastewaterOperator

»—Performs other Stoughton Utilities tasks as directed.Perferms-—custodial-tasks:
o Paintssurfaces:

o Removes-tce-and-snow-from-walkways-and-drives.
~—Perorms-carpentry-tasks-as-neededs

et it loctri : irod

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, and feur-one or moreto-six years water and/or wastewater operator experience.

Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator — Advanced—Basic
certification for the Stoughton Wastewater Treatment facilities.

Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G and D for the Stoughton Waterworks.

Ability to maintain the required continuing education credits for the above DNR Operater-operator certifications-

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





Advaneced-Basic Certified WastewaterOperator

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

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual judgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work orders; utility maps and diagrams; construction
specifications; blueprints; lab records and reports; facilities operation and maintenance manuals; technical operating
manuals; city and utility policies and procedures; quidelines; non-routine correspondence; Public Service Commission
of Wisconsin rules, regulations, and tariffs; Wisconsin Department of Natural Resources rules and regulations; and
safety rules and manuals.

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 requests.

+—Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

plumbers contractors, requlatorv representatlves and the qeneral publchbJMMyz&aF}d—ea{egen%edata—aﬂd

Mathematical Ability

+—Ability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and decimals;
interpret and develop basic descrlptlve statistical reports and may requwe the ability to perform mathematlcal operatlons
with fractions—and-algebra.Ab

spatial-relationships:
. i . . _ istical '

Judgment and Situational Reasoning Ability

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

e Ability to apply principles of influence systems such as leading and teaching.

o—Ability to exercise the judgment, decisiveness and creativity requwed in S|tuat|ons involving the evaluatlon of
mformatlon aqalnst sensory and |udqmental criteriaAbHity

Physical Requirements





Advaneced-Basic Certified WastewaterOperator

Ability to operate equipment and machinery

and-rapid-adjustments;-such as impact tools, sewer I|ne jet truck back hoe rolle
chipper, meters, hand and power tools, snow plows and blowers, eementmixer-lab instruments, mechanic’s-hand-tools;

voltmeter—welder-and-excavation hand tools, and other equipment requiring monitoring multiple conditions and making
multiple, complex, and rapid adjustments. Ability to repair complex equipment and machinery.-

Ioaders dump truck forkllft wood

" : | : e

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

and pumping -equipment.
Ability to install and repair meters and perform coordinated activity, potentially in tight spaces.

Ability to exert reqular and sustained heavy physical effort in moderate-veryte heavy work, typically involving some
combination of climbing, ane-balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing,
shoveling and digging, and pulling heavy objects and materials in excess ofever 100 pounds.

Ability to recognize and identify degrees of similarities or differences between characteristics of colors,-forms shape,
sounds, texture, and odors-and textures-associated with job-related objects, materials, and ingredientstasks.





Advaneced-Basic Certified WastewaterOperator

Environmental Adaptability

»—Ability to work under mederatelyunsafe-and-uncomfortable_and potentially unsafe —conditions where-that require
exposure to severe environmental factors such as temperature variations, eders;-high winds, rain and snow, odors, toxic
agents, noise, vibrations, wetness, -machinerydusts, machinery, explosives, gas, vehicular traffic, high voltage electrical
currents, and disease. -andlor-dustThis exposure -may cause ercausing-discomfort and presents a high and-where-there

is-a-risk of injury requiring-extended-recoveryor death.
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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 — Water System Division
Title: Basic Certified \Water-Operator Pay Grade: FLSA: N
Date: MayMarch, 202218 Reports To: Utilities Water System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the water pumping, storage, and distribution systems, and the
wastewater treatment facilities and sanitary sewer collection system for the City of Stoughton, with a focus on water
distribution operations. This position is identical to other Basic Certified Operator positions in terms of job scope and

required quallflcatlons and certlflcatlons however may dlffer in day-to-day dutles and assmnments Ims-pesmen—lceqel#es

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 Provide safe drinking water conditions to protect Stoughton Utilities customers, via obtaining and testing routine water
samples, monitoring and recording well pump operations and storage tank volumes, monitoring and testing water and
wastewater quality conditions, and monitoring and recording data and operations on the water/wastewater SCADA
system.

e Ensures environmentally -responsible wastewater treatment and discharge via obtaining and testing routine wastewater
treatment samples throughout the treatment process, monitoring and recording plant operations and tank volumes,
monitoring and testing wastewater influent and effluent quality conditions, and monitoring and recording data and
operations on the water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops, services, and hydrants. Installs and
maintains water service connections. Performs routine maintenance to other water system infrastructure and equipment
as-directed. Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer
collection system infrastructure and equipment. Flushes, televises, cleans, and repairs the sanitary sewer collection

system.

e Repairs and maintains pumps, motors, valves, flow meters, screens, and all other equipment at the wastewater treatment
facility.

e Obtains and prepares samples of drinking water and wastewater treatment, and performs laboratory analysis including
sample testing and calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile solids,
phosphorous, ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic acid,
and other analysis as directed, and/or delivers samples to outside laboratories. Prepares graphs, charts, and reports from
sample data, and reports out findings. Makes adjustments to drinking water and wastewater treatment operations and
calculates amount of chemical additives according to test results.

e Prepares, or assists with the preparation of monthly water pumpage repert-and wastewater treatment reports, and submits

to the Wisconsin Department of Natural Resources (DNR).—Prepares—or-assists-with-the-preparation-of-water-meter
change program reports.

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for
wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.






Basic Certified \WWaterOperator

Operates the water/wastewater SCADA system to monitor system health, record data and equipment readings, operate

controls, evaluate system performance, and investigate trouble conditions.

Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as

required to resolve inquiries and complaints, and to provide notice of planned system outages.

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives safety and conservation presentations.

Completes and maintains work orders, time sheets, preflight checklists, tailgate meetings, inventory forms, and all other

division paperwork, and maintains records and prepares reports as directed. Conducts system inspections and records
findings.

Maintains GIS software applications and databases, including service connection details, flushing and exercising

maintenance records, televising records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Water and \Wastewater

System Divisions. Maintains an ability whenever possible to respond to utility emergencies and assist those serving
on-call.

+—Complies with all Stoughton Utilities safety programs, and quidelines and requlations set by the \Wiseensi-Public

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety

violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises, including temporary and permanent services. Assists the meter technician

with the maintenance and repair of water meters. Reconnects water services and transfers water meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic

commercial electrical maintenance, basic plumbing, and similar tasks as assigned.
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Provides emergency after-hours support to the Electric System Division, including basic system repair, traffic control

and direction, site preparation and cleanup, equipment transport and operation, groundsman duties, and other tasks as
directed. Provides local and regional emergency disaster response.

Performs routine vehicle maintenance.

o« Performs other Stoughton Utilities tasks as directed. Maintains-grounds-and-faciities; such-as-painting-surfaces—ice-and

: : | litios tac) tesctod.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent with-and three-one te-fiveor more years water and/or wastewater operator plumbing
orwater-utihity-experience.;

Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator — Basic certification for the

Stoughton Wastewater Treatment facilities.

Wisconsin DNR

abities—A-Grade 1 Waterworks Operator Certlflcatlon W|th subclasses G and D #em—the—WBeenwv—Depathem—ef
Natural-Resources-(ABNR)-for the Stoughton Waterworks-and-a-commereialdriver s Heense-with-tankerand-airbrake

certification-are-required.

Ability to maintain the required continuing education credits for the above DNR operator certifications.

Commercial driver’s license with tanker and air brake certification required.
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Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual judgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work orders; utility maps and diagrams; construction
specifications; blueprints; lab records and reports; facilities operation and maintenance manuals; technical operating
manuals; city and utility policies and procedures; guidelines; non-routine correspondence; Public Service Commission
of Wisconsin rules, regulations, and tariffs; Wisconsin Department of Natural Resources rules and regulations; and
safety rules and manuals.

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 requests.

+—Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

plumbers contractors requlatorv representatrves and the qeneral publrcAb#Hy—to—arralyze—and—eategonze—&ata—and

Mathematical Ability

e Ability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and decimals;
interpret and develop basic descriptive statistical reports; and may requrre the ability to perform mathematrcal operatrons
wrth fraenons—and—alqebra Abil

Judgment and Situational Reasoning Ability

e Ability to carry out directives without direct supervision. Ability to exercise independent judgementjudgment to apply
facts and principles for developing approaches and technigues to problem resolution.

e Ability to apply principles of influence systems such as leading and teaching.

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

mformatron against sensory and judgmental criteriaAbitity-to-use-functional-reasening-in-performing-diversified-work

Physical Requirements

e Ability to operate equipment and machinery such as impact tools, sewer line jet truck, back hoe, roller, loaders, dump
truck, forklift, wood chipper, meters, hand and power tools, snow plows and blowers, lab instruments, excavation hand
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tools, and other equipment requiring monitoring multiple conditions and making multiple, complex, and rapid
adjustments. Ability to repair complex equipment and machinery.

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

e Ability to install and repair meters and perform coordinated activity, potentially in tight spaces.

e Ability to exert reqular and sustained heavy physical effort in very heavy work, typically involving some combination
of climbing, balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing, shoveling and digging,
and pulling heavy objects and materials in excess of 100 pounds.

+—Ability to recognize and identify degrees of similarities or differences between characteristics of color, shape, sound,

texture, and odor associated with job-related objects, materials, and tasks.AbHity-to-carry-out-directives-without-direct






Basic Certified \WWaterOperator

Environmental Adaptability

»—Ability to work under uncomfortable and potentially mederatehrunsafe and-uncomfortable-conditions where-that require
exposure to severe environmental factors such as temperature variations, edershigh winds, rain and snow, odors, toxic
agents, noise, vibrations, wetness, dusts, disease;—machinery, explosives, gas, vehicular traffic, high voltage—and
electrical currents, and disease. This exposure may cause discomfort where-there-isand presents a high-a risk of injury

or death.
*——






Basic Certified \WWaterOperator

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 —Technical Operations Division
Title: Utilities -Billing & Metering Pay Grade: FLSA: ExemptN
SpeeialistSupervisor
Date: EebruaryMarch, 202216 Reports To: Assistant Utilities DirectorFechnical
E— 2 . S U

Purpose of Classification:

The purpose of position is to supervise and perform speeialized-billing, metering, collections, and customer service tasks
for Stoughton Utilities, including but not limited to: preparation and distribution of daily and monthly utility billing
statements, maintenance of customer billing and metering records, review of electric and water meter data, and-specialized
customer service as it relates to municipal utility billing and collections, and general customer service as it relates to
municipal utility operations and activities.

This position is responsible for the supervision of Stoughton Utilities billing, metering, and collections personnel and daily
operations, projects and development, and strategic planning, under the direction of the Assistant Utilities Director.

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 Supervises the billing, metering, and collections activities and personnel within the Technical Operations Division.
Establishes and maintains productivity reports, assigns and reviews work, recommends continuing education/training
and professional development programs, schedules and approves overtime and leave, reviews work performed for
accuracy and effectiveness, assists in the completion of performance evaluations, etc.

e Supervises the completion ofPerform all tasks necessary to prepare and distribute accurate and timely billing statements
for electric, water and wastewater service, and all other billed charges, including sStormwater ubtility charges for the
City of Stoughton. Supervises and/or pPerforms all tasks necessary to ensure proper accounting and reporting of billed
charges.

e Supervises the maintenance Maintain-of accurate customer billing and metering information in the customer information

system (CIS). Supervises and/or pPerforms periodic account reviews for proper rate classifications_and application of
utility rate and rule tariffs, eustemer—setups;-responsible parties, meter installation details, tax exempt status, and all
other reviews necessary to ensure accuracy.

e Supervises the pProcessing of all electric and water meter installations, removals, and replacements, and completes the
records of such actions in the CIS and on customer accounts. Verifiesy all metering setups to ensure accuracy, including
—Perferm—field verification as neeessarydirected. Creates new accounts in the CIS upon completion of newly
constructed metered services.

e Supervises the utility’s water Cross-Connection Control Program, in accordance with Wisconsin Department of Natural
Resources (DNR) requirements. Assists meter technician with maintaining program records. producing reports and
statistics, and issuing customer notifications.

e Supervises the utility water and electric meter inventory, including the oversight of metering standardization programs,
meter procurement and disposal, and inventory reporting.

e  Supervises the delinquent account collection methods and policies, including customer outreach and notification,
service disconnections, small claims court, and outside collection agencies. Reviews and implements recommendations
for new collection methods and policies.






Utilities Billing Speetalist& Metering Supervisor

e  Supervises the annual fall disconnection reporting in accordance with Wiseensin—Public Service Commission of
Wisconsin (PSCW) requirements.

e [ eads in-house training and support of CIS to other division personnel; creates/modifies customer reporting templates
upon request. Creates new and maintains existing CIS and metering procedures and instructional documentation.
Maintains CIS and metering policies and procedures manuals.

Y —

e Prepares all systems used to obtain scheduled electric and water meter readings. Once obtained, reviews all meter
readings for accuracy and processes readings for customer billings.

e (Calculates the monthly Power Cost Adjustment Clause (PCAC), updates the CIS for billing purposes, and prepares
monthly reports for power supply and regulatory purposes.

e Calculates account billing corrections, including back-billings and customer credits, and submits the calculations for
approval and processing. Prepares explanatory letters and spreadsheets for customer and regulatory review. Maintains
records of all corrections and supporting documentation, and submits annual report to the WiseonsinPublie-Service
CommisstorPSCW.

e Reviews and approves customer account corrections not related to billed charges, including payment adjustments,
deposit refunds, late penalty reversals, balance transfers, and submits the corrections for processing.

e Maintains utility rate and rules tariffs. Updates rate information in the CIS and on the Stoughton Utilities website, and
maintains physical copies of all tariffs for customer review.

e Prepares and processes customer applications for residential and commercial utility service, contractor applications for
new and temporary service, work orders, complaint forms, meter change out forms and reports, letters and other
communications to and from customers and property owners, and more.

e Prepares and issues reports, including but not limited to customer data, meter data, consumption statistics, financial

statistics, trends and behavioral analysis, and inspection records, and reports findings to division supervisors, financial
employees, third-party auditors, and regulatory agencies as directed.

e Receives written and verbal requests, inquiries, and complaints:, coordinates actions required:, and responds to inquirer.
Maintain files of customer complaints and inquiries.

e Attends and assists with utility-sponsored public events, prepares public educational materials and participates in
outreach efforts, conducts system demonstrations and tours, and gives electrical safety presentations.

e Compliesy 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.

e Greet and direct visitors. Answer, direct, and route telephone calls and messages. Provide information and/or reports
from customer account data as requested.





Utilities Billing Speetalist& Metering Supervisor

Perform related office tasks such as filing, faxing, photocopying, computer operation, maintenance of mailing
equipment, and procurement of general office supplies.

Process customer payments received through various physical and electronic methods, including but not limited to,
banking lockbox, online E-PRayMy Account payments, Autopay (ACH and reeurring-credit card), night deposit box, in-
person, energy assistance, etc.

Ensures performance of and may Pperforms visits to City Hall, local post office, and local bank branch to receive and

process incoming and outgoing postal and interdepartmental mail and deliver the daily banking deposit. Sorts and
distributes received postal and interdepartmental mail to their intended recipients.

Previde-backupforCEnsures completion and may completes various front-office tasks, including but not limited to:
processing customer payments, preparation—distribution of committee meeting packets, preparation of daily bank
deposits, organizational filing, negotiating Pdeferred Ppayment Aagreements, reviewing and completing customer
corrections and adjustments, issuing customer refunds, processing utility accounts receivable, balancing utility billing

general ledger, etc.

Provide emergency after-hours phone support as needed during widespread outages and other emergencies.

Assist other division personnel as required. Provide assistance during monthly disconnection processes, annual
financial audit, and public events.

Assist electric, wastewater and water divisions as required.

—Perform other Stoughton Ultilities tasks as directed.






Utilities Billing Speetalist& Metering Supervisor

Minimum Training and Experience Required to Perform Essential Job Functions:

High school diploma, associate degree in- accounting or related, with 5_or more -years utility billing, collections,
metering, and customer service- experience required, or any combination of education and experience that provides

equivalent knowledge, skills, and abilities. A—valid-driver’sheenseisrequired:

One or more years electric metering experience and basic water metering experience required.

Vocational or industry training in supervision and/or leadership, with demonstrated experience in leading others in a

professional environment.

A—Valid driver>smotor vehicle operator’s license is required.

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

Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.

Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

Ability to provide first line supervision. Ability to create consensus and collaboration, and train others. Ability to

advise and provide interpretation regarding the application of policies, procedures, and standards to specific situations.

Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
significant individual judgment. Ability to compare, count, differentiate, measure, and sort information, as well as -
Ab#ity-te-assemble, copy, record, and transcribe data and information.

Ability to utilize a wide variety of advisory data and information, such as work orders; customer billing information;
billing statements; meter data output and reports; computer billing journals; computer software operating manuals; city
and utility policies and procedures; guidelines; non-routine correspondence; Wiseonsin-Public Service Commission of
Wisconsin rules, regulations, and tariffs; Wisconsin Department of Natural Resources rules and regulations; State of

Wisconsin legal statutes;; and safety rules and manuals.

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 complex requests.

Ability to communicate in writing and orally with customers, department and all levels of City personnel, financial
auditors, regulatory agencies, and the general public.

Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.

Supervisory SKills

Ability to assign, supervise, review, develop, assess, and implement recommendations to improve the work of others.

Ability to make recommendations regarding the selection, training, and-discipline, advancement, and discharge of

employees.

Ability to assist in the preparation of meaningful performance reviews, and participate in the delivery of such reviews.
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Mathematical Ability:

Ability to perform addition, and-—subtraetsubtraction, multiplication,y¥ and divisionde;; and—calculate percentages,
fractions, and decimals; interpret and develop detailed descriptive statistical reports; and the ability to perform
mathematical operations with fractionsand-algebra.

Judgment and Situational Reasoning Ability:

Ability to carry out directives without direct supervision. Ability to exercise independent jadeementjudgment to apply

facts and principles for developing approaches and techniques to problem resolution.

Reguiresthe—aAbility to apply principles of influence systems such as superwistensupervising, leading. teaching,

planning, coordinating, disciplining, and controlling.

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 measurable criteria, and involving the direction, control, and planning of an entire program or
multiple programs.-

Physical Requirements:

Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
terminal, calculator/adding machine, cash register, postage meter, typewriter—photocopier, paper cutter, hand punch,
telephone, and other items used in performing essential functions.and-twe-wayradio-

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

Ability to exert very moderate physical effort in sedentary to light work, typically involving some combination of
stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability:

Ability to work under safe and comfortable conditions where exposure to environmental factors is minimal and poses
little to no risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the
County 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 — Technical Operations Division

Title: Utllltle_:s_ Collections—Customer  Service Pay Grade: FLSA: N
Technician

Date:  AprilMarch, 202215 Reports To Utilities Fechnical —OperationsBilling &

Metering Supervisor

Purpose of Position

The purpose of this position is to perform eeHections-and-customer service and collections tasks for Stoughton Utilities
including, but not limited to: maintenance of customer records, assisting phone and walk-in customers, collection of
delinquent accounts through existing methods and policies, researching-and-recommending new collection methods and
policies, eoerdinating-processing customer deposits and deferred payment agreements, and_handling a variety of customer

payments. In addition, this position will also perform general administrative tasks. -spectalized-custormer-service-as-Hrelates
to-utilities-delinguentaceounteollections:

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 Greets and directs visitors. Answers, directs, and routes telephone calls and messages, and email inquiries received
through the general customer service address.

e Assists customers with verbal and written customer service inquiries, including general account inquiries, high-bill
complaints, and gquestions about utility policies. Documents all inquiries and complaints. Prepares work orders,
customer inquiry/complaint forms, and service applications.

e Processes payments received in-person at the front counter and issues receipts. Processes and posts payments received
via mail and curbside deposit box. Processes returned payments due to insufficient funds or other causes.

e Coordinates payment of delinquent accounts through existing methods and policies, including: proactive customer
outreach, printed delinquency natifications, service disconnections, small claims court, and outside collection agencies.
Researches and recommends new collection methods and policies.

o Coordinates—Negotiates and maintains eustemer—deferred payment arrangementsagreements for eligible customers
pursuant to applicable Stoughton Utilities rule tariffs, including:-regetiatien; regular reviews for arrangement-agreement
default; and issuance of follow-up notification/disconnection as necessary. Follows Wiseensin—Public Service
Commission of Wisconsin (PSCW) requirements for customer notification following rejection of customer-proposed

agreements.

o Coerdinates-Calculates and collects customer deposits, including: proactive customer outreach, regular reviews of
account eligibility, printed notices, account status updates, and negotiation of deferred payment arrangement

agreementsregetiation.
o Coordinates—Facilitates the electric and water service disconnection process. Reviews all accounts for eligibility,

processes-creates printed and automated telephone warning notices, processes disconnect and reconnect workorders,
and negotiates payments for reconnection.

e Processes bankruptcies, -updates and maintains bankruptcy files and customer’s accounts, and processes and files court

documents seekingreimbursementas necessary to file creditor claims.






Utilities Gellection-Customer Service Technician

e Completes daily visits to City Hall, local post office, and local bank branch to receive and process incoming and
outgoing postal and interdepartmental mail and deliver the daily banking deposit. Sorts and distributes received postal
and interdepartmental mail to their intended recipients.

e Processes new customer applications. Reviews-eredit-historyverifies-Verifies identities, researches prior account status
as applicable, and calculates industrial, commercial and residential deposits as applicable._ Verifies and maintains
property owner data for all new and existing accounts.

o Maintains-eustomer-acecounts—Conducts periodic reviews for balance corrections and transfers. Conducts periodic
review for uncollectable debt write-offs._Conducts periodic reviews of unclaimed funds; and assists with submission
of account information.

intains historical collecti latod.fi ialdata,

¢ Maintains medical/protective services list._Issues annual renewal notices and processes customer response.

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 Attends and assists with utility-sponsored public events, prepares public educational materials, and participates in
outreach efforts.

e Performs related office tasks such as filing, faxing, photocopying, typing, and computer operation.

o Receives and processes incoming and outgoing postal and interdepartmental mail.

e Assists electric, wastewater and water divisions as required.

e Provide emergency after-hours phone support as needed during widespread outages and other emergencies.

——Perform other Stoughton Utilities tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions





Utilities Gellection-Customer Service Technician

High school diploma, vocational training in bookkeeping, accounting or related, with 24- years of utility customer
service or account collections experience required, or any combination of education and experience that provides
equivalent knowledge, skills, and abilities.

A~vValid drivers-motor vehicle operator’s license is required.

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

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

Ability to explain, inform, 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 wide variety of advisory data and information, such as work orders, customer billing information,
billing statements, computer billing journals, computer software operating manuals, city and utility policies and
procedures, guidelines, non-routine correspondence, \Aiscensin-Public Service Commission of Wisconsin rules and
regulations, State of Wisconsin legal statutes, Stoughton municipal code of ordinances, bankruptcy laws, and safety
manuals.

Ability to communicate in writing and orally with customers, department and all levels of City personnel, bank
personnel, title company representatives, bankruptcy and small claims court personnel, and the general public.

Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.

Mathematical Ability

Ability to perform addition, and-subtraction, muttiph-multiplication, and dividedivision;; and-calculate percentages,
fractions, and decimals; and interpret and develop basic descriptive statistical reports.

Judgment and Situational Reasoning Ability

Ability to apply facts and principles for developing approaches and techniques to problem resolution.

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 measurable criteria.





Utilities Gellection-Customer Service Technician

Physical Requirements

e Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
terminal, calculator/adding machine, cash register, postage meter, typewriter—photocopier, paper cutter, hand punch,
telephone, and two-way-radieother items used in performing essential functions.

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

e Ability to exert very moderate physical effort in sedentary to light work, typically involving some combination of
stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability

o  Ability to work under safe and comfortable conditions where exposure to environmental factors is minimal and poses
little to no risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the
County 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 — Technical Operations
DivisionStoughten-Utilities
Title:  Utilities Distribution System Pay Grade: FLSA: EN
CoordinatorOperations-Superintendent
Date:  JanwaryMarch, 202215 Reports To:  Assistant Utilities Director

Purpose of Position

The purpose of thls posmon is to supe%e,—dweet—and—coordmate Eleetn%ystem—Dmsqen—Meter—Dmsqen—Fllarmmg
istonsthe strategic

plannlnq and de5|qn of developments projects, and svstem |mprovements—and45upennse—d#eeteandeeerd+nate§teughten
Utilities-inthe-absence-of the- Utilities Director._This position is also responsible for the coordination of a variety of technical

planning tasks from project preparation through completion.

This position also participates in the maintenance of the utility Geographic Information System (GIS), participates in the
operation and maintenance of the utilities Outage Management System (OMS), and participates in the operation and
maintenance of the utilities Supervisory Control and Data Acquisition (SCADA) systems. This position serves as the
primary system outage coordinator for planned routine system interruptions as well as during major system events.

Essential Duties and Responsibilities

The following duties are normal for this classification. These are not to be construed as exclusive or all-inclusive. Other duties
may be requwed and aSS|gned

and—eeepdmatesetheréteeghteHWMes—Dquens—Coordlnates a vanetv of techmcal plannlnq tasks for mamtenance

and construction projects, such as the preparation of customer construction estimating, new development design review
processes, preparation and distribution of materials and equipment specifications, and preparation of work orders and

staking sheets Assmns schedules, and performs constructlon management tasks in the office and the field.Prepares

e Coordinates the planning of electric, water, and wastewater projects from conception through completion, in
collaboration with the Asset & Facilities Coordinator. Solicits comments and recommendations for new development
design and system expansion from utilities division supervisors. Prepares construction cost estimates for proposed
projects and developments, and coordinates project scheduling with developers and contractors.

e Collaborates with the Asset & Facilities Coordinator to review construction project plans and specifications to ensure
compliance with utility specifications. Upon project completion, reviews and approves as-built plans, quantities, and
acceptance certifications for public utility infrastructure projects and land developments. Maintains construction project
files and manages their long-term storage to ensure requlatory compliance.

e Conducts construction project plan and specification reviews, including utility easement review. Obtains, reviews, and
approves as-built plans, guantities, and acceptance certifications for public utility infrastructure projects and land
developments. Obtains and reviews private building construction projects, including reviewing compliance with
existing utility easements and assisting in the acquisition of new utility easements as necessary. Files records of
easement updates with the County Register of Deeds.

e Collaborates with the Asset & Facilities Coordinator to maintain Stoughton Utilities Electric, Water, and Wastewater
construction specifications. Participates in the periodic review of the specification documents to ensure they remain
accurate and up to date. Shares construction specifications with project developers, engineering consultants,
construction contractors, and others.

e Coordinates system outages, planned and unplanned, and service disconnections during routine work hours, acting as
the primary outage coordinator and point of contact. Receives outage reports from customer service staff and outage






Utilities Operations-SuperintendentDistribution System Coordinator

management system. Monitors locations of active outages and dispatches field crews as needed to address simultaneous
outage locations. Reports outage status updates to utility management and customer service. Obtains outage report
forms from field employees and logs outage duration and extent. Compiles reliability reporting and statistics in
accordance with requlatory and industry standards.

e Processes customer inquiries and requests for maintenance related to the electric utility; investigates complaints and
performs corrective measures, or schedules and assigns workorders to resolve customer issues. Receives customer
inquiries, writes and distributes work orders, provides information, and/or refers to appropriate person or agency for
resolution. Communicates with customers as required to resolve inquiries and complaints, and to provide notice of
planned service interruptions.

e Collaborates within the Technical Operations Division to maintain and improve the utility Geographic Information

System (GIS), including updating asset data and locations for the electric, water, and wastewater divisions, developing
maps and mobile services for utility employees and engineering consultants, and completing basic maintenance of GIS
software, databases, geometric networks, and add-on systems. Collaborates with utility division supervisors to obtain,
process, and verify data updates. Develops system documentation. Participates on and reports system changes to the
GIS team.

e Collaborates within the Technical Operations Division to operate and maintain the Supervisory Control and Data
Acquisition (SCADA) systems for the electric system and the water/wastewater system. Participates in SCADA system
maintenance projects, including system upgrades and improvements, security upgrades, remote facility networking
projects, and OMS system integration. Provides training to utility operators. Develops system documentation.
Participates on and reports system changes to the SCADA & OMS team.

e Collaborates within the Technical Operations Division to operate and maintain the Outage Management System (OMS).
Participates in OMS system maintenance projects, including system upgrades and improvements, security upgrades,
and SCADA system integration. Provides training to field employees on mobile system use, office employees on data
collection and entry, and all other software operators. Develops system documentation. Participates on and reports
system changes to the SCADA & OMS team.

e Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Complies with all Stoughton Utilities Safety programs, and quidelines and requlations set by the Public Service
Commission of Wisconsin (PSCW), Wisconsin Department of Natural Resources (DNR), and the National Electric
Safety Code (NESC).

Additional Tasks and Responsibilities
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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 Supports the Stoughton Utilities safety program coordinator. Participates in periodic meetings of the Safety Team.
Responds to all safety requirements, requests, and concerns of utility employees.

e Serves as a backup for the monthly collection of electric and water meter readings for cycle billing purposes. Maintains
ability to work a flexible schedule in order to complete the monthly meter reading collection outside of standard working
hours one day per month, typically on the first day of the month.

e Serves as a backup to collect the daily meter readings for newly opened or closed customer accounts. Processes all
daily meter workorders.

e Provides emergency after-hours support to the Electric, Wastewater, and Water System Divisions, including basic
system repair, traffic control and direction, site preparation and cleanup, equipment transport and operation, and other
tasks as directed. Provides local and regional emergency disaster response.

e Maintains active certificate of appointment as a State of Wisconsin Notary Public.

e Performs other Stoughton Utilities tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, vocational/technical training Associate-degree-in electrical distribution, Public
Works—Ccivil Engineeringengineering, information technology, Electrical-Engineering-or related-another field_that
prowdes relevant experience, armmlrmem@f—teﬂthree to five years electric utility experience, -including-supervisory

or any combination of education and experience that provides

equivalent knowledge, skills, and abilities.

e Vocational or utility industry training in one or more of the following is preferred: electric distribution system design,
cost accounting, project management, Supervisory Control and Data Acquisition (SCADA), Geographic Information
Systems (GIS), Outage Management Systems (OMS), basic networking and information technology.

+—/A-vValid motor vehicle operator’s license is required.

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

e Ability to perform mid-level data analysis including the ability to audit, deduce, assess, conclude, and appraise.
Requires dlscretlon in determlnlnq and referencmq such to. establlshed crlterla to define deerde—the—ﬂme—plaee—anel

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
significant individual judgment. Ability to compare, count, differentiate, measure, and sort information, as well as

assemble, copy, record, and transcribe data and information.manage-and-directStoughton-Utiitiesncludingthe-abiity
te-nrovide-connselipgandmediation:

e Ability to explain, demonstrate, and clarify to others within well-established policies, procedures, and standards, as well

as the ablllty to follow specmc mstructlons and respond to complex requests Abuwe—pepsuade—eemﬂﬂeeuand—tmn

e Ability to comprehend, interpret, approve, and utilize a variety of advisory and design data and information such as

activityreperts-time-sheets-billing invoices, training-forms-vehicle maintenance reports, applications for service, ren-
reutine—correspondence, capital plans, State—Statutes—regulations and legal statutes, cemputer—netwerk—operating

software-manuals-engineering-manuals-job authorization forms, purchase orders, Federal-Registerand-Administrative
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Codes—ordinances, perfermance-evaluations—pohiey/procedure-mantals-material sheets, and-staking sheets, computer

software operating manuals, and safety rules and manuals. Ability to utilize and interpret environmental, electrical
engineering, water and; wastewater engineering, computer software systems, geographical information systems, and
accounting terminology.

Ability to communicate eraty—and-in writing and orally effectively with customers, Steughten—Utiities-Division
persennel—and—supenasers&MeS—D#eetor;ether—%FDdepartment Headsand all Ievels of Cltv personnel

reeresentatwes—sales—representatwes—contractors developers engineering consultants Iegal consultants regulatory
agency representativespersonnel, and the general public.

Ability to prepare perfermance-evaluations;training-forms-time-sheets;-itineraries-letters, statements, notices, memos,
narrative and statistical reports, construction documents, and other correspondence and-a-variety-of-other-decuments

using prescnbed and—self—develeped—formats accordmg to the rules of punctuation, grammar and style.—Abiityto

Mathematical Ability
»—Requires the Abitity—-ability to perform addition, subtraction, multiplication, and division; calculate percentages,

fractions, and decimals;-; velumes—ratios,present-values-and-spatial-relationships:

Abiityte-interpret and develop basie-detailed descriptive statistical projections-and-reports; and the ability to perform
mathematical operations with algebra.-

Judgment and Situational Reasoning Ability

Ability to carry out directions without direct supervision. Ability to exercise independent judgment to apply facts and

principles for developing approaches and techniques to problem resolution.

Ability to use-apply principles offunctional-reasening-in-performing influence functions-systems, such as supervising;
managing;-leading, teaching, directing, planning, coordinatingeisetphning, and controlling.

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

information against measurable sensery—and/or judgmental criteria;—make—decisions,—and—felewthrough—on—the

eensequenees, and involving the direction, control, and planning of an entire program or multiple programs.

Physical Requirements

o Ability to operate;-maneuverand/orsteer equipment and machinery requiring monitoring adjustmentsreguirirg-multiple

conditions and making multiple, eemplexcomplex, and rapid adjustments, such as buecket-truck-digger-derrick-motor
vehicles, dump truck, front end loader, fork-lift, etc.

Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as meterreading

equipment-volt-meterelectrical-equipment,—computer terminal, eomputerprinter-photocopier, FacHities-Management
systems,—CAD-system—SCADA-system,—computer—network—fax—machinepaper cutter, hand punch, and telephone.

Ability to coordinate eyes, hands, feet and limbs in performing skilled movements involved in typing, repair, and
operation.

Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of climbing
and, balancing, stooping, kneeling, crouching, ard-crawling, lifting, and carrying, pushing and-or pulling ¢g-teover 100
pounds.

=——Ability to recognize and identify degrees of similarities or differences between characteristics of colors, ferms-sounds,

taste, ane-textures, and odor associated with job-related objects, materials, and tasks.






Utilities Operations-SuperintendentDistribution System Coordinator

Environmental Adaptability
»—Ability to work effectively in an office environment, as well as in the field under mitehrunsafe-and-uncomfortable and

potentially unsafe conditions where-that require exposure to environmental factors such as temperature variations,
winds, rain and snow, odors, toxic agents, smeke—noise, vibrations, wetness, dusts, machinery, disease—electrical
eurrents—and vehicular traffic. This exposure may cause discomfort and presents -and-where-there-is-a risk of serious

injury or death.






Utilities Operations-SuperintendentDistribution System Coordinator

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 — Technical Operations Division
Title: Utthittes——— Customer——Service  Pay Grade: FLSA:  Exempt
FechnieianEducation & Outreach Coordinator
Date: ApritMarch, 202215 Reports To:  Assistant  Utilities  DirectorFechnical
. )

Purpose of Position

: .
The purpose of this position is to design and create utility customer outreach campaigns, utilizing traditional and digital
platforms, design and create utility educational materials and programs, and design and create utility public information
campaigns. This position is responsible for the short and long-term strategic planning of customer outreach and education
efforts, including maintaining current efforts as well as contlnumq to evolve them to match customer expectations and
market trends

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 Coordinates and creates customer outreach campaigns, utilizing traditional and digital platforms such as direct mailings,
inserts, social media, email, and newspapers, with topics to include electric, water, and wastewater customer outreach,
conservation tips and education, energy safety education, customer feedback requests, customer engagement, and other

topics that arise.
e Coordinates brand consistency in informational, educational, promotional, and social media publications and messages

by maintaining and implementing design standards. Reviews and updates materials created by other utility staff to
ensure consistent design standards and branding.

e Provides training and guidance to utility employees on acceptable social media use and platform operation, and keeps
Stoughton Utilities social media team members up to date on current social media best practices and strategies.

e Collects and analyzes customer data, including visits, interactions, and-consumption and billing, and payment patterns,
and uses this information to create comprehensive reports to improve future educational and outreach strategies and
campaigns. Analyzes customer demographics and tailors outreach efforts to ensure they are reaching the most
customers and stakeholders possible. Report out findings to Stoughton Utilities social media team members.

e Grows and expands utility social media presence into new social media platforms according to customer interest and
current platform trends, plus increases presence on existing social media platforms, including but not limited to
Facebook, Instagram, Twitter, LinkedIn, and YouTube. Researches emerging social media platforms and trends.

e Researches and monitors activities of utility peers, partners, and other regional utilities. Customizes Stoughton Utilities
educational and outreach efforts to provide similar campaigns and strateqgies as offered by other regional electric, water,
and wastewater utilities.

e Creates and distributes engaging written and/or graphic content in the form of bill statement inserts, direct mailings,
consumer and/or requlatory reports, e-newsletters, web page and blog content, infographics, presentations, and social
media messages. Updates materials reqularly to follow current design trends and brand consistency.






Customer-Service TFechnicianUtilities Education & Outreach Coordinator

e Maintains partnerships with commercial printers, content creators, and marketing partners to assist in outreach material
design. Obtains stock photography and illustrations, and solicits content use permission from authors and trademark
holders. Maintains records of licensing and use agreements.

e Coordinates event planning leading up to and during utility-sponsored events, including but not limited to Public Power
Week, Drinking Water Week, Lineworker Appreciation Day, peer organization visits, Utilities Committee meetings,
presentations and open houses for utility customers, public tours and educational training, staff meetings and events,
etc.

e Acts as public relations coordinator during sustained education efforts, such as utility construction projects, requlatory
rate reviews and adjustments, conservation efforts, drinking water quality advisories, customer engagement programs,
and more. Creates and distributes press releases to regional media providers.

e Coordinates school appearances, utility tours, and other educational partnerships with area educational entities,
including but not limited to Stoughton Area School District, technical colleges, and private organizations.

e Researches and provides customer education on new utility industry trends, including renewable energy, increased
electrification efforts, safe water distribution and treatment, responsible and efficient energy use and expansion, etc.

e Assists in economic development efforts for Stoughton Utilities, with a focus on informing potential new utility
customers of the benefits of locating in the utility’s service territory, including rate competitiveness, reliability, and

programs.

e Prepares application materials for employee and utility recognition, such as APPA Reliable Public Power Provider
(RP3) and Smart Energy Provider designations, MEUW and APPA safety awards, MEUW and WPPI Energy employee
and elected official recognitions of service, etc.

e Maintains ability to work a flexible schedule in order to respond to planned and unplanned customer engagement
opportunities and significant event response, including but not limited to large-scale outages, severe weather events,

and drinking water or sanitary sewer emergencies.

e Complies with all Stoughton Utilities safety programs.

e Performs other Stoughton Utilities tasks as directed.

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 Greet and direct visitors. Answer, direct, and route telephone calls and messages.






Customer-Service TFechnicianUtilities Education & Outreach Coordinator

Provide back up for various front-office tasks, including but not limited to: processing customer payments, preparation

of committee meeting packets, preparation of daily bank deposits, organizational filing, negotiating deferred payment
agreements, etc.

Provide back up for daily visits to City Hall, local post office, and local bank branch to receive and process incoming

and outgoing postal and interdepartmental mail and deliver the daily banking deposit. Sorts and distributes received
postal and interdepartmental mail to their intended recipients.

Provide back up for processing customer payments received through various physical and electronic methods, including

but not limited to, banking lockbox, online My Account payments, Autopay (ACH and credit card), night deposit box,
in-person, energy assistance, etc.

Perform related office tasks such as filing, faxing, photocopying, computer operation, maintenance of mailing

equipment, and procurement of general office supplies.

Assist other division personnel as required. Provides assistance during monthly billing and disconnection processes,

annual financial audit, etc.

Assist electric, wastewater and water divisions as required.

et it bl ion.
e itk all icisal LItilit |

Provide emergency after-hours phone support as needed during widespread outages and other emergencies.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma, bachelor’s degree in communications or marketing with veeationak-training in customer service
outreach and education or related, with 13-years utility experience and 1-2 years social media management and content
creation with experience of major social media platforms, or any combination of education and experience that provides
equivalent knowledge, skills, and abilities.

e Working knowledge of Microsoft Windows and other software in a business environment, including but not limited to

Microsoft Word, Excel, and Outlook.

Working knowledge of computer graphic design and publication layout/design software, including but not limited to

Adobe Creative Cloud, including InDesign and Photoshop.

Working knowledge of internet content design and layout, including HTML and CSS.

Valid motor vehicle operator’s license is required.

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

e Strong verbal and written communication skills, and ability to issue public-facing communications without secondary

review. Ability to communlcate orallyverbally and in writing with customers, department and all levels of City
personnel, i A 0 0 - and the general public.

Ability to create consensus and collaboration, and train others. Ability to advise and provide interpretation regarding

the application of policies, procedures, and standards to specific situations.

Ability to perform mid-level data analysis including the ability to audit, deduce, assess, conclude, and appraise.

Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
seme-significant individual judgment. Ability to compare, count, differentiate, measure, and sort information, as well
as —Abtity-te-assemble, copy, record, and transcribe data and information.






Customer-Service TFechnicianUtilities Education & Outreach Coordinator

Ability to utilize a wide variety of advisory data and information, such as work orders, customer billing information,

meter reading slips, billing statements, complaint forms, billing journals, maps, computer software operating manuals,
PSC rules and regulations, municipal code, procedures, guidelines, and non-routine correspondence.

Ability to explain, irform;-demonstrate, inform, -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.

Mathematical Ability

Ability to perform addition, are-subtraction, multiplication,y and divisionge;; and-calculate percentages, fractions, and
decimals; interpret detailed descriptive statistical reports; and the ability to perform mathematical operations with
fractions and algebra.

Judgment and Situational Reasoning Ability

Ability to carry out directives without direct supervision. Ability to exercise independent judgementjudgment to apply

facts and principles for developing approaches and technigues to problem resolution.

Requires the ability to apply principles of influence systems such as persuading, leading, teaching, and planning. Ability

to exercise independent judgementjudgment to apply facts and principles for developing approaches and technigues to
problem resolution.

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

Ability to exercise the judgment, decisiveness and creativity in situations involving the evaluation of information against
measurable criteria, and involving the direction, control and planning of an entire program or multiple programs.-






Customer-Service TFechnicianUTtilities Education & Outreach Coordinator

Physical Requirements

e Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
workstation, calculator/adding machine, cash register, pestage-meter,-photocopier, paper cutter, hand punch, telephone,
camera, cellular communication devices including touchscreen phones and tablets, and two-way radio.

e Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as typing and photography.

e Ability to exert very moderate physical effort in sedentary to light work, typically involving some combination of
stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling.

Environmental Adaptability

e Ability to work under safe and comfortable conditions where exposure to environmental factors is minimal and poses
little to no risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the
County 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 — Electric System Division

Title: Electric System Supervisor Pay Grade: FLSA: N

Date: MayMarch, 202248 Reports To: Assistant Utilities Cperations
SuperintendentDirector

Purpose of Position

The purpose of this position is to provide field supervision to the Electric System and-Metering-Division, including personnel
and daily operations, projects and development, and strategic plannings, under the direction of the Ultilities Operations

SuperintendentDirector.

This position also efficiently and safely performs electrical distribution line construction, maintenance, and repair tasks, in
accordance with Stoughton Ultilities construction specifications and standards.

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 Supervises and directs the operation and maintenance of the electric utility and distribution system. Ensures compliance
with regulatory agency requirements_and; utility policies;—ete. Provides recommendations and assists with the
coordination and implementation of electric distribution system improvements.

e Ceordinates-Supervises the activities of Electric System Division personnel. Conducts regular Bivisten-division staff
meetings, establishes and maintains productivity reports, prepares and assigns work orders, eonduets—performanee
evaluations;-coordinates introductory and continuing training programs, reviews and recemmends—the-approval-efes
timesheets, and-establishes and maintains staff work and leave schedules, and assists in the completion of performance
evaluations. Plans short and long-term division work plans and projects; and guides the division’s goals and vision.

e Supervises, organizes, and leads routine safety meetings and safety manual review. Conducts routine safety compliance
checks on active job sites. Oversees division operations to ensure safety policy compliance. Report out findings to

Stoughton Utilities management and safety compliance teams.-and-repertsto-the-OperationsSuperintendent-

. : anda : : : all 3 -Supervises the
d1V1s10n tool and equipment inventory; and evaluates and approves or denies requests from d1V1s1on staff for the

procurement of new tools and equipment.

o Moeniters-Supervises the Substatien-substation Maintenanee-maintenance Pregram-program, and-maintains all substation
equipment, conducts routine substation inspections, +-and takes-records weekly system readings_and data. Assists
withEvaluates and recommends long-term planning for substation maintenance and system expansion requirements.

e Supervises the electric line clearance program. Monitors system tree trimming and removal needs, and maintains the
annual schedule to ensure clearance program compliance. Works with division employees to trim and remove trees and
brush. Communicates with customers to provide notice of upcoming line clearance projects; and resolves line clearance
complaints and inquiries.

e Supervises the utility’s apprentice lineworker program, including providing education and mentorship, evaluating
apprentice performance and competence, maintaining apprenticeship registrations and program compliance, conducting
routine reviews and assessments, and recommending advancement through the program.






Electric System Supervisor

e Supervises and maintains overhead and underground electric construction specifications and drawings.

e Routinely performs lineworker work tasks at active job sites to plan, direct, and supervise system and equipment
maintenance and repair tasks. Works onsite to recommend operational changes and safety improvements. and to
evaluate staff knowledge, competence, and safety compliance.

e Operates diggers, bucket trucks, and hand tools near and around electrical distribution lines. Operates live-line tools to
connect and disconnect distribution lines and components. Installs primary and secondary overhead and underground
electrical systems. Locates underground electric cable faults for repair. Performs all other industry-standard duties
expected of a journeyman lineworker.

e Prepares and secures safe work sites, including truck and equipment setup, placement of warning signs and cones, traffic
control and direction, and more. Conducts tailboard meetings to review projects and safety.

e Completes field staking using staking sheets provided by the Utilities Distribution System Coordinator, or supervises
staking completed by other lineworkers as appropriate.

e Operates the electric SCADA system to monitor system health, record data and equipment readings, operate controls,
evaluate circuit performance and load, and investigate outage conditions.

e  Manages electric distribution system switching procedures and documentation. Collaborates with the Distribution

System Coordinator to ensure mapping and outage management system accuracy, and to maintain up to date switching
workflows. Provides updates and training on switching procedures to division staff, and ensures policies are followed.

e  (Collaborates with the Asset & Facilities Coordinator to maintain material inventory and procurement. Provides input
and prepares recommendations for material quality standards and specifications. Assists in the evaluation of proposals
and material acquisition. Cooperates in the year-end inventory process.

e Assists with the preparation of the Utilities 20-year Capital Improvement Program, including conducting reviews of

system reliability and making recommendations for system improvements. Assists with the preparation and ongoing
monitoring of the Utilities annual budget.

e  Makes recommendations for electric division vehicle replacements, additions, and retirements. Provides input on
vehicle standards and specifications. Supervises routine maintenance schedules and requirements, monitors vehicle
safety and regulatory compliance requirements, and schedules vehicle maintenance work.

o Assists-Collaborates with the Distribution System Coordinator with-to developing estimates for new, replacement, and
upgraded electric services, and makes recommendations for new development design and system expansion.

e Responds to customer inquiries and complaints and performs corrective measures, or schedules and assigns workorders

to resolve customer issues. Responds-to-customerinquiries-and-complaints—ProvidesCommunicates informationtowith

customers as required to resolve inquiries and complaints, and to provide notice of planned system —Centaets-eustomers

peoaedineompors sp e outage s e s eenis s aadpe bl damnc e,

o Assistwith-eCoordinatinges and schedules the work of sub-contractors working on the electric distribution system.
Reviews the quality of work completed by subcontractors to ensure compliance with utility construction specifications
and contract requirements and expectations. Communicates with subcontractors to discuss complaints and issues.






Electric System Supervisor

e AssistsAttends and assists with utility-sponsored-with public edueation-cvents, prepares public educational materials

and participates in outreach efforts, conducts system demonstrations and tours,and—performs—Wires—and—Fires
demenstrations and gives electrical safety presentations.

e  Maintains GIS software applications and databases, including electric service connection details, circuit identifications,
overhead and underground system inspections, equipment maintenance tasks, and other records as directed.

e  Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Electric System
Division. Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call.

e Complies with all Stoughton Utilities Safety programs, and guidelines and regulations set by the WiscensinPublic
Service Commission of Wisconsin (PSCW) and the National Electric Safety Code (NESC). Ensures full Electric
System Division compliance of the same.

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 Disconnects electrical service to customers upon receipt of disconnection workorders due to delinquency or safety
violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

e Installs electric meters, including current transformers (CTs) and voltage transformers (VTs) as necessary, at customer
premises, including temporary and permanent services. Assists the meter technician with the maintenance and repair
of electric meters, CTs, and VTs. Reconnects and transfers electric metersReconnectsimeters-and-transfersmeters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic
commercial electrical maintenance, basic plumbing, ander similar tasks as assigned.

e Provides emergency after-hours support to the Wastewater and Water System Divisions, including basic system repair,
traffic control and direction, site preparation and cleanup, equipment transport and operation, and other tasks as directed.
Provides local and regional emergency disaster response.

e Repairs and maintains streettightsstreetlights.

e Performs routine vehicle maintenance.

e Performs other Stoughton Utilities tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent and; eempletion—eof—a—fouryear—Eleetrical Lineman—apprenticeship;

vocational/technical training in electrical systems, with a minimum of five-five years electrical system maintenance
experience, or any combination of education and experience that provides equivalent knowledge, skills, and abilities.





Electric System Supervisor

e  Documented completion of a four-year FElectrical Lineworker apprenticeship is required, or verifiable regional
equivalent.

e Journeyman Lineman-Lineworker Certification, or verifiable regional equivalent, forklift Certification, and CPR/First
Aid Certification is required.

e Vocational or industry training in supervision and/or leadership, with demonstrated experience in leading others in a
professional environment.

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

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

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.

Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

others. Ability to advise and provide 1nte@retat10n regarding the application of policies, procedures, and standards to
specific situations.

e Ability to classify, compute, and tabulate Mdm and mfomlatlon, followmg a prescrlbed plan

requiring the exercise of significant individual jude

sethrelorepee—o—smblshoderitopintmpdaed A bility to compare, count, differentiate, measure, and/er sort

datainformation, as well as assemble, copy, records, and transcribe data and information. Ab#ity-te-elassify—eompute
and-tabulate-data:

e Ability to utilize a wide variety of advisory data and information, such as work orders; staking sheets; utility maps and
diagrams; construction specifications; technical operating manuals; city and utility policies and procedures; guidelines;
non-routine correspondence; Public Service Commission of Wisconsin rules, regulations, and tariffs; Wisconsin
Department of Transportation rules and regulations; State of Wisconsin legal statutes; and safety rules and manuals.

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

e Ability to communicate in writing and orally with customers, department and all levels of City personnel, electricians,
contractors, regulatory agencies, and the general public.

e Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and tme—sheetsother

correspondence; using prescribed formats_according to accepted rules of punctuation, grammar, and style.
rvisory SKill

Ability to assign, supervise, and—review, develop, assess, and —the—werk—ef —ethers—and—implement
diseiplinerecommendations to improve the work of others.

o Ability to make recommendations regarding the selection, training, discipline, advancement, and discharge of
employees.





Electric System Supervisor

e Ability to assist in the preparation ofeenduet meaningful performance reviews, and participate in the delivery of such
reviews.

Mathematical Ability

e Ability to perform addition, subtraction, multiplication, and division; calculate percentages. fractions, and decimals;
interpret and develop basic descriptive statistical reports; and mayreguire-the ability to perform mathematical operations
with fractions-and-algebra.

Judgment and Situational Reasoning Ability

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

. Ab111ty to apply pr1nc1ples of influence systems such as superv1s1ng, maﬂagﬂg—leadmg, teachmg, di-FeeBﬁg—planmng,

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 measurable criteria, and involving the direction, control, and planning of an entire program or
multiple programs.

Physical Requirements

e Ability to operate equipment and machinery such as Hilti-gun-impact tools, aerial bucket truck, digger/derrick, forklift,
wood chipper, chain saw, back hoe, roller, compression tools, cable cutters, nail gun, meters, hand and power tools,
snow plows and blowers, and other equipment requiring monitoring multiple conditions and making multiple, complex
and rapid adjustments. Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as high voltage electrical work.

e Ability to install and repair meters and perform coordinated activity around live electricity, potentially in tight spaces.

o TasksinvelvetheaAbility to exert regular and sustained extremely heavy physical effort in very heavy work, typically
involving some combination of climbing, balancing, stooping, kneeling, crouching, or crawling, and-as well as lifting,
carrying, pushing, shoveling and digging, and pulling heavy objects and materials in excess of 100 pounds.

shape, sound, texture, and odor associated with job-related objects, materials and tasks.

e Ability to meet all physical requirements of the Stoughton Utilities Journeyman Lineworker position description.

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, and high voltage electrical currents. This exposure may cause sese-discomfort
and presents a high risk of injury or death.






Electric System Supervisor






Electric System Supervisor

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: Stoughton Utilities
Title: Utilities Finance Manager Pay Grade: FLSA: Exempt
Date: OectoeberMarch, 20221 Reports To:  Stoughton Utilities Director

Purpose of Position

The purpose of this position is to be accountable for the overall planning, organizing, controlling, and directing of the
financial activities of the Utility, including coordination of all customer accounting with the Assistant Utilities Director and
general accounting functions and information processing, and performing critical accounting and fiscal management
functions in accordance with Stoughton Utilities goals and objectives.

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.

¢ Direct the operation of a central accounting system in a manner consistent with generally accepted accounting principles
and practices, and in sufficient detail to produce accurate cost, financial and statistical data for both management and
statutory requirements.

Implement and maintain a proper set of internal controls._Makes recommendations for organizational changes including
staffing and structure to maintain proper internal controls.

Develop and maintain financial systems, policies, and procedures to ensure effective fiscal management.

Develop and maintain optimal investment, borrowing, and other funding strategies.

Research and share grant funding opportunities for utility divisions and customers, prepare grant applications, and
maintain post-compliance monitoring and reporting, including opportunities for principal loan forgiveness programs.

Administers state and federal funding program requirements, submits program applications, and submits all reports
required for program compliance and disbursement.

Prepare and maintain short, mid, and long-term cash flow forecasts. Collaborates with utility leadership to ensure
fiscally responsible operations in line with current forecasts.

Directs the preparation of the annual-Utilities budget and capital improvement program, including advising utility
leadership in the review of estimates and the preparation of individual budget requests-

Manages relationships with financial consultants. Collaborates with the Utilities Asset & Facilities Coordinator to
Review review service fees, negotiate and develop contracts with service providers.

o PrepareforandO-oversee the-annual-third-party audits, including the annual financial audit and all other audits required
by project funding agencies, including completing internal auditing in preparation, and submit all required regulatory
reports.

Prepares and submits Public Service Commission of Wisconsin Annual Reports, and all other periodic reporting
required by PSCW.

Administer the purchase card program.

Direct treasury management operations, online banking, and fraud protection programs.

Perform electric, water, and wastewater retail rate analyses, develop rate structures that ensure aH-sufficient revenue
recovery, and obtain necessary local and regulatory approvals.

Process and close work orders including time, material, and equipment allocations, and asset retirements. Manages
prepayment reconciliation and customer invoicing.






Utilities Finance Manager

Prepares and interprets financial statements, cost reports, and statements of receipts and expenditures at regular intervals

for use by the Utilities Director;-UtHities-Operations-Superintepdent and utilities leadership, Utilities Committee, and

Common Council.

Direct preparation of employee payroll, tax and benefit withholding, and periodic reporting.

e Participate in reguired-Utihty-Utilities Committee meetings, and other city committee and Common Council meetings

as required. Prepare monthly status reports as well as other scheduled and unscheduled presentations and reports.

Leads in-house training and support of financial and workorder management software; creates/modifies reporting
templates upon request. Creates new and maintains existing procedures and instructional documentation. Maintains
financial and workorder processing policies and procedures manuals.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives electrical safety presentations.

Responds to planned and unplanned customer engagement opportunities and significant event response, including but

not limited to large-scale outages, severe weather events, and drinking water or sanitary sewer emergencies.

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.

Greet and direct visitors. Answer, direct, and route telephone calls and messages.

Assist other division personnel as required.

Attends and assists with utility-sponsored public events, prepares public educational materials, and participates in

outreach efforts.
Assists electricwastewaterand-waterall other Stoughton Utilities divisions as required.

Minimum Training and Experience Required to Perform Essential Job Functions
»—Bachelor's degree in Business Administration, Accounting, or Financial Management, with -

Ppreference for a Certified Public Accountant.

Minimum ef-seven years of managementerproject-managementexperience related to financial/accounting operations,
preferably in the utility environment.

Significant knowledge of generally accepted financial management and accounting principles and practices, including
the ability to independently initiate analysis and solve a variety of accounting and fiscal issues from both long-term and
daily operational perspectives.

Significant knowledge of Governmental Accounting Standards s-preferred-but-notrequired.

e Significant knowledge of computer hardware-and-software used in the Utitity-utility environment, including experience

with automated accounting, financial, and billing systems. Advanced user of Microsoft Office applications (Word,
Excel, Aceess;-and PowerPoint)-preferred.





Utilities Finance Manager

e Valid motor vehicle operator’s license is required, or the ability to obtain independent transport for required training

and events.

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

»—Reguiresthe-aAbility to perform complex data analysis, including the ability to audit, deduce, assess, conclude, appraise,
analyze, and interpret an extensive variety of technical information and governmental regulations.-Audit-deduce-assess;

conelude-and-appraise.

e Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

3

Ability to provide first line supervision. Ability to create consensus and collaboration,
and train others. Ability to advise and provide interpretation regarding the application of policies, procedures, and

standards to specific situations.
e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of

significant individual judgment. Ability to compare, count, differentiate, measure, and sort information, as well as
assemble, copy, record, and transcribe data and information.

such as work orders, financial statements;; billing reports and statements - financial reports_and; ledgers;; jeurnals;

summaries—regulatory rate review applications;; budgets;; manuals/texts,—codes,—accounting systems;; computer
software operating manuals; city and utility policies and procedures; quidelines; precedures—and—non-routine
correspondence-; Public Service Commission of Wisconsin (PSCW) rules, regulations, and tariffs; Wisconsin
Department of Natural Resources (DNR) rules and regulations; State of Wisconsin legal statutes; and safety rules and
manuals.

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 complex requests.

*—

e Ability to communicate in writing and orally with customers, effectivelywith-the Utiities Birector-Utiities Operations
Superintendent—and—al-Utilitydepartment and all levels of —personnel—other—City departmentspersonnel, Utilities
Committee;financial auditors, technical-support-contractersregulatory agencies, elected and appointed government

officials, and the general public-verbathy-and-in-written-form.

e Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.






Utilities Finance Manager

Supervisory Skills
e Ability to assign, supervise, and-review, develop, assess, and implement recommendations to improve the work of
others.

e Ability to make recommendations regarding the selection, training, discipline, advancement, and discharge of
employees.

e Ability to assist in the preparation of meaningful performance reviews and participate in the delivery of such reviews.

Mathematical Ability

e Ability to perform addition, subtraction, multiplyication, and dividedivision—; calculate dechmals—and-percentages,
fractions, and decimals; interpret and develop detailed descriptive statistical reports; -and make-use-ef-the-prineiples-of
descriptive-statisticsthe ability to perform mathematical operations with algebra.

e Ability to design and produce graphical representations of complex financial and-perfermance-data.

JudgementJudgment and Situational Reasoning Ability

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

managin supervising,

leading, teachin_g, direeting-planning, coordinating, disciplining, and controlling.
e Ability to use functional reasoning and apply rational judgment in performing diversified work activities.

o Reguires—the—aAbility to exercise the judgment, decisiveness, and creativity required in situations involving the
directionevaluation of information against measurable criteria, and involving the direction, control, and planning of an

entire program or multiple programs.

Physical Requirements

o Reguires-the-aAbility to operate_office equipment and machinery requiring ;—+raneuver—aneierprovide-simple but

continuous adjustments, -en-eguipmentmachineryand-teols-such as a-computer terminal, calculator/adding machine,
cash reqgister, postage meter, photocopier, paper cutter, hand punch, telephone, and other office—machines,—andfor

materialsitems used in performing essential functions.
o ReguirestheaAbility to coordinate eyes, hands, feet, and limbs in performing eoerdinated-semi-skilled movements such
as typing.

o Tasks-invelve-the-aAbility to exert Hght-very moderate physical effort in sedentary to light work, typically involving
some combination of but-which—may—invelve-semestooping, kneeling, crouching and crawling, -lifting, carrying,
pushing; and pulling-ef-ebjectsweighingfive-to-ten-pounds.

Environmental Adaptability





Utilities Finance Manager

e Ability to work under generathy-safe and comfortable conditions where exposure to environmental factors may-cause
discomfertis minimal and poses little to noa-tmited risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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 — Electric System Division
Title: Journeyman Lineworkerman Pay Grade: FLSA: N
Date: MayMarch, 202218 Reports To: Utilities Electric System Supervisor

Purpose of Position

The purpose of positions in this classification is to efficiently and safely perform electrical distribution line construction,
maintenance, and repair tasks-forthe-City-ef Stoughton, in accordance with Stoughton Utilities construction specifications
and standards.

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.

Operates diggers, bucket trucks, and hand tools near and around electrical distribution lines. Operates live-line tools to
connect and disconnect distribution lines and components._Installs primary and secondary overhead and underground

electrical systems. Locates underground electric cable faults for repair. Performs all other industry-standard duties
expected of a journey-level lineworker.

Prepares and secures safe work sites, including truck and equipment setup, placement of —Ereets-warning signs and
cones, traffic control and direction, and more. Conducts tailboard meetings to review projects andsecures—areas:

Maintains-knewledge-of-and-implements safety-procedures.

Completes field staking using staking sheets provided by the Utilities Distribution System Coordinator.

Operates and-maintains-the electric SCADA system to monitor system health, record data and equipment readings,

operate controls, evaluate circuit performance and load, and investigate outage conditions.

o Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Installs, repairs, and maintains municipal street lighting.

Monitors system tree trimming and removal needs, and ensures clearance program compliance. Works with division

employees to trim and remove trees and brush. Communicates with customers to provide notice of upcoming line
clearance projects; and resolves line clearance complaints and inquiries.

Assists in the oversight of the utility’s apprentice lineworker program, including providing education and mentorship,

and recommending advancement through the program.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives electrical safety presentations.

Completes and maintains work orders, staking sheets, outage reports, time sheets, preflight checklists, tailgate meetings,

inventory forms, and all other division paperwork, and maintains records and prepares reports as directed. Conducts
system inspections and records findings.

Maintains GIS software applications and databases, including electric service connection details, circuit identifications,

overhead and underground system inspections, equipment maintenance tasks, and other records as directed.






Journeyman Lineworkerman

e Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Electric System
Division. Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call.

+—Complies with all Stoughton Utilities safety programs, and guidelines and regulations set by the Wiseensir-Public
Service Commission of Wisconsin (PSCW) and the National Electric Safetv Code (NESC). Ensures fuII Electric
System Division compliance of the same.4s

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 Disconnects electrical service to customers upon receipt of disconnection workorders due to delinqguency or safety
violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

e Installs electric meters, including current transformers (CTs) and voltage transformers (\VVTS) as necessary, at customer
premises, including temporary and permanent services. Assists the meter technician with the maintenance and repair
of electric meters, CTs, and VTs. Reconnects and transfers electric meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic
commercial electrical maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Wastewater and Water System Divisions, including basic system repair,
traffic control and direction, site preparation and cleanup, equipment transport and operation, and other tasks as directed.
Provides local and regional emergency disaster response.






Journeyman Lineworkerman

e Performs routine vehicle maintenance.

»—Performs other Stoughton Utilities tasks as directed.Maintains-Stoughton-Municipal-Utitities facilities:
R e

s Remevesieeand-shovw-rom-walleways-and-drives:

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent; and eempletion-efafour-yearelectricaHineman-apprenticeshipvocational/technical

training in electrical systems, with a minimum of four years electrical system maintenance experience, or any
combination of education and experience that provides equivalent knowledge, skills, and abilities.

e Documented completion of a four-year Electrical Lineworker apprenticeship is required, or verifiable regional
equivalent.

e Journeyman Lineworker Certification, or verifiable regional equivalent, forklift certification, and CPR/First Aid
certification is required.

° Commerc1al drlver S hcense Wltht

anker and alrbrake certlﬁcatlon is requwed GemﬂeanemePR—mspald—mm%

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

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to utilize a wide variety of advisory data and information, such as work orders; staking sheets; utility maps and
diagrams:; construction specifications; technical operating manuals; city and utility policies and procedures; guidelines:;
non-routine correspondence; Wisconsin Department of Transportation rules and requlations; and safety rules and
manuals.

e Ability to classify, compute, and tabulate data and mformatlon foIIowmq a prescrlbed plan requmnq the exerC|se of
some individual judgementjudgment, ;
of-the-data-with reference to established crlterlalstandards Ability to compare count, differentiate, measure, and/er
sort éatainformation, as well as ;-assemble, copy, record, and transcribe data and information.—Abiity-—te—elassify,

somauiooncnbulniodoin

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

e Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

co-workers-taw-enforcementpersennel—electricians, contractors, tree-trimmers-and ether—city-employeesthe general
public.

Mathematical Ability

»—Ability to perform addition, subtraction, multiplicationy, and dividedivision;-; calculate percentages, fractions ;- fractions
and decimals; interpret and develop basic descriptive statistical reports; and may—+reguire—the ability to perform
mathematical operations with fractions-and-algebra.






Journeyman Lineworkerman

Judgment and Situational Reasoning Ability

Ability to carry out directives without direct supervision. Ability to exercise independent judgementjudgment to apply

facts and principles for developing approaches and technigues to problem resolution.

Ability to apply principles of influence systems such as leading and teaching. AbHity-te-use-functional-reasening-and
apphyrationaljudgementjudgment-in-performing-diversifiedwork-activities:

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

Physical Requirements

Ability to operate equipment and machiner
adjustments;-such as Hilti-gun—tmpaetimpact tools, aerlal bucket truck dlgger /derrlck forkllft Wood chlpper chaln
saw, back hoe, roller, compressmn tools cable hcutters, nail gun, meters hand and power tools, snow plows and
blowers, o6 A

mechan e : : e R and other equmment requiring
monltorlnq multlple condltlons and maklnq multlple complex and rapid ad|ustments Ability to repair complex
equipment and machinery.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements invehved-inrepairsuch as high

voltage electrical work.

Ability to install and repair meters and perform coordinated activity around live electricity, potentially in tight spaces.

y —

Ability to exert reqular and sustained heavy physical effort in moderate-tovery heavy work, typically involving some
combination of climbing, are-balancing, stooping, kneeling, crouching-and, crawling, and lifting, carrying, pushing,
shoveling and digging, -and pulling heavy objects and materials in excess oftg-te 100 pounds.

Ability to recognize and identify degrees of similarities or differences between harmenious-orcontrasting-combinations;
as-well-as-recognize-individual-characteristics of colors, fermsshape, sounds, eders-and-texture, and odors associated

with job-related objects, materials, and ingredientstasks.

Environmental Adaptability

Ability to work under unsafe-and-uncomfortable and potentially unsafe conditions that require where-exposure to severe
environmental factors such as temperature variations, high winds, rain and snow, odors, toxic agents, noise, vibrations,
wetness, dusts, machinery, explosives, diseasegas, vehicular traffic, and high voltage electrical currents. This exposure

may;-vehictlartraffic-and/or-dust-can cause discomfort and presents where-there-isa high risk of serieus-injury or death.

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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City of Stoughton
Position Description

Name: Department: Utilities — Water—SystemTechnical
Operations Division
Title: Operations——Speciakistlourneyman ~ Meter Pay Grade: FLSA: N
Technician
Date: MayMarch, 202218 Reports To:  Utilities Billing & Metering

Supervisorater-System-Superviser

Purpose of Position
The purpose of t

and-distribution-systems, and to complete water cross connection inspections for the City of Stoughton._This position shall
be responsible for evaluating electric and water services and determining the appropriate metering design, procurement and
maintenance of electric and water meters and test equipment, maintenance of electric and water meter records, and
installation of electric and water meters and equipment.

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 Maintains the utility’s electric and water meter testing programs to ensure compliance with Wiseensir-Public Service

Commission of Wisconsin (PSCW) requlations and periodic test schedules.

e Tests single and three-phase electric meters both in the field and in the shop in accordance with PSC rules. Maintains,
and repairs meters, current transformers (CTs), and voltage transformers (VTs). Prepares and issues reports on electric
meter test quantities and results to division supervisors, customer service staff, and requlatory agencies as directed.

e Tests water meters both in the field and in the shop in accordance with PSC rules. Installs, maintains, and repairs water
meters. Prepares and issues reports on water meter test quantities and results to division supervisors, customer service
staff, and requlatory agencies as directed.

e Manages the utility water and electric meter inventory. Establishes and maintains metering standardization programs,
and collaborates with the Asset & Facilities Coordinator to maintain meter inventory, including the procurement of new
meters and the discarding of damaged and retired meters. Prepares and issues reports on meter inventory and annual
activity to division supervisors, financial staff, and requlatory agencies as directed. Completes the year-end inventory
process for electric and water meters, CTs, and VTs.

e Reviews applications for new and upgraded electric service connections, and determines proper meter type, cabinet size
and type, and need for CTs and VTs, and wires customer meter sockets at commercial properties. Conveys cabinet and
socket requirements to customers and electrical contractors. Collaborates with the Electric System Supervisor to
coordinate electric meter sizing, installation, and repair.

e Installs electric and water meters — including CTs and VTs as necessary — at customer premises, including temporary
and permanent services.

e Reviews applications for new water service connections, and determines the proper meter sizing and type. Conveys
plumbing requirements to customers and plumbing contractors. Collaborates with the Water System Supervisor to
coordinate water meter sizing, installation, and repair.






Operations-SpecialistJourneyman Meter Technician

e Maintains GIS software applications and databases, including electric and water meter inventory, electric and water

meter testing history, electric and water service connection details and meter history, and other records as directed.

e Manages the utility’s water Cross-Connection Control Program to eliminate existing and prevent future cross-
connections, in accordance with Wisconsin Department of Natural Resources (DNR) rules. Performs household and
business inspections, issues corrective orders, and performs follow-up inspections as necessary.

e Completes the monthly collection of electric and water meter readings for cycle billing purposes. Maintains ability to
work a flexible schedule in order to complete the monthly meter reading collection outside of standard working hours
one day per month, typically on the first day of the month.

e Completes the daily meter readings for newly opened or closed customer accounts. Processes all daily meter
workorders.

e Assists with utility billing operations by investigating zero/low meter readings for both electric and water, and reports

findings._Reviews customer history and consumption trends to detect potential meter issues. Performs meter rereads
upon receipt of workorders.

o Coordinates field delinquent collections operations, including disconnecting utility service to customers as-upon receipt
of disconnection workorders.directed:

e Receives and responds to customer inquiries and complaints and recommends and performs corrective action in

FESpOHSE—GG—GHSEGmGFFHQHH-ES—&H-d—GGm-EI-&FH{—S.

e Mentors, educates, and trains Apprentice Meter Technician employees when employed by the utility.

e Attends and assists with utility-sponsored public events, prepares public educational materials, and participates in
outreach efforts.

e Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call.

A A A
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»—Complies with all Stoughton Utilities Safety programs, and ‘Wiscensin—Bepartment—of Natural-Resources (DNR)
guidelines and regulations_set by the “Wiseoensin—Public Service Commission of Wisconsin (PSCW), Wisconsin

Department of Natural Resources (DNR), and the National Electric Safety Code (NESC).






Operations-SpecialistJourneyman Meter 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.

Greet and direct visitors. Answer, direct, and route telephone calls and messages.

Provide back up for various front-office tasks, including but not limited to: processing customer payments, preparation

of committee meeting packets, preparation of daily bank deposits, organizational filing, negotiating deferred payment
agreements, etc.

Provide back up for processing customer payments received through various physical and electronic methods, including

but not limited to, banking lockbox, online My Account payments, Autopay (ACH and credit card), night deposit box,
in-person, energy assistance, etc.

Provide back up for daily visits to City Hall, local post office, and local bank branch to receive and process incoming

and outgoing postal and interdepartmental mail and deliver the daily banking deposit. Sorts and distributes received
postal and interdepartmental mail to their intended recipients.

Maintains Steughton-Utilitiesgrounds and facilities, ineluding-such as painting surfaces,remeval-ef-ice-and snow and
ice removalfrem-walkways-and-drives, custodial tasks, basic carpentry, basic commercial electrical maintenance, basic

plumbing, and similar tasks as assigned.and-general-matntenance-tasks:

Provides emergency after-hours support to the Electric, Wastewater, and Water System Divisions, including basic

system repair, traffic control and direction, site preparation and cleanup, equipment transport and operation, and other
tasks as directed. Provides local and regional emergency disaster response.

Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks for all other divisions as directedelectricwater—and-wastewater operations-as
directed.





Operations-SpecialistJourneyman Meter Technician

Minimum Training and Experience Required to Perform Essential Job Functions

»—High School diploma or equivalent, with three or more years electric metering experience and basic water metering
experience required, or any combination of education and experience that provides equivalent knowledge, skills, and
abilities.-

e Basic knowledge of drinking water distribution systems required; Wisconsin Department of Natural Resources
(WDNR) Grade T or Grade 1 Waterworks Operator Certification-forthe-StoughtonWaterworks, with subclasses G and
D, preferred._Ability to obtain and maintain such certification required.

+—Valid motor vehicle operator’s license required; ©commercial driver’s license with tanker and air brake certification

reguiredpreferred.

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, records and transcribe data. Ability to classify, compute and tabulate data.

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

e Ability to utilize a variety of advisory data and information such as wel-readings-meter records, city ordinances, WBNR
PSC and DNR reports and bulletins, watersamples-distribution-equipmentreports-charts, policy manuals, maintenance
records, YWBNR-PSC and DNR rules and regulations, vehicle manuals, equipment manuals, watermatr-meter and CT
wiring diagrams, construction specifications and plans, service applications, electric service rules, safety manuals and
codes, and maps.

e Ability to communicate effectively orally and in writing with Bdepartment personnel, customers, contractors, engineers,
City employees, law enforcement, and YWBNR-PSC and DNR statistical reports.

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

e Ability to perform addition, subtraction, multiplication ) and dividesion; calculate percentages, fractions,-fractiens and
decimals; interpret and develop basic descriptive statistical reports; and the ability to perform mathematical operations

with frectiensonad-algebra.—Abiibto-tnterpretbasie deserintive sintistical renoris:

Judgment and Situational Reasoning Ability

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






Operations-SpecialistJourneyman Meter Technician

Ability to use functional reasoning in performing diversified work activities.

Ability to exercise judgment, decisiveness, and creativity required in situations involving the evaluation of information
against sensory and/or judgmental criteria, and involving the direction, control and planning of an entire program or
multiple programs.-

Physical Requirements

e Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple, complex

and rapid adjustments, such as motor vehicles, backhoedump-truck,—end-loaders-sewerjet-machine,-meter test bench,
at-hammersblaclktop-rellerscompactarssaws—hand tools, generators, pertable-pumps—chemicalpumps—mewers
freezingfthawing-machines;-voltmeter, locatorsjacks,shovelspicksaxes-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 install and repair complex-eguipment-and-machinerymeters and perform coordinated activity around live

electricity, potentially in tight spaces.

Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements invelved—in—repatr—ef-water
distribution-equipmentsuch as electrical work.

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

Ability to recognize and identify degrees of similarities and differences between characteristics of color, sound, taste,
texture, and odor associated with job-related objects, materials, and ingredients.

Environmental Adaptability
»—Ability to work under uncomfortable and mederatehypotentially unsafe and-uncomfortable-conditions where-that require

exposure to severe environmental factors such as temperature variations, high winds, rain and snow, odors, toxic agents,
noise, vibrations, wetness, dusts, disease—machinery, explosives, gas, and high voltage electrical currents. This

exposure -may cause discomfort and presents a high risk of injury or death.where-there-is-a+isk-of-trjury-

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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 — Electric System Division
Title: Lead Journeyman Lineworkerman Pay Grade: FLSA: N
Date: MayMarch, 202218 Reports To: Utilities Electric System Supervisor

Purpose of Position

The purpose of this position is to assist in the day-to-day supervisien-coordination of the Electric System Division, including
scheduling of daily operations and project oversight, acting under the direction of the Utilities Operations-Electric System
SupervisorSuperintendent. This position also efficiently and safely performs electrical distribution line construction,
maintenance, and repair tasks, in accordance with Stoughton Utilities construction specifications and standards.

Essential Duties and Responsibilities

The following duties are normal for this classification. These are not to be construed as exclusive or all-inclusive. Other duties

may be required and assigned.

e Assists the Utilities Electric System Supervisor with the coordination of the operation and maintenance of the electric
utility and distribution system. Ensures compliance with requlatory agency requirements and utility policies. Provides
recommendations and assists with the coordination and implementation of electric distribution system improvements.

Assists in the supervision of the activities of Electric System Division personnelerews:. Actively participates in regular
division staff meetings; and conducts such meetings in the absence of the Utilities Electric System Supervisor. Assists
in the maintenance of productivity reports, the review of timesheets, and the maintenance of staff work and leave
schedules. Assists in providesing instruction and training; plannings, coordinatesing, assignsing, and reviewing ofs
work; and the maintenance of airs-sdivision standards and policies.

Assists in the coordination and organization of, and actively participates in, routine safety meetings and safety manual
review. Conducts routine safety compliance checks on active job sites. Assists in the oversight of division operations
to ensure safety policy compliance. Report out findings to the Utilities Electric System Supervisor and the Stoughton
Utilities management and safety compliance teams.

Monitors the Substation—substation Mainterance—maintenance Pregram—program, and—maintains all substation
equipment, conducts routine substation inspections, and records:-takes weekly system readings and data.

Monitors system tree trimming and removal needs, and maintains the annual schedule to ensure clearance program
compliance. Works with division employees to trim and remove trees and brush. Communicates with customers to
provide notice of upcoming line clearance projects; and resolves line clearance complaints and inquiries.

Assists in the oversight of the utility’s apprentice lineworker program, including providing education and mentorship,
evaluating apprentice performance and competence, maintaining apprenticeship reqgistrations and program compliance,
conducting routine reviews and assessments, and recommending advancement through the program.

Maintains overhead and underground electric construction specifications beekand drawings.

Routinely performs lineworker work tasks at active job sites to plan, direct, and oversee system and equipment
maintenance and repair tasks. Works onsite to recommend operational changes and safety improvements, and to
evaluate staff knowledge, competence, and safety compliance.

o Operates diggers, bucket trucks, and hand tools near and around electrical distribution lines. Operates live-line tools to

connect and disconnect distribution lines and components. Installs primary and secondary overhead and underground
electrical systems. Locates underground electric cable faults for repair. Performs all other industry-standard duties

expected of a journeyman lineworker.

e Prepares and secures safe work sites, including truck and equipment setup, placement of warning signs and cones, traffic
control and direction, and more. Conducts tailboard meetings to review projects and safety.






Electric-System-Lead Journeyman Lineworkerman

e Completes field staking using staking sheets provided by the Utilities Distribution System Coordinator.

e Operates the electric SCADA system to monitor system health, record data and equipment readings, operate controls,
evaluate circuit performance and load, and investigate outage conditions.

e Responds to customer inquiries and complaints and performs corrective measures, or schedules and assigns workorders
to resolve customer issues. Communicates with customers as required to resolve inquiries and complaints, and to
provide notice of planned system outages.

e Makes recommendations for electric division vehicle replacements, additions, and retirements. Provides input on
vehicle standards and specifications. Oversees routine maintenance and-schedules and requirements, monitors vehicle
safety and requlatory compliance requirements, and schedulesal vehicle maintenance work.






Electric-System-Lead Journeyman Lineworkerman

events, prepares DUb|IC educatlonal materlals and partlcmates in outreach efforts, conducts system demonstratlons and

tours, and gives electrical safety presentations.

e Completes and maintains work orders, staking sheets, outage reports, time sheets, preflight checklists, tailgate meetings,
inventory forms, and all other division paperwork, and maintains records and prepares reports as directed. Conducts
system inspections and records findings.

¢ Maintains GIS software applications and databases, including electric service connection details, circuit identifications,
overhead and underground system inspections, equipment maintenance tasks, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Electric System
Division. Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and requlations set by the Wiseensir-Public
Service Commission of Wisconsin (PSCW) and the National Electric Safety Code (NESC). Ensures full Electric
System Division compliance of the same.

*~—

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 Disconnects electrical service to customers upon receipt of disconnection workorders due to delinquency or safety
violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

e Installs electric meters, including current transformers (CTs) and voltage transformers (VTS) as necessary, at customer
premises, including temporary and permanent services. Assists the meter technician with the maintenance and repair
of electric meters, CTs, and VTs. Reconnects and transfers electric meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic
commercial electrical maintenance, basic plumbing, and similar tasks as assigned.






Electric-System-Lead Journeyman Lineworkerman

Provides emergency after-hours support to the Wastewater and Water System Divisions, including basic system repair,

traffic control and direction, site preparation and cleanup, equipment transport and operation, and other tasks as directed.
Provides local and regional emergency disaster response.

Repairs and maintains street-hghtsstreetlights.

Performs routine vehicle maintenance.

o Performs other Stoughton Utilities tasks as directed.Operatestoaders—backhoes—dump-trucks—jack-hammers—wood

chippersr-ehaln-saws—eutting-tereh-and-welders:

o—Reconnects-meters-and-transfers-meters:

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent,—and—completion—of—a—four-year—ElectricalLineman—apprenticeship and;
vocational/technical training in electrical systems-and-Electric-System-Journeyman-Lineman-training, with a minimum

of five-four years electrical system maintenance experience, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

Documented completion of a four-year Electrical Lineworker apprenticeship is required, or verifiable regional

equivalent.
Journeyman Lineworker Certification, or verifiable regional equivalent, forklift certification, and CPR/First Aid

certification is required.

Vocational or industry training in supervision and/or leadership, with demonstrated experience in leading others in a

professional environment.

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

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

Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.

Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.






Electric-System-Lead Journeyman Lineworkerman

e Ability to provide oversight and backup supervision. Ability to create consensus and collaboration, and train others.
Ability to advise and provide interpretation regarding the application of policies, procedures, and standards to specific
situations.

e Ability to utilize a wide variety of advisory data and information, such as work orders; staking sheets; utility maps and
diagrams; construction specifications; technical operating manuals; city and utility policies and procedures; guidelines;
non-routine correspondence; Public Service Commission of Wisconsin rules, requlations, and tariffs; Wisconsin
Department of Transportation rules and requlations; State of Wisconsin legal statutes; and safety rules and manuals.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual judgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

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 requests.

e Ability to communicate in writing and orally with customers, department and all levels of City personnel, electricians,
contractors, and the general public.

e Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.

Supervisory Skills

e Ability to assign,—supervise and-review, develop, assess, and -the-work-of ethersand-implement recommendations to
improve the work of othersdiscipline.

e Ability to make recommendations regarding the selection, training, discipline, advancement, and discharge of
employees.

e Ability to assist in the preparation of meaningful performance reviews, and participate in the delivery of such review.

Mathematical Ability

o ReguirestheaAbility to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and
decimals; interpret and develop basic descriptive statistical reports; and may-reguire-the ability to perform mathematical
operations with fractions-and-algebra.






Electric-System-Lead Journeyman Lineworkerman

Judgment and Situational Reasoning Ability

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

o Reguires-the-aAbility to apply principles of influence systems such as supewrslen ugerwsmg managlng, Ieadlng,
teachlng, dlrectlng plannlng, coordlnatlng and controllmg

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

»—Reguiresthe-aAbility to exercise the judgment, decisiveness, and creativity required in situations involving the direction,
control and planning of an entire program or multiple programs.

*—





Electric-System-Lead Journeyman Lineworkerman

Physical Requirements

o Reguiresthe-aAbility to operate equipment and machinery such as Hiti-gun—Ampactimpact tools, an-aerial bucket
truck, digger/derrick, forklift, wood chipper, chain saw, back hoe, roller, compression tools, cable cutters, nail gun,

meters, hand and power tools, snow plows and blowers, and other equipment requiring monitoring multiple conditions
and making multiple, complex, and rapid adjustments. Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements such as high voltage electrical work.

e Ability to install and repair meters and perform coordinated activity around live electricity, potentially in tight spaces.

o Tasks-invelve-theaAbility to exert regular and sustained extremely heavy physical effort in very heavy work, typically
involving some combination of climbing, balancing, stooping, kneeling, crouching, crawling, ane-or lifting, as well as
carrying, pushing, shoveling and digging, and pulling heavy objects and materials in excess of 100 pounds.

o ReguirestheaAbility to recognize and identify degrees of similarities or differences between characteristics of colors,
shapes, sounds, and-textures, and odor associateds with job-related objects, materials and tasks.

+—Ability to meet all physical requirements of the Stoughton Utilities Journeyman Lineworker position description.






Electric-System-Lead Journeyman Lineworkerman

Environmental Adaptability
e 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, and high voltage electrical currents. This exposure may cause sefe
discomfort and presents a high risk of injury or death.

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—\\Vastewater
System Division
Title: Advanced Certified Wastewater Operator Pay Grade: FLSA: N
Date: JanuaryMarch, 202217 Reports To: Utilities  Wastewater——Wastewater

System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the water pumping, storage, and distribution systems, and the
wastewater treatment facilities and sanitary sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations._This position is identical to other non-certified Operator positions in terms of job scope,
however may differ in day-to-day duties and assignments, required qualifications, and certifications.

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 Provides safe drinking water conditions to protect Stoughton Utilities customers, via obtaining and testing routine water
samples, monitoring and recording well pump operations and storage tank volumes, monitoring and testing water and
wastewater quality conditions, and monitoring and recording data and operations on the water/wastewater SCADA

system.

e Ensures environmentally -responsible wastewater treatment and discharge via obtaining and testing routine wastewater
treatment samples throughout the treatment process, monitoring and recording plant operations and tank volumes,
monitoring and testing wastewater influent and effluent quality conditions, and monitoring and recording data and
operations on the water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops, services, and hydrants. Installs and
maintains water service connections. Performs routine maintenance to other water system infrastructure and equipment.
Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer
collection system infrastructure and equipment. Flushes, televises, cleans, and repairs the sanitary sewer collection

system.

e Repairs and maintains Performsroutine-maintenance-to-pumps, motors, valves, flow meters, screens, and all other
equipment at the wastewater treatment facility.

»—Obtains and prepares samples of drinking water and wastewater treatment, and performs laboratory activities-analysis

including sample testing and calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic
acid, and other analysis as directed. Prepares graphs, charts, and reports from sample data, and reports out findings.
Makes adjustments to drinking water and wastewater treatment operations and calculates amount of chemical additives
according to test results.ete-






Advanced-Certified-Wastewater Operator

Prepares, or assists with the preparation of monthly water pumpage and wastewater treatment reports, and submits to

the Wisconsin Department of Natural Resources (DNR).

Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for

wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.

Operates and-maintains-the water/wastewater SCADA system to monitor system health, record data and equipment

readings, operate controls, evaluate system performance, and investigate trouble conditions.

Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as

required to resolve inquiries and complaints, and to provide notice of planned system outages.

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives safety and conservation presentations.

Completes and maintains work orders, time sheets, preflight checklists, tailgate meetings, inventory forms, and all other

division paperwork, and maintains records and prepares reports as directed. Conducts system inspections and records
findings.

Maintains GIS software applications and databases, including service connection details, flushing and exercising

maintenance records, televising records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Water and Wastewater

System Divisions. Maintains an ability whenever possible to respond to utility emergencies and assist those serving
on-call.

Complies with all Stoughton Utilities safety programs, and guidelines and requlations set by the Wiscensin—Public

Service Commission of Wisconsin (PSCW). Ensures full Water and Wastewater System Divisions compliance of the

same.

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety

violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises, including temporary and permanent services. Assists the meter technician

with the maintenance and repair of water meters. Reconnects water services and transfers water meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic

commercial electrical maintenance, basic plumbing, and similar tasks as assigned.






Advanced-Certified-Wastewater Operator

e Provides emergency after-hours support to the Electric System Division, including basic system repair, traffic control
and direction, site preparation and cleanup, equipment transport and operation, groundsman duties, and other tasks as
directed. Provides local and regional emergency disaster response.

e Performs routine vehicle maintenance.

o Performs other Stoughton Utilities tasks as directed.Performs-custodial tasks:
o Paints-surfaces:

o Removes-lce-and-snow-Trom-walkways-and-drives.

o Parforms-carpentry-tasks-as-needed:

o Acsi " lectei . irod.

Minimum Training and Experience Required to Perform Essential Job Functions
e High School diploma or equivalent, and feur-one or morete-six years water and/or wastewater operator experience.

¢ Demonstrated mechanical and/or plumbing aptitude.

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 perform mid-level data analysis, including the ability to audit, deduce, assess, conclude and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
some individual jgdgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

e Ability to utilize a variety of advisory data and information, such as work orders; utility maps and diagrams; construction
specifications; blueprints; lab records and reports; facilities operation and maintenance manuals; technical operating
manuals; city and utility policies and procedures; quidelines; non-routine correspondence; and safety rules and manuals.

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 requests.

+—Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

plumbers contractors requlatorv representatlves and the qeneral pubhcAb#Hy—te—ambtze—and—ea%egen%e—da&a—and






Advanced-Certified-Wastewater Operator

Mathematical Ability

+—Ability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and decimals;
interpret and develop basic descriptive statistical reports and may requue the ability to perform mathematlcal operatlons
with fractions—and-algebra.Abii

spatial-relationships:
. ity to ] basic deserinti ictical _

Judgment and Situational Reasoning Ability

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

e Ability to apply principles of influence systems such as leading and teaching.

o—Ability to exercise the judgment, decisiveness and creativity requued in S|tuat|ons involving the evaluatlon of
mformatlon aqalnst sensory and |udqmental criteriaAbh

Physical Requirements

e Ability to operate equipment and machinery
and-rapid-adjustments;-such as impact tools, sewer I|ne Jet truck back hoe roIIer Ioaders dump truck fOI’k|Ift wood
chipper, meters, hand and power tools, snow plows and blowers, eementmixer-lab instruments, mechanic’s-hand-tools;
veltmeter—welder-anrd-excavation hand tools, and other equipment requiring monitoring multiple conditions and making
multiple, complex, and rapid adjustments. Ability to repair complex equipment and machinery.-

" : | : irer.

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

e Ability to install and repair meters and perform coordinated activity, potentially in tight spaces.

e Ability to exert reqular and sustained heavy physical effort in moderate-veryte heavy work, typically involving some
combination of climbing, ane-balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing,
shoveling and digging, and pulling heavy objects and materials in excess ofever 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between characteristics of colors,-ferms shape,
sounds, texture, and odors;-and textures-associated with job-related objects, materials, and ingredientstasks.

Environmental Adaptability

e Ability to work under mederately—unsafe-and-uncomfortable_and potentially unsafe -conditions where-that require
exposure to severe environmental factors such as temperature variations, eders-high winds, rain and snow, odors, toxic
agents, noise, vibrations, wetness, -machinrerydusts, machinery, explosives, gas, vehicular traffic, high voltage electrical
currents, and disease. -anefer-dustThis exposure -may cause er-causing-discomfort and presents a high and-where-there

is-a-risk of injury reguiring-extendedrecoveryor death.






Advanced-Certified-Wastewater Operator

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the City
will provide reasonable accommaodations to qualified individuals with disabilities and encourages both prospective and
current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date





City of Stoughton
Position Description

Name: Department:  Utilities — Wastewater—\Water System
Division

Title: Advanced Certified Wastewater Operator Pay Grade: FLSA: N

Date: JanuaryMarch, 202217 Reports To: Utilities Wastewater—\Water System
Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the water pumping, storage, and distribution systems, and the
wastewater treatment facilities and sanitary sewer collection system for the City of Stoughton, with a focus on wastewater
collection and treatment operations._This position is identical to other non-certified Operator positions in terms of job scope,
however may differ in day-to-day duties and assignments, required qualifications, and certifications.

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 Provides safe drinking water conditions to protect Stoughton Utilities customers, via obtaining and testing routine water
samples, monitoring and recording well pump operations and storage tank volumes, monitoring and testing water and
wastewater quality conditions, and monitoring and recording data and operations on the water/wastewater SCADA

system.

e Ensures environmentally -responsible wastewater treatment and discharge via obtaining and testing routine wastewater
treatment samples throughout the treatment process, monitoring and recording plant operations and tank volumes,
monitoring and testing wastewater influent and effluent quality conditions, and monitoring and recording data and
operations on the water/wastewater SCADA system.

e Repairs and maintains water distribution mains, pumps, valves, curb stops, services, and hydrants. Installs and
maintains water service connections. Performs routine maintenance to other water system infrastructure and equipment.
Exercises system valves and flushes hydrants.

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer
collection system infrastructure and equipment. Flushes, televises, cleans, and repairs the sanitary sewer collection

system.

e Repairs and maintains Performsroutine-maintenance-to-pumps, motors, valves, flow meters, screens, and all other
equipment at the wastewater treatment facility.

»—Obtains and prepares samples of drinking water and wastewater treatment, and performs laboratory activities-analysis

including sample testing and calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile
solids, phosphorous, ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic
acid, and other analysis as directed. Prepares graphs, charts, and reports from sample data, and reports out findings.
Makes adjustments to drinking water and wastewater treatment operations and calculates amount of chemical additives
according to test results.ete-

e Prepares, or assists with the preparation of monthly water pumpage and wastewater treatment reports, and submits to
the Wisconsin Department of Natural Resources (DNR).






Advanced-Certified-Wastewater Operator

Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for

wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.

Operates and-maintains-the water/wastewater SCADA system to monitor system health, record data and equipment

readings, operate controls, evaluate system performance, and investigate trouble conditions.

Responds to customer inquiries and complaints and performs corrective measures. Communicates with customers as

required to resolve inquiries and complaints, and to provide notice of planned system outages.

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives safety and conservation presentations.

Completes and maintains work orders, time sheets, preflight checklists, tailgate meetings, inventory forms, and all other

division paperwork, and maintains records and prepares reports as directed. Conducts system inspections and records
findings.

Maintains GIS software applications and databases, including service connection details, flushing and exercising

maintenance records, televising records, equipment maintenance tasks, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Water and Wastewater

System Divisions. Maintains an ability whenever possible to respond to utility emergencies and assist those serving
on-call.

Complies with all Stoughton Utilities safety programs, and guidelines and requlations set by the Wisecensin—Public

Service Commission of Wisconsin (PSCW). Ensures full Water and Wastewater System Divisions compliance of the

same.

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety

violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises, including temporary and permanent services. Assists the meter technician

with the maintenance and repair of water meters. Reconnects water services and transfers water meters.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic

commercial electrical maintenance, basic plumbing, and similar tasks as assigned.

Provides emergency after-hours support to the Electric System Division, including basic system repair, traffic control

and direction, site preparation and cleanup, equipment transport and operation, groundsman duties, and other tasks as
directed. Provides local and regional emergency disaster response.






Advanced-Certified-Wastewater Operator

Performs routine vehicle maintenance.

+—Performs other Stoughton Utilities tasks as directed.Performs-custodial-tasks:
o Paints-surfaces:

o Removes lee and snow from walkways and drives.

o Performs carpentry tasks as needed.

et it loctri : irod

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, and feur-one or morete-six years water and/or wastewater operator experience.

Demonstrated mechanical and/or plumbing aptitude.

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 perform mid-level data analysis, including the ability to audit, deduce, assess, conclude and appraise.

Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of

some _individual judgementjudgment, with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, and sort information, as well as assemble, copy, record, and transcribe data and information.

Ability to utilize a variety of advisory data and information, such as work orders; utility maps and diagrams; construction

specifications; blueprints; lab records and reports; facilities operation and maintenance manuals; technical operating
manuals; city and utility policies and procedures; guidelines; non-routine correspondence; and safety rules and manuals.

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 requests.

+—Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

plumbers contractors requlatorv representatlves and the qeneral publchb#lIy—te—anaclyze—and—ea%egeH%e—daféa—and

Mathematical Ability
+—Ability to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and decimals;

interpret and develop basic descriptive statistical reports; and may require the ability to perform mathematical operations






Advanced-Certified-Wastewater Operator
with fractions-and-algebra. Abih

2l relationshins.
. i . basic deserinti ictical _

Judgment and Situational Reasoning Ability

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

e Ability to apply principles of influence systems such as leading and teaching.

+—Ability to exercise the judgment, decisiveness and creativity requwed in S|tuat|ons involving the evaluatlon of
mformatlon aqalnst sensory and |udqmental criteriaAbh

Physical Requirements

e Ability to operate equipment and machinery
and-rapid-adjustments;-such as impact tools, sewer I|ne Jet truck back hoe roIIer Ioaders dump truck fOI’k|Ift wood
chipper, meters, hand and power tools, snow plows and blowers, eementmixer-lab instruments, mechanic’s-hand-tools;
veltmeter—welder-anrd-excavation hand tools, and other equipment requiring monitoring multiple conditions and making
multiple, complex, and rapid adjustments. Ability to repair complex equipment and machinery.-

" : | : irer.

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

e Ability to install and repair meters and perform coordinated activity, potentially in tight spaces.

o Ability to exert regular and sustained heavy physical effort in moderate-veryte heavy work, typically involving some
combination of climbing, ane-balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing,
shoveling and digging, and pulling heavy objects and materials in excess ofever 100 pounds.

e Ability to recognize and identify degrees of similarities or differences between characteristics of colors,-ferms shape,
sounds, texture, and odors;-and textures-associated with job-related objects, materials, and ingredientstasks.

Environmental Adaptability

e Ability to work under mederately—unsafe-and-uncomfortable_and potentially unsafe -conditions where-that require
exposure to severe environmental factors such as temperature variations, eders-high winds, rain and snow, odors, toxic
agents, noise, vibrations, wetness, -machirerydusts, machinery, explosives, gas, vehicular traffic, high voltage electrical
currents, and disease. -andfordustThis exposure -may cause ercausing-discomfort and presents a high and-where-there

is-a-risk of injury reguiring-extendedrecoveryor death.






Advanced-Certified-Wastewater Operator

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 — Electric System Division
Title: Senior Journeyman Lineworkerman Pay Grade: FLSA: N
Date: MayMarch, 202218 Reports To: Utilities Electric System Supervisor

Purpose of Position

The purpose of positions in this classification is to efficiently and safely perform electrical distribution line construction,
maintenance, and repair tasks-forthe-City-ef Stoughton, in accordance with Stoughton Utilities construction specifications
and standards.

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.

Operates diggers, bucket trucks, and hand tools near and around electrical distribution lines. Operates live-line tools to
connect and disconnect distribution lines and components._Installs primary and secondary overhead and underground

electrical systems. Locates underground electric cable faults for repair. Performs all other industry-standard duties
expected of a journey-level lineworker.

Prepares and secures safe work sites, including truck and equipment setup, placement of —Ereets-warning signs and
cones, traffic control and direction, and more. Conducts tailboard meetings to review projects andsecures—areas:

Maintains-knewledge-of-and-implements safety-procedures.

Completes field staking using staking sheets provided by the Utilities Distribution System Coordinator.

Operates and-maintains-the electric SCADA system to monitor system health, record data and equipment readings,

operate controls, evaluate circuit performance and load, and investigate outage conditions.

O—ReSDOHdS to customer IHQUII’IES and complalnts and performs COI’fECtIVE measures. Communicates Wlth customers as

Performs work tasks at active job sites to plan, direct, and oversee system and equipment maintenance and repair tasks.

Works onsite to recommend operational changes and safety improvements, and to evaluate safety compliance.

Installs, repairs, and maintains municipal street lighting.

Monitors system tree trimming and removal needs, and ensures clearance program compliance. Works with division

employees to trim and remove trees and brush. Communicates with customers to provide notice of upcoming line
clearance projects, and resolves line clearance complaints and inquiries.

Assists in the oversight of the utility’s apprentice lineworker program, including providing education and mentorship,

and recommending advancement through the program.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts system demonstrations and tours, and gives electrical safety presentations.

Completes and maintains work orders, staking sheets, outage reports, time sheets, preflight checklists, tailgate meetings,

inventory forms, and all other division paperwork, and maintains records and prepares reports as directed. Conducts
system inspections and records findings.

Maintains GIS software applications and databases, including electric service connection details, circuit identifications,

overhead and underground system inspections, equipment maintenance tasks, and other records as directed.






Senior Journeyman Lineworkerman

e Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,
including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Electric System
Division. Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call.

«—Complies with all Stoughton Utilities safety programs, and guidelines and regulations set by the \Wiseensin-Public
Service Commission of Wisconsin (PSCW) and the National Electric Safew Code (NESC). Ensures fuII Electric
System Division compliance of the same.4s

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 Disconnects electrical service to customers upon receipt of disconnection workorders due to delinquency or safety
violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

e Installs electric meters, including current transformers (CTs) and voltage transformers (\VVTS) as necessary, at customer
premises, including temporary and permanent services. Assists the meter technician with the maintenance and repair
of electric meters, CTs, and VVTs. Reconnects and transfers electric meters.

e Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic
commercial electrical maintenance, basic plumbing, and similar tasks as assigned.

e Provides emergency after-hours support to the Wastewater and Water System Divisions, including basic system repair,
traffic control and direction, site preparation and cleanup, equipment transport and operation, and other tasks as directed.
Provides local and regional emergency disaster response.






Senior Journeyman Lineworkerman

e Performs routine vehicle maintenance.

»—Performs other Stoughton Utilities tasks as directed.Maintains-Stoughton-Municipal-Utitities facilities:
ists electric, . irod.

S dopis oppiec e

s Remevesieeand-shovw-rom-walleways-and-drives:

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent; and eempletion-ef-afour-yearelectricaHineman-apprenticeshipvocational/technical

training in electrical systems, with a minimum of 20 years electrical system maintenance experience, or any combination
of education and experience that provides equivalent knowledge, skills, and abilities.

e Documented completion of a four-year Electrical Lineworker apprenticeship is required, or verifiable regional
equivalent.

e Journeyman Lineworker Certification, or verifiable regional equivalent, forklift certification, and CPR/First Aid
certification is required.

e Commercial driver’s license with tanker and airbrake certification is required.Certification-r-CPR-firstaidHiti-gun;

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

e Ability to perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.
Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

e Ability to utilize a wide variety of advisory data and information, such as work orders; staking sheets; utility maps and
diagrams; construction specifications; technical operating manuals; city and utility policies and procedures; guidelines;
non-routine correspondence; Wisconsin Department of Transportation rules and requlations; and safety rules and
manuals.

e Ability to classify, compute, and tabulate data and mformatlon followmq a prescrlbed plan requmnq the exerC|se of
some individual judgermentjudgment, ara
of-the-data-with reference to established crlterla/standards Ab|||ty to compare count, d|fferent|ate measure, and/er
sort éatainformation, as well as ;-assemble, copy, record, and transcribe data and information.—Abiity-—te—¢lassiy,

somauiooncnbulniodoin

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

Ability to communicate effectively in writing and orally with customers, department and all levels of City personnel,

co-workers-taw-enforcementpersennel—electricians, contractors, tree-trimmers-and ether—city-employeesthe general
public.

Mathematical Ability

e Ability to perform addition, subtraction, multiplicationy, and éividedivision;; calculate percentages, fractions,fractions
and decimals; interpret and develop basic descriptive statistical reports; and may—+reguire—the ability to perform
mathematical operations with fractions-and-algebra.

Judgment and Situational Reasoning Ability





Senior Journeyman Lineworkerman

Ability to carry out directives without direct supervision. Ability to exercise independent judgementjudgment to apply

facts and principles for developing approaches and techniques to problem resolution.

Ability to apply principles of influence systems such as leading and teaching. Abiity-to-use-functional-reasening-and
apply-ratienaHudgermentudgment-in-perferming-giversit edrworlcastivities:

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

Physical Requirements

Ability to operate equipment and machinery re
adjustments;-such as Hilti-gun—tmpaetimpact tools, aerlal bucket truck dlgger /derrlck forkllft Wood chlpper chaln
saw, back hoe, roller, compressmn tools cable hcutters, nail gun, meters hand and power tools, snow plows and
blowers, o6 :

mechan han enterh res—hand-HresHn orticerso and othereqummentrequmnq
monltorlnq multlple condltlons and maklnq multlple complex and rapid adjustments. Ability to repair complex
equipment and machinery.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements invehved-inrepairsuch as high

voltage electrical work.

Ability to install and repair meters and perform coordinated activity around live electricity, potentially in tight spaces.

y —

Ability to exert reqular and sustained heavy physical effort in mederate-tevery heavy work, typically involving some
combination of climbing, and-balancing, stooping, kneeling, crouching-ané, crawling, and lifting, carrying, pushing,
shoveling and digging, -and pulling heavy objects and materials in excess oftg-te 100 pounds.

Ability to recognize and identify degrees of similarities or differences between harmonious-orcontrasting-combinations;
as-well-as-recognize-individual-characteristics of colors, fermsshape, sounds, eders-and-texture, and odors associated

with job-related objects, materials, and ingredientstasks.

Environmental Adaptability

Ability to work under unasafe-and-uncomfortable and potentially unsafe conditions that require where-exposure to severe
environmental factors such as temperature variations, high winds, rain and snow, odors, toxic agents, noise, vibrations,
wetness, dusts, machinery, explosives, diseasegas, vehicular traffic, and high voltage electrical currents. This exposure

may-vehiedlar-tratfic-and/ordust-can cause discomfort and presents where-there-tsa high risk of serieus-injury or death.

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: Stoughton Utilities
Title: Utilities Director Pay Grade: FLSA: Exempt
Date:  OctoberMarch, 20182022 Reports To:  Mayor

Purpose of Position

The purpose of this position is to direct and supervise and-girect-the electric distribution, water distribution, and wastewater
collection and treatment operations of Stoughton Utilities, including system design and development, system maintenance
and construction, utility coordination, financial management, billing and customer service, regulatory compliance, and
utility administration.

Essential Duties and Responsibilities

The following duties are normal for this classification. These are not to be construed as exclusive or all-inclusive. Other duties

may be required and assigned.

o Supervises—and-dDirects wastewater,—water—and—electricall Stoughton Utilities operations; prepares and monitors
budgets, plans, and goals; develops policies and procedures; implements operations study recommendations; maintains
utility service quality standards; coordinates various construction and development programs; ensures compliance with

Sa#e—DHﬂkmg—Water—Aet—GleaHANater—Aet—andremerall local, State, and Federal mandates.

ardingDirects Stoughton Utilities personnel,
processes, and technoloqv, mcludlnq englneerlng studles uﬂ-hﬂes—safety—p#egmms,—GAD—andéGADA echnology and
automation systems implementation, w 3 and other programs.
Provides information and assistance to, and coordinates act|V|t|es with, other eI+ws+ensC|tv of Stoughton departments,
consultants, auditors, regulatory agencies, customers, etedevelopers, and elected officials.

o+ Coordinates-Directs Stoughton Utilities annual budget and capital improvement prejects:—program, and implements
long-range plansstrategic vision.;-eversees-the-work-of consultants.

o Coerdinates-Directs all electric, water, and wastewater infrastructure maintenance and construction projects-with-the

: : o LIt : _

o Supervises-and-dDirects and supervises the activities of Stoughton Utilities staffpersonnel. In conjunction with the
Director of Human Resources & Risk Management-Birector, participates in staff hiring and promotions,; prevides

employee feedback and coaching:-, assists-with-disciplinary actions;-, prepares-personnel evaluations:-, and-prevides
assistaneeregarding-staff development, and terminations.

e Directs Stoughton Utilities public education and outreach programs. Serves as the utility public information officer and
represents Stoughton Utilities in press releases, media interviews, public statements and presentations, and community
events.

e Directs the Stoughton Utilities safety program coordination. Participates on the Safety Team. Responds to all safety
requirements, requests, and concerns of utility employees. Conducts safety investigations.

o Facilitatesstaff-meetings—Represent Stoughton Utilities in reporting to the Mayor, Common Council, Utilities
Committee, and the City of Stoughton Leadership Team. Participates in required Utilities Committee and Common
Council meetings.  Prepares monthly meeting agendas and notices, status reports, as-reguested—in-additienand other
scheduled and unscheduled presentations and reports.

e Represents Stoughton Utilities in participation and communications with industry partners including Serves—en-the
Wiseonsin—PublicPewerWPPI Energy Beard-of Directors-and serve-as—a—representative—te—the-Municipal Electric
Utilities of Wisconsin (MEUW), lobbying organizations, requlatory agencies, legal representation, and elected officials.






Utilities Director

Associationand-the-American-Public Power-Association-Serves as Director on the WPPI Energy Board of Directors.

Receives and resolves high-level publicand-regulateryageney-inquiries_and complaints, including those from elected
officials and the Public Service Commission of Wisconsin, and implements resulting corrective action and/or policy

revisions.

Complies with all Stoughton Utilities Safety Programs, and guidelines and requlations set by the Public Service
Commission of Wisconsin, Wisconsin Department of Natural Resources, and the National Electric Safety Code.

Responds to planned and unplanned customer engagement opportunities and significant event response, including but
not limited to large-scale outages, severe weather events, and drinking water or sanitary sewer emergencies.-






Utilities Director

Additional Tasks and Responsibilities

While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this position and

may also be performed by other unit members.

Greet and direct visitors. Answer, direct, and route telephone calls and messages.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, and conducts system demonstrations and tours.

Assists all other Stoughton Utilities divisions as required.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in GiviH-Eengineering or business administration, or related field, with preferredpreference for State

of Wisconsin licensure for Professional Engineer;-erBachelor’s-degree-inBusiness-orrelated-field. A track record
of successful management and supervisory experience required. A minimum of ten-15 years of utilities-utility

leadership experience-ineluding-managementand-supervisory-experience preferred.

Must have or obtain, within one year, Wisconsin Department of Natural Resources (DNR) Grade 1-GB Waterworks
Operator License-Certification with subclasses G and D, or such certification designated as Operator in Training.

Must have or obtain, within one year, Wisconsin DNR Wastewater Treatment Plant Operator License-Certification —
Basic, or such certification designated as Operator in Training.

Previous business-economic development experience preferred but not required.

Knowledge of computer software used in the utility environment, including experience with utility system automation,

asset management, and mapping platforms. Advanced user of Microsoft Office applications (Word, Excel, and

PowerPoint).
Possesses-a-vValid motor vehicle operator’s license is required.

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

Ability to perform complex data analysis, including the ability to audit, deduce, assess, conclude, appraise, analyze, and

interpret an extensive variety of technical information and governmental requlations. Requires discretion in determining
and referencing such to established criteria to define consequences and develop alternatives.

Ability to provide first line supervision. Ability to create consensus and collaboration, and train others. Ability to

advise and provide interpretation regarding the application of policies, procedures, and standards to specific situations.

Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of

significant individual judgment. Ability to compare, count, differentiate, measure, and sort information, as well as
assemble, copy, record, and transcribe data and information.

Ability to comprehend-and-interpretutilize a wide variety of deeuments-advisory data and information such asiretuding
civil engineering plans; engineering studies and reports; construction specifications; bid documents and tabulations;
utility statistical reports demand and consumptlon reports and wholesale b|II|nq statements financial reports and
statements; budgets; activity A AL

payment-dueHsts,-city and utllltv poI|C|es and procedures qU|deI|nes non-routine JAetters—anel—etleer—correspondence
Public Service Commission of Wisconsin rules, regulations, and tariffs; Wisconsin Department of Natural Resources

rules and requlatlons State of Wisconsin qual statutes; and safety rules and manuals —engmeerrng—studms—eapttal

Ability to explain, demonstrate, and clarify to others within established policies, procedures, and standards, as well as

the ability to respond to complex requests where established policies and procedures may not exist.






Utilities Director

»—Ability to record and deliver information, explain procedures, and-give and follow instructions-

Abiity-te, use and interpret civil, environmental, and electrical engineering and accounting terminology.

e Ability to communicate in writing and orally with customers, effectivelywith-Utilities-division-supervisersdepartment
and all levels of ether-City staffpersonnel, construction consultants and contractorseustormers-the-Mayer-alderpersens;

and—etherCity—officials, engineering and legal consultants, financial auditors, regulatory agencies, cengressional
delegateselected and appointed government officials, and the general pubhc—an&e%hem#e%al#an&n%mﬂng

Ability to prepare a—v

reports—letters, statements, notices, memos, narrative and statlstlcal reports, and other correspondence—etc— using
prescribed formats according to and-conformingto-allaccepted rules of punctuation, grammar, dictien—and style.

Supervisory Skills

Ability to assign, supervise, and-review, develop, assess, and implement recommendations to improve the work of

others.

Ability to make recommendations regarding the selection, training, discipline, advancement, and discharge of

employees.

Ability to prepare meaningful performance reviews and participate in the delivery of such reviews.

y —

Mathematical Ability

e Ability to perform addition, subtraction, muttihymultiplication, and eividedivisions—; calculate decimals—and
percentages, fractions, and decimals; interpret and develop detailed descriptive statistical reports; and the ability to

perform mathematical operations with -and-make-use—of-the-principles—of-basic-algebra, geometry, and descriptive

statistics.

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

Judgment and Situational Reasoning Ability

Ability to carry out directives with direct supervision. Ability to exercise independent judgment to apply facts and

principles for developing approaches and techniques to problem resolution.

Ability to use-functionalreasening-n-performingapply principles of influence funetions-systems such as supervising;
managing, supervising, leading, teaching, directing, planning, coordinating, disciplining, are-coaching, and controlling.

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 sensery-andlermeasurable or judgmental criteria;-, and involving the direction, control and planning

of an entire program or multiple programs.make-decisionsand-felow-through-on-the-consequences:

Physical Requirements

Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple, complex,

and rapid adjustments, such as amotor vehicles.

e Ability to operate a-variety-ef-office equipment and machinery requiring simple but continuous adjustments, irehuding

such as computer_terminal, calculator, photocopier, fax—rachine-telephone, ete.and other items used in performing
essential functions.

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

Ability to exert very moderate physical effort in sedentary to light work, typically involving some combination of
stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling.
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Environmental Adaptability
o Ability to work effectively in an office environment—atwork-sites; and in public meetings under safe and comfortable

conditions, as well as in the field under uncomfortable and potentially unsafe conditions that require exposure to
environmental factors such as temperature variations, high winds, rain and snow, odors, noise, vibrations, wetness,
machinery, and vehicular traffic. This exposure may cause discomfort and presents a risk of injury or death.
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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:  Wastewater System Supervisor Pay Grade: FLSA: N
Date:  JanuaryMarch, 202217 Reports To: Assistant Utilities Director

Purpose of Position

The purpose of this position is to provide superviseion to the Wastewater System Division, including personnel and daily
operations, projects and development, and strategic planning, under the direction of the Utilities Director, including
supervision of —direct—and-coerdinate-the Stoughton Utilities wastewater treatment facilities and the sanitary sewer
collection system-operations—and-activities. This position serves as the designated Operator in Charge of the Stoughton
Wastewater Treatment Facility and assumes all obligations and responsibility for requlatory compliance.

This position also efficiently and safely performs wastewater treatment system operations, maintenance, and repair tasks,
and participates in construction projects, in accordance with Stoughton Utilities construction specifications and standards.

Essential Duties and Responsibilities

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

e Supervises and directs the daily operations and maintenance of the wastewater treatment plant and collection system,
and; oversees and monitors the wastewater treatment process;-. ensures-Ensures compliance with regulatory agency
requirements and utility policies, including compliance with all requirements of the Wisconsin Pollutant Discharge
Elimination System (WPDES) permit issued to the Stoughton Wastewater Treatment Facility.and-otherreguirements:
Ensures environmentally-responsible wastewater treatment and discharge via obtaining and testing routine-wastewater

treatment samples throuqhout the treatment process and monltorlnq and recordlnq plant operatlons and tank volumes.;

e Supervises and-directs-the activities of w\Wastewater System Division personnel;. eConducts regular division staff
meetings, establishes and maintains productivity reports, prepares and assigns work orders, coordinates introductory

and continuing training programs, reviews and approves timesheets, establishes and maintains staff work and leave
schedules, and assists in the completion of performance evaluations. Plans short and long-term division work plans and

projects, and guides the division’s goals and vision.

Supervises, organizes, and leads routine safety meetings. Conducts routine safety compliance checks on active job
sites. Oversees division operations to ensure safety policy compliance. Report out findings to Stoughton Utilities
management and safety compliance teams.

Supervises the division tool and equipment inventory; and evaluates and approves or denies requests from division staff
for the procurement of new tools and equipment.

Supervises the installation of new sanitary sewer service connections. Coordinates activities associated with sanitary
sewer lateral connections with contractors, residents, and engineers.

Supervises and coordinates the distribution of field notifications for construction.

Supervises sludge storage and removal programs. Maintains appropriate sludge storage capacity, nutrient management
field records including ownership and contact information, requlatory soil sampling requirements, and all data necessary
for requlatory compliance.

Routinely performs operator work tasks at active job sites to plan, direct, and supervise system and equipment
maintenance and repair tasks. Works onsite to recommend operational changes and safety improvements, and to
evaluate staff knowledge, competence, and safety compliance.






Wastewater System Supervisor

e Repairs and maintains sanitary sewer collection mains and pumps. Performs routine maintenance to sanitary sewer

collection system infrastructure and equipment. Flushes, Ftelevises, cleans, and repairs the sanitary sewer collection
system.

e Prepares and secures safe work sites, including truck and equipment setup, placement of warning signs and cones, traffic
control and direction, and more. Conducts worksite tattbeard-meetings to review projects and safety.

o Operates the wastewaterfwater SCADA system. to monitor system health, record data and equipment readings, operate
controls, evaluate influent and effluent flow, monitor lift station pumpage and plant treatment, and investigate system

concerns.

e Obtains and prepares samples of drinking—water-and-wastewater treatmentinfluent and effluent quality conditions,
wastewater treatment processes, and drinking water, and performs laboratory analysis including sample testing and
calculations for biochemical oxygen demand (BOD), suspended solids, pH levels, volatile solids, phosphorous,
ammonia, fecal coliform, chlorine residual, fluoride content, industrial effluents, glucose glutamic acid, and other
analysis as directed. Prepares graphs, charts, and reports from sample data, and reports out findings. Makes-adjustments
toAdjusts drinking-water-and-wastewater treatment and drinking water distribution operations and calculates amounts
of chemical additives according to test results.

e Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for
wastewater treatment facilities. Cleans and maintains lab equipment. Prepares and sends EPA samples as directed.

e Prepares —annyal-reports in accordance with DNR, EPA, and other regulatory agency requirements, including;

compliance maintenance annual reports, land application of biosolids annual reports, monthly discharge report, annual
mercury reports, and annual air emissions reports.—aleng-with-other \Wisconsin DNR reports-and EPA reports:

e Develops and maintains -emergency response and maintenance programs for the sanitary sewer collection system as

part of the Stoughton Utilities Capacity, Management, Operation and Maintenance (CMOM) program. Performs self-

assessments on CMOM compliance.

e Monitors industry loadings and compliance with routine sampling requirements.
Maintains listing of industrial facility contacts, and forms and maintains relationships with facility operations and

maintenance managers. Reviews laboratory results of industrial sampling and ensures facility compliance with
discharge requirements. Provides laboratory results to the Billing & Metering Supervisor and assists in the billing of
industrial surcharges

e Collaborates with the Asset & Facilities Coordinator to mMaintains material inventory and procurement. Provides
input and prepares recommendations for material quality standards and specifications. Assists in the evaluation of

proposals and matenal acqwsmon Cooperates in the vear end mventorv process-bv—suaenﬂﬂnq—dwmen—staﬂ—tmeuqh

e Assists in the preparation of the Utilities 20-year Capital Improvement Program, including conducting reviews of system
reliability and making recommendations for system improvements. Assists with the preparation and ongoing
monitorings of the Utilities annual budget.

e Makes recommendations for wastewater division vehicle replacements, additions, and retirements. Provides input on
vehicle standards and specifications. Supervises routine maintenance schedules and requirements, monitors vehicle
safety and requlatory compliance requirements, and schedules vehicle maintenance work.

e Collaborates with the Distribution System Coordinator to make recommendations for new development design and
system expansion.

o Receives—and-responds to customer inquiries and complaints;—makes—reeemmendations and performs corrective

actionmeasures, or schedules and assigns workorders to resolve customer inguri intsissues.
Communicates with customers as required to resolve inquiries and complaints, and to provide notice of planned

construction.

e Coordinates and schedules the work of subcontractors working at the wastewater treatment facility and on the






Wastewater System Supervisor

wastewater collection system. Reviews the guality of work completed by subcontractors to ensure compliance with
utility construction specifications and contract requirements and expectations. Communicates with subcontractors to
discuss complaints and issues.

Attends and assists with utility-sponsored public events, prepares public educational materials and participates in

outreach efforts, conducts treatment facility and collection system demonstrations and tours—and-gives-water-safety
presentations.

Maintains GIS software applications and databases, including wastewater collection system details, service connections,

manhole inspections, main flushing and televising, and other records as directed.

Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned plant and collection system maintenance work, as well as planned seasonal schedule
changes and tasks.

Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Water and \Wastewater

System Division. Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-
call.

Complies with all Stoughton Utilities safety programs, and quidelines and requlations set by the Wisconsin Department

of Natural Resources (DNR). Ensures full Wastewater System Division compliance of the same.

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.

Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, basic

plumbing maintenance, and similar tasks as assigned.

Provides emergency after-hours support to the Electric and Water System Divisions, including basic system repair,

traffic control and direction, site preparation and cleanup, equipment transport and operations, electric line groundsman
duties, and other tasks as directed.

Performs routine vehicle maintenance.

Performs other Stoughton Utilities tasks as directed.
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Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, technical training in wastewater treatment, and tern-seven or more years wastewater
operator experience, or any combination of education and experience that provides equivalent knowledge, skills, and
abilities.

Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator - Advanced certification for
the Stoughton Wastewater Treatment facilities.

Wisconsin DNR Grade 1 Waterworks Operator Certification with subclasses G and D for the Stoughton Waterworks.

Successful completion of Wisconsin DNR Advanced Laboratory exam.
Ability to maintain the required continuing education credits for the DNR Operator — Advanced certification.

Vocational or industry training in supervision and/or leadership, with demonstrated experience in leading others in a

professional environment.

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 perform mid-level data analysis, including the ability to audit, deduce, assess, conclude, and appraise.

Requires discretion in determining and referencing such to established criteria to define consequences and develop
alternatives.

Ability to provide first line supervision. Ability to create consensus and collaboration, and train others. Ability to

advise and provide interpretation regarding the application of policies, procedures, and standards to specific situations.

Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of

significant individual judgementjudgment. Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

Ability to comprehend and-interpretutilize a variety of decumentsadvisory data and information, such as work orders;
utility maps and diagrams; construction specifications; i i blueprints;; lab records and

reports;; eperations—reports—plant operation and maintenance manuals;; engineering reports;; technical operating
manuals; city and utility policies and procedures; guidelines; non-routine correspondence; Wisconsin Department of






Wastewater System Supervisor

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 complex requests.

e Ability to communicate in writing and orally with customers, department and all levels of City personnel, plumbers,
developers, engineers, contractors, requlatory agencies, and the general public.

e Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.

Supervisory Skills
e Ability to assign, supervise, and-review, develop, assess, and implement recommendations to improve the work of
others.

e Ability to make recommendations regarding the selection, training, discipline, advancement, and discharge of

employees.
e Ability to assist in the preparation of meaningful performance reviews, and participate in the delivery of such reviews.

Mathematical Ability

o ReguirestheaAbility to perform addition, subtraction, multiplication, and division; calculate percentages, fractions, and
decimals; interpret and develop basic descriptive statistical reports; and may require the ability to perform mathematical
operations with fractiens-and-algebra.

Judgment and Situational Reasoning Ability

e Ability to carry out directives without direct supervision. Ability to exercise independent judgment to apply facts and
Qrincigles for develoging aggroaches and technigues to problem resolution.

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

*—

o Reguires—the—aAbility to exercise the judgment, decisiveness, and creativity required in situations involving the
evaluation of information against measurable criteria, and involving the direction, control, and planning of an entire
program or multiple programs.

Physical Requirements

——ADbility to operate and-maintain-wastewater-treatment-facilities-equipment and machinery such as forklift, including
endloader;—backhoe, roller, compression tools, meters, sewer—eleaning-machine—dump truck, end loaders, sewer jet






Wastewater System Supervisor

machine, air hammers, compactors, concrete saws, hand and power tools, generators, portable pumps, chemical pumps,
freezing and thawing machines, locators, snow plows and blowers, sanitary sewer televising equipment,-ete-

e and other equipment requiring monitoring multiple condltlons and makmq multlple complex and rapid adjustments.
Ability to repair complex equipment and machinery.

—

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements involved in the operation and repair
of wastewater treatment facility and sewer collection system equipment.

o Ability to exert reqular and sustained heavy physical effort in very heavy work, typically involving some combination
of climbing, balancing, stooping, kneeling, crouching, or crawling, as well as pushput-lifting, ard-carrying, pushing,
shoveling and digging, and pulling heavy objects and materials in excessweighing-up-te of 100 pounds.

Abiity—to—chmb—and—balance—carrying—heavy—objeects:Ability to recognize and identify degrees of similarities or

differences between characteristics of color, shape, sound, texture, and odor associated with job-related objects,
materials, and tasks.

e Ability to meet all physical requirements of the Stoughton Utilities Advanced Certified Operator position description.

Environmental Adaptability
»—Ability to work effectively in an office environment, as well as in the field under uncomfortable and potentially unsafe

conditions that require -

»—Abilityto-werk-effectivelhywith-frequent-exposure to severe environmental factors, such as temperature variations, high

winds, rain and snow, streng-odors, toxic gas—and—ether-agents, machinery—noise, vibrations,anrd wetness, dusts
machinery, explosives, gas, vehicular traffic, and high voltage electrical currents. This exposure may cause discomfort

and presents a risk of injury or death.
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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 — Water System Division
Title:  Water System Supervisor Pay Grade: FLSA: N
Date: MayMarch, 202218 Reports To: Assistant Utilities Director

Purpose of Position

The purpose of this position is to provide superviseion to the Water System Division, including personnel and daily
operations, projects and development, and strategic planning, under the direction of the Utilities Director.

This position also efficiently and safely performs water distribution system operation, maintenance, and repair tasks, and

partrcrpates in constructron projects, in accordance with Stouqhton Utrlrtres constructron specrfrcatrons and standards -ahd

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 Supervises_and directs the operation and maintenance of the water utility pumping, storage, and distribution system.
Ensures compliance with regulatory agency requirements and utility policies. pProvides recommendations and assists
with the coordination and implementation of water pumping and distribution system improvements.

e Supervises Ceordinates-the activities of Water System Division personnel. Conducts regular division staff meetings
eEstablishes and maintains productivity reports, prepares and assigns work orders, sehedulestasks-asrequired;conduets

performance-evaluations;-coordinates introductory and continuing training programs, reviews and approves timesheets,
and-recommends-the approval of time sheets—establishes and malntalns staff Work and leave schedules, and assists in

the completion of performance evaluations.-a Oro nploy . Plans short and long-
term division work plans and projects, and guides the division’s goals and vision.

e Supervises, organizes, and leads routine safety meetings. Conducts routine safety compliance checks on active job
sites. Oversees division operations to ensure safety policy compliance. Report out findings to Stoughton Utilities
management and safety compliance teams.

e Supervises the division tool and equipment inventory; and evaluates and approves or denies requests from division staff
for the procurement of new tools and equipment.

e Supervises and directs the installation and maintenance of water service connections-and-metering. Coordinates all on-
site activities associated with water distribution replacements and service lateral upgrades with contractors, residents,
and engineers._Coordinates metering installations and removals with Technical Operations Division staff.

e Supervises and performs the extraction of water samples on scheduled basis and submits samples for testing. Ensures
all water sampling mandates are followed, including appropriate chain of custody. Monitors correct chlorine and
fluoride residuals. Coordinates and monitors annual lead and copper sampling programs, including maintaining

accurate inventory of potential sampling sites.






Water System Supervisor

Supervises recurring systemwide maintenance programs, including hydrant flushing and valve exercising, and ensures

requlatory compliance. Supervises recurring infrastructure maintenance and inspection programs, including tank and
reservoir inspections and painting, station meter testing, etc. and ensures regulatory compliance.

Routinely performs operator work tasks at active job sites to plan, direct, and supervise system and equipment

maintenance and repair tasks. Works onsite to recommend operational changes and safety improvements, and to
evaluate staff knowledge, competence, and safety compliance.

Repairs and maintains water mains, pumps, valves, curb stops, services, and hydrants. Installs and maintains water

service connections. Inspects, exercises, and performs routine maintenance of other water system infrastructure and
equipment. Performs all other industry-standard duties expected of a state certified water operator.

Prepares and secures safe work sites, including truck and equipment setup, placement of warning signs and cones, traffic

control and direction, and more. Conducts worksite meetings to review projects and safety.

Operates the water SCADA system to monitor system health, record data and equipment readings, operate controls,

evaluate well pumpage and tower storage, monitor chemical addition, and investigate system concerns.

Maintains, calibrates, and repairs testing equipment. Maintains knowledge regarding testing requirements for water

distribution systems. Cleans and maintains lab equipment. Prepares and sends DNR samples as directed.

Maintains an inventory of privately-owned wells within the municipal boundaries. Works with private well owners to

ensure wells are properly permitted, compliance with requlatory testing and cross connection requirements, and proper
abandonment when necessary.

Prepares reports in accordance with DNR, EPA, and other requlatory agency requirements.

Collaborates with the Asset & Facilities Coordinator to maintain material inventory and procurement. Provides input

and prepares recommendations for material quality standards and specifications. Assists in the evaluation of proposals
and material acquisition. Cooperates in the year-end inventory process.

Assists with the preparation of the water—utilityUtilities annual-budgetand-20-year capital-Capital improvement

Improvement Programptan, including conducting reviews of system reliability and making recommendations for system
|mprovements ASS|sts Wlth the preparatlon and ongoing monltormq of the Utilities annual budget.Meniters-annual

Makes recommendations for water division vehicle replacements, additions, and retirements. Provides input on vehicle

standards and specifications. Supervises routine maintenance schedules and requirements, monitors vehicle safety and

requlatory compliance requirements, and schedules vehicle maintenance work.

Collaborates with the Distribution System Coordinator to make recommendations for new development design and

system expansion.

Receives—and—coordinates—the—responseResponds to customer inquiries and complaints_and performs corrective
measures, or schedules and assigns workorders to resolve;-makesrecommendations-and-performs-corrective-actionn

response-to customer issues. Communicates with customers as required to resolve inquiries and complaints, and to
provide notice of planned service interruptions.






Water System Supervisor

e Coordinates and schedules the work of subcontractors working on the water distribution system. Reviews the quality
of work completed by subcontractors to ensure compliance with utility construction specifications and contract
requirements and expectations. Communicates with subcontractors to discuss complaints and issues.

e Attends and assists with utility-sponsored public events, prepares public educational materials and participates in
outreach efforts, conducts system demonstrations and tours, and gives water safety presentations.

e Maintains GIS software applications and databases, including water distribution system details, valve and hydrant
inspection and exercising, and other records as directed.

e Maintains an ability to work a flexible schedule to accommodate planned activities outside of the typical work schedule,

including but not limited to planned customer outages or system maintenance work, as well as planned seasonal schedule
changes and tasks.

e Maintains an ability to serve on standby on-call duty, scheduled on a rotational basis within the Electric System
Division. Maintains an ability whenever possible to respond to utility emergencies and assist those serving on-call.

e Complies with all Stoughton Utilities safety programs, and guidelines and requlations set by the Wiseensir-Public
Service Commission of Wisconsin (PSCW) and Department of Natural Resources (DNR). Ensures full Water Svstem
Division compliance of the same.tha ; : A

Stoughton-Utitities-Safety Programs:






Water System Supervisor

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.

Disconnects water service to customers upon receipt of disconnection workorders due to delinquency or safety

violations, and at customers’ request. Conducts periodic reviews of disconnected properties for connection evaluation.

Installs water meters at customer premises. Assists the meter technician with the maintenance and repair of water

meters. Reconnects water services and transfers water meters.

Maintains Steughten-UtiHtiesgrounds and facilities, + i i 2
general-maintenance-taskssuch as painting surfaces, ice and snow removal custodlal tasks baS|c carpentrv, ba5|c

plumbing maintenance, and similar tasks as assigned.

Performs—Provides emergency after-hours support to the EetherStoughton—Utilities—tasks—for—electric,—water; and
wastewater-Wastewater System Divisions, including basic system repair, traffic control and direction, site preparation
and cleanup, equipment transport and operations, electric line groundsman duties, and other taskseperations as directed.

Performs routine vehicle maintenance.

Assists-with-aH-utiity-operations-as-reguired-Performs other Stoughton Utilities tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma-ereguivalent, associate’s degree in water quality management or hydrology with training in water
distribution systems or related, with a minimum of five ermere-years certified water operator experience, or any
combination of education and experience that provides equivalent knowledge, skills, and abilities.—Asseciates-degree

inwater treatment-orwater-system-management preferred:

Wisconsin Department of Natural Resources (WDNR) Grade 1 Waterworks Operator Certification-for-the-Stoughton
Waterworks—, with subclasses G and D is required, or the ability to obtain such certification.

Ability to maintain the required continuing education credits for the WDNR Grade 1 Waterworks certifications.

Vocational or industry training in supervision and/or leadership, with demonstrated experience in leading others in a

professional environment.

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






Water System Supervisor

ve#lea”y—aed—m—wnﬂnguAbllltv to perform mld level data analv5|s |nclud|nq the abllltv to audlt deduce assess,

conclude, and appraise. Requires discretion in determining and referencing such to established criteria to define
consequences and develop alternatives.

+—Ability to provide first line supervision.

e Ability to create consensus and collaborationperstade—convinee, and train others. Ability to advise and provide
interpretation regarding the application of policies, procedures, and standards to specific situations.

e Ability to classify, compute, and tabulate data and information, following a prescribed plan requiring the exercise of
significant individual judgementjudgment. Ability to compare, count, differentiate, measure, and sort information, as
well as assemble, copy, record, and transcribe data and information.

o Ability to comprehend-and-interpretutilize a variety of decumentsadvisory data and information, such as work orders;
utility maps and diagrams; construction specifications; -including-maintenance—records—blueprints;; lab records and
reports;; eperations—+eports—facilities operation and maintenance manuals;; engineering reports;; technical operating
manuals; city and utility policies and procedures; guidelines; non-routine correspondence; Public Service Commission
of Wisconsin rules, regulations, and tariffs; Wisconsin Department of Natural Resources rules and regulations; State of
Wisconsin legal statutes; and safety rules and manuals.training-manuals—State statutes-and-other regulations—permit
reguirementsete:

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 complex requests.

e Ability to communicate in writing and orally with customers, department and all levels of City personnel, plumbers,
developers, engineers, contractors, requlatory agencies, and the general public.

o Ability to prepare letters, statements, notices, memos, narrative and statistical reports, and other correspondence using
prescribed formats according to accepted rules of punctuation, grammar, and style.

Supervisory Skills

e Ability to assign, supervise, and-review, develop, assess, and implement recommendations to improve the work of
others.

e Ability to make recommendations regarding the selection, training, discipline, advancement, and discharge of
employees.

e Ability to assist in the preparation of meaningful performance reviews, and participate in the delivery of such review.

Mathematical Ability
e Ability to perform addition, subtraction, multiplicationy, and dividesion;; calculate percentages, fractions, and decimals

and-pereents;; interpret and develop make-use-of-the-prineciples-of-basic algebra,—geemetry—and-descriptive statisticsal
reports; and may require the ability to perform mathematical operations with fractions-and-algebra.

JudgementJudgment and Situational Reasoning Ability

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

e Ability to apply principles of influence systems, such as supervising, franaging-—leading, teaching, directing-planning,
coordinating, disciplining, and controlling.






Water System Supervisor

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

o Reguires—the—aAbility to exercise the judgment, decisiveness, and creativity required in situations involving the
evaluation of information against measurable criteria, and involving the direction, control, and planning of an entire
program or multiple programs.

Physical Requirements

»—Ability to operate equipment and machinery
and-rapid-adjustments-such as forklift, backhoe, roIIer compressmn tools meters dump truck end Ioaders sewerjet
machine, meter-testbench-air hammers, blacktop-rellersi-compactors, concrete saws, hand and power tools, generators,
portable pumps, chemical pumps, mowers-freezing/ and thawing machines, volimeter-locators, jacks—shovels—picks;
axessnow plows and blowers, ete-and other equipment requiring monitoring multiple conditions and making multiple,
complex, and rapid adjustments.

e Ability to repair complex equipment and machinery.

e Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements involved in the operation and repair
of water distribution equipment.

o Ability to exert regular and sustained heavy physical effort in moderate-tovery heavy work, typically involving some
combination of climbing, balancing, stooping, kneeling, crouching, or crawling, as well as lifting, and-carrying, pushing
shoveling and digging, and pulling heavy objects and materials in excess of ever-100 pounds.

e Ability to recognize and identify degrees of similarities and-or differences between characteristics of color, shape
sound, taste-texture, and odor associated with job-related objects, materials, and ingredientstasks.

e Ability to meet all physical requirements of the Stoughton Utilities Advanced Certified Operator position description.

Environmental Adaptability

e Ability to work effectively in an office environment, as well as at-utiity-construction-sitesin the field under moederately
unsafe—and-uncomfortable and potentially unsafe conditions where-that require exposure to severe environmental

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






Water System Supervisor

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





