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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

Monday, February 6, 2017 @ 6:00 pm

Mayor’s Office (381 E Main St, Stoughton WI 53589)

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

Call to Order

Approval of the January 5, 2017 Personnel Committee meeting minutes
Communications

Review and action regarding On Call and Call Back at Public Works

Review and possible action regarding Police Department Sergeant and Lieutenant
Compensation

Review and possible action regarding Police Department Sergeants back pay request

Review and action regarding proposed update of Utilities Finance Manager position
description

Review and action regarding proposed updated position descriptions for Utilities Wastewater
Operator, Utilities Basic Certified Wastewater Operator, Utilities Advanced Certified
Wastewater Operator, Utilities Advanced Certified Wastewater Operator/Laboratory
Technician, and Wastewater Systems Supervisor

Review and possible action regarding Hiring Policy - Department Head
Review and possible action regarding Hiring Policy — Other

Discussion regarding retirement of full time vs part time employees with respect to accrued
sick leave

Future Agenda Items
e Additional Position Descriptions from Springsted

Adjournment

If you are disabled and in need of assistance, please call 873-6677 prior to this meeting.

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

Note: For security reasons, the front door of the City Hall Building will be locked after 4:30 p.m. If you need to enter City
Hall after that time, please use the Fifth Street entrances.
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PERSONNEL COMMITTEE MEETING MINUTES
Thursday, January 5, 2017 @ 6:05pm
Mayor’s Office

Present: Alders: Pat O’Connor, Paul Lawrence, Sid Boersma, Donna Olson (ex-officio), Director
Gillingham. Majewski excused.

Others in attendance:

CALL TO ORDER: O’Connor called the meeting to order at 6:05pm.

Approval of the Minutes of the December 15, 2016 Personnel Committee meeting minutes.
Motion by Lawrence, second by Boersma, Approved 3-0

Communications

Director Gillingham gave a Human Resources update: Jamin Friedl was hired for Utilities
Department Finance Manager and will start on January 23™. All three openings at the Senior
Center have been filled. There will be one more opening when Jean Truss gives her formal
resignation which is expected in January/February. Desi Weum was hired to replace Kelli Krcma
in the Planning Department. We are recruiting for two positions and at this time have received 2
applications for the IT/Media Services Information Technology Director position and 4
applications for the Public Works Mechanic position. Tonight we will be discussing the recent
resignation of Laurie Sullivan as Finance Director. 1095C’s are due at the end of January.
Benefits enrollment is done and the final spreadsheet is being sent to Finance for entry into
BS&A. The Library board will meet to decide on whether to move 2 of the Library employees to
minimum at a cost of $700 and $200 to move the subs. Meeting held with Utilities employees
who stated they do not understand if they are doing the same jobs what is the reason for
different pay rate. The IT position is a cross of three positions, the PAQ is good but the
description is not current. We will send it to Springsted.

Review and action regarding Finance Director position description
Mayor Olson stated that Director Sullivan is leaving and that her final day is 1/20/17. O’Connor
read from an email received by him from Tim Swadley stating that he believes quite a few of the

City Council members believe that the position should be split into two, Finance and Economic
Development. Director Gillingham stated that Economic Development is just a part of her
position and that there is no split of wage for two positions. She further stated that the Finance
Director position was found to be in range which is $81,000-5122,000. For that skill set we will
need to hire at the $100,000 range. She then stated that Mayor Olson wanted the position
posted immediately but that we will not likely have hired someone before Director Sullivan
leaves the position. Director Gillingham stated that BS&A was contacted and they would be
helping to get payroll done along with the Deputy Clerk, Kelli Krcma. Mayor Olson stated that
Debbie Blaney would be absent starting the next day (January 6, 2017) and that with Laurie
leaving, Debbie absent for up to six weeks, Lisa Aide, the Deputy Treasurer had made a list of
things she needs to learn. Director Gillingham stated that they were in discussions with Carla
from Baker Tilly to possibly have someone from Baker Tilly assist with projects as well as day to
day duties. She also stated that BS&A will remote in to work with Kelli with payroll and City
Clerk, Lana Kropf, is good with AP and should be able to handle that. With Debbie gone
however, Lisa will be doing both positions. O’Connor asked if Baker Tilly would be full time (40
hours per week)? Mayor Olson stated that it was still being worked out and would be an interim
solution. Lawrence asked who would fill Director Sullivan’s functions. Mayor Olson stated that
Lisa and Lana can sign checks. She further stated that Director Sullivan is making a list of her





duties and a calendar of dates they are done. Mayor Olson stated that she believes the position
should be posted as is and be changed if changes were indeed needed. Director Gillingham
concurred. Lawrence asked if according to the survey done when the re-org took place if the
Clerk should be reporting to the Finance Director. Director Gillingham stated that she had
looked at the study and could not find the reasoning. She further stated that it could be changed
at any time as there is nothing (including wages) that is tied to who the Clerk reports to. Director
Gillingham stated that during the interview process for Finance Director the candidate would be
informed that some of those duties may be changed or removed. Lawrence asked Director
Gillingham to talk about the hiring policy. Director Gillingham read the portions that applied.
Lawrence asked if there shouldn’t be a contract for Director positions. To which several people
objected stating it would like be impossible to hire if there was a contract attached to the
position. Director Gillingham stated that the Work Rules should be looked at to possible add
“length of time” before leaving. O’Connor stated that this subject should be discussed in the
future. Boersma stated that Director Sullivan was a benefit to the City for a number of years,
that we could have used more notice of her leaving, but that we were lucky to have her.
Lawrence asked if there would be an exit interview and will he be privy to the notes form that
meeting. He stated he would like to know if there are things we could have or can do in the
future to prevent good employees from leaving. O’Connor stated that he believes exit
interviews to be useless. The person leaving will either usually dump on someone or suggest
changes that can’t be made. Director Gillingham stated that exit interviews can sometimes be
beneficial. Mayor Olson stated that anyone hired for the Finance Director position will have to
be involved in Economic Development because it cannot be stripped out of the job. Lawrence
asked Director Gillingham what she thought about the position description. She replied that she
believes it to be an accurate description and would like to move forward.

Motion to post with current position description as is by Lawrence, second by Boersma, Approved 3-0

Future Agenda Items
O’Conner stated that the following should be added to future agenda items: Springsted phase lll; pay for
performance; contracted employees vs Work Rule changes

ADJOURNMENT

Motion to adjourn by Lawrence, second by O’Connor, All in Favor (3-0). Meeting adjourned at 6:50pm.






Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Basic Certified Wastewater Operator Pay Grade: FLSA: N
Juhe2015January 2017 Reports To: Wastewater System Supervisor

Purpose of Position

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

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

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

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

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

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

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

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

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities safety programs.

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

Performs custodial tasks.

Paints surfaces.

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

Assists with water and electric operations as required.





Basic Certified Wastewater Operator

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

or related experience.

e Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator — Basic (general
and a minimum of one subclass) or Collection System Certification.

e Ability to maintain the required continuing education credits for the Wisconsin DNR Wastewater Treatment
Plant Operator — Basic or Collection System certification.

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

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

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

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

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

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

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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





Basic Certified Wastewater Operator

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

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

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






Basic Certified Wastewater Operator

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date






Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Basic Certified Wastewater Operator Pay Grade: FLSA: N
January 2017 Reports To: Wastewater System Supervisor

Purpose of Position

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

Essential Duties and Responsibilities
The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.
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Performs operational tasks at the wastewater treatment facilities. Operates all equipment necessary for
complete and effective wastewater treatment and system operations.

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

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

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

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

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities safety programs.

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

Performs custodial tasks.

Paints surfaces.

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

Assists with water and electric operations as required.





Basic Certified Wastewater Operator

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

e Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator — Basic (general
and a minimum of one subclass) or Collection System Certification.

e Ability to maintain the required continuing education credits for the Wisconsin DNR Wastewater Treatment
Plant Operator — Basic or Collection System certification.

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

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

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

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

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

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

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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





Basic Certified Wastewater Operator

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

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

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

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date






Name:
Title:
| Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Advanced Certified Wastewater Operator ~ Pay Grade: FLSA: N
June—2015January, 2017 Reports To: Wastewater System Supervisor

Purpose of Position

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

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

*

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

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

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

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

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

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

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities Safety Programs.

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

Performs custodial tasks.

Paints surfaces.

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

Assist with water and electric operations as required.





Advanced Certified Wastewater Operator

Minimum Training and Experience Required to Perform Essential Job Functions
e High School diploma or equivalent, with—\A4 '

meaent P Nt Ope a AQ nced-ce

to six years wastewater operator experience

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

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

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

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

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

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

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

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

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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





Advanced Certified Wastewater Operator

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

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

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

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date






Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Advanced Certified Wastewater Operator ~ Pay Grade: FLSA: N
January, 2017 Reports To: Wastewater System Supervisor

Purpose of Position

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

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

*

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

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

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

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

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

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

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities Safety Programs.

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

Performs custodial tasks.

Paints surfaces.

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

Assist with water and electric operations as required.





Advanced Certified Wastewater Operator

Minimum Training and Experience Required to Perform Essential Job Functions
e High School diploma or equivalent, and four to six years wastewater operator experience.

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

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

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

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

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

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

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

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

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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

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

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





Advanced Certified Wastewater Operator

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

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

Environmental Adaptability

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

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date






Name:
Title:

Date:

City of Stoughton
Position Description
Department:  Utilities — Wastewater System Division

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

January 2017 Reports To: Wastewater System Supervisor

Purpose of Position

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

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

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

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

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

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

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

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

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

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

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

Serves on call status for the wastewater/water operations.

Complies with all Stoughton Utilities Safety Programs.





Advanced Certified Wastewater Operator
/ Laboratory Technician

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

Performs custodial tasks.

Paints surfaces.

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

Assists with water and electric operations as needed

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, and four to six years wastewater operator experience.

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

Successful completion of Wisconsin DNR Advanced Laboratory exam.

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

Ability to pass triennial Wisconsin DNR laboratory audit and annual proficiency testing.

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

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

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

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

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

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

Mathematical Ability

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

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

Ability to interpret and create basic descriptive statistical reports.





Advanced Certified Wastewater Operator
/ Laboratory Technician

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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

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

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

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

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date






Name:
Title:

Date:

City of Stoughton
Position Description
Department:  Utilities — Wastewater System Division

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

June—2045January 2017 Reports To: Wastewater System Supervisor

Purpose of Position

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

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

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

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

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

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

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

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

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

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

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

Serves on call status for the wastewater/water operations.

Complies with all Stoughton Utilities Safety Programs.





Advanced Certified Wastewater Operator
/ Laboratory Technician

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

Performs custodial tasks.

Paints surfaces.

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

Assists with water and electric operations as needed

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, and four to six years wastewater operator experience.

—with-Wisconsin Department of Natural Resources (DNR) Wastewater Treatment Plant Operator - Advanced
certlflcatlon for the Stoughton Wastewater Treatment faC|I|t|es—and—feHHe—54Hean—wastewa{er—epem{er

ompletlon of Wlsconsm DNR Advanced Laboratorv exam.

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

including laboratory education credits.

Ability to pass triennial Wisconsin DNR laboratory audit and annual proficiency testing.

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

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

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

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

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

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

Mathematical Ability

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

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





Advanced Certified Wastewater Operator
/ Laboratory Technician

e Ability to interpret and create basic descriptive statistical reports.

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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

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

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

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

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date






City of Stoughton
Position Description

Name: Department: Utilities — Wastewater System Division
Title: Wastewater System Supervisor Pay Grade: FLSA: N
Date:  Oeteber20%4January 2017 Reports To:  Utilities Director

Purpose of Position

The purpose of this position is to supervise, direct, and coordinate the Stoughton Utilities wastewater treatment facilities
and sanitary sewer collection system operations and activities.

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 of the wastewater treatment plant and collection system; oversees and
monitors the wastewater treatment process; ensures compliance with WPDES permit and other requirements.

e Assists in the preparation and monitors annual budget.
o Directs the operation of laboratory operations.
e Supervises and directs the activities of wastewater personnel; conducts performance evaluations.

o Directs the operation and maintenance of the wastewater treatment facility liquid and solids handling facilities and
sewage collection system; conducts emergency repairs as required.

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

¢ Maintains contacts with vendors; prepares proposal requests; receives and evaluates proposals; prepares purchase orders
and acquires materials as required.

e Maintains material inventory; receives packing slips; places new material into stock; enters data into computerized
inventory program.

e Assigns work orders, maintains records, and prepares reports as required.
e Monitors industry loadings and bills industrial surcharges.

e Prepares annual reports, compliance maintenance annual reports, land application of biosolids annual reports, monthly
discharge report, annual mercury reports, annual air emissions report, along with other Wisconsin DNR reports and
EPA reports.

e Program administrator for all Stoughton Utilities Safety Programs.

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

e Develops emergency response programs for sanitary sewer system CMOM.

e Recommends and implements new methods in the collection system and the wastewater treatment facilities.
o Televises, cleans and repairs sanitary sewer collection system.

o Operates wastewater/water SCADA system.

e Assists with water and electric operations as required.





Wastewater System Supervisor

Minimum Training and Experience Required to Perform Essential Job Functions
e High School graduate-diploma or equivalent, with-technical training in wastewater treatment, and ten or more years

wastewater treatment-operator experience, or any combination of education and experience that provides equivalent
knowledge, skills, and abilities.

o andreguiredWDNR-Wisconsin Department of Natural Resources (DNR) Wwastewater Ttreatment Plant faciities
Oeperator - Aadvanced certification for the Stoughton Wastewater Treatment Ffacilities.

e —Successful completion of Wisconsin DNR Advanced Laboratory exam.

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

o Commercial dBriver’s Ikicense with tanker and air brake certification required.

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

» Ability to comprehend and interpret a variety of documents including maintenance records, blueprints, lab records and
reports, operations reports, plant operation and maintenance manuals, engineering reports, training manuals, State
statutes and other regulations, permit requirements, etc.

+ Ability to prepare a variety of documents including operation and lab reports, activity reports, letters and other
correspondence, etc. using prescribed format and conforming to all rules of punctuation, grammar, diction, and style.

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

« Ability to use and interpret civil and hydraulic engineering, mechanics, electrical, and basic chemistry and biology
terminology.

» Ability to communicate effectively with wastewater treatment plant and other Utility and City personnel, consultants,
vendors, customers, and others verbally and in writing.

Mathematical Ability

» Requires the ability to perform addition, subtraction, multiplication, and division; calculate percentages and decimals;
may require the ability to perform mathematical operations with fractions and algebra.

Judgment and Situational Reasoning Ability

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

o Requires the 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

« Ability to operate and maintain wastewater treatment facilities equipment including endloader, backhoe, sewer cleaning
machine, dump truck, sanitary sewer televising equipment, etc.

*  Ability to make use of a variety of mechanic’s, carpentry, and electrical tools and equipment, including power tools.
» Ability to operate SCBA equipment as required in the Stoughton Municipal Utilities Facilities.

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

» Ability to push, pull, lift, and carry objects weighing up to 100 pounds.

» Ability to climb and balance carrying heavy objects.





Wastewater System Supervisor

Supervisory Skills

e Ability to assign, supervise and review the work of others.

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

» Ability to work effectively in an office environment.

» Ability to work effectively with frequent exposure to temperature variations, strong odors, toxic gas and other agents,
machinery noise, and wetness.

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 System Division
Title: Wastewater System Supervisor Pay Grade: FLSA: N
Date:  January 2017 Reports To:  Utilities Director

Purpose of Position

The purpose of this position is to supervise, direct, and coordinate the Stoughton Utilities wastewater treatment facilities
and sanitary sewer collection system operations and activities.

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 of the wastewater treatment plant and collection system; oversees and
monitors the wastewater treatment process; ensures compliance with WPDES permit and other requirements.

e Assists in the preparation and monitors annual budget.
o Directs the operation of laboratory operations.
e Supervises and directs the activities of wastewater personnel; conducts performance evaluations.

o Directs the operation and maintenance of the wastewater treatment facility liquid and solids handling facilities and
sewage collection system; conducts emergency repairs as required.

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

¢ Maintains contacts with vendors; prepares proposal requests; receives and evaluates proposals; prepares purchase orders
and acquires materials as required.

e Maintains material inventory; receives packing slips; places new material into stock; enters data into computerized
inventory program.

e Assigns work orders, maintains records, and prepares reports as required.
e Monitors industry loadings and bills industrial surcharges.

e Prepares annual reports, compliance maintenance annual reports, land application of biosolids annual reports, monthly
discharge report, annual mercury reports, annual air emissions report, along with other Wisconsin DNR reports and
EPA reports.

e Program administrator for all Stoughton Utilities Safety Programs.

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

e Develops emergency response programs for sanitary sewer system CMOM.

e Recommends and implements new methods in the collection system and the wastewater treatment facilities.
o Televises, cleans and repairs sanitary sewer collection system.

o Operates wastewater/water SCADA system.

e Assists with water and electric operations as required.





Wastewater System Supervisor

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, technical training in wastewater treatment, and ten 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.

Successful completion of Wisconsin DNR Advanced Laboratory exam.
Ability to maintain the required continuing education credits for the DNR Operator — Advanced certification.

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

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

Ability to comprehend and interpret a variety of documents including maintenance records, blueprints, lab records and
reports, operations reports, plant operation and maintenance manuals, engineering reports, training manuals, State
statutes and other regulations, permit requirements, etc.

Ability to prepare a variety of documents including operation and lab reports, activity reports, letters and other
correspondence, etc. using prescribed format and conforming to all rules of punctuation, grammar, diction, and style.

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

Ability to use and interpret civil and hydraulic engineering, mechanics, electrical, and basic chemistry and biology
terminology.

Ability to communicate effectively with wastewater treatment plant and other Utility and City personnel, consultants,
vendors, customers, and others verbally and in writing.

Mathematical Ability

Requires the ability to perform addition, subtraction, multiplication, and division; calculate percentages and decimals;
may require the ability to perform mathematical operations with fractions and algebra.

Judgment and Situational Reasoning Ability

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

Requires the 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

Ability to operate and maintain wastewater treatment facilities equipment including endloader, backhoe, sewer cleaning
machine, dump truck, sanitary sewer televising equipment, etc.

Ability to make use of a variety of mechanic’s, carpentry, and electrical tools and equipment, including power tools.
Ability to operate SCBA equipment as required in the Stoughton Municipal Utilities Facilities.

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

Ability to push, pull, lift, and carry objects weighing up to 100 pounds.

Ability to climb and balance carrying heavy objects.





Wastewater System Supervisor

Supervisory Skills

e Ability to assign, supervise and review the work of others.

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

» Ability to work effectively in an office environment.

» Ability to work effectively with frequent exposure to temperature variations, strong odors, toxic gas and other agents,
machinery noise, and wetness.

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






PERSONNEL COMMITTEE MEETING MINUTES
Monday, June 6, 2016 @ 6:00pm
Mayor's Office

Present: Alders: Pat O'Connor (Chair), Thomas Majewski (Vice-Chair), Paul Lawrence, Sid Boersma,
Mayor Donna Olson (ex-officio), Director Gillingham

Others in attendance: Director Hebert, Director Kardasz, Kim Jennings, Greg Leck

1.

CALL TO ORDER: Pat O’'Connor called the meeting to order at 6:00pm.

Approval of the Minutes: O’Connor asked Director Gillingham about the lawsuit mentioned in the
minutes of May 2, 2016, he stated he did not remember talking about this. Director Gillingham
as well as Boersma and Mayor Olson assured him that indeed it had been mentioned relating
the fact that it was an age discrimination suit. 0’Connor also stated that he didn’t think he
understood the Assistant to the Utilities Director to be a promotion. He explained that he didn’t
think the Personnel Committee could do that. Director Gillingham and Mayor Olson assured
O’Connor that because the position is indeed a promotion the Personnel Committee is able to
make the decision to approve. Boersma moved to approve, second by Majewski. Approved
5-0

Communications: Boersma mentioned that he had spoken to Director MacDonald at the Library
about new hires for the Sunday hours at the Library. Boersma told Director MacDonald that all
new hires have to go through Human Resources. Mayor Olson stated that the Library is its own
entity and has a board that directs the money is spent after the City allocates money to their
budget. She stated that it would be a budget discussion for 2017. Director Gillingham stated that
she has asked Director MacDonald for reviews of the Sunday staff. Boersma asked if they had
been included in the Springsted study. Director Gillingham informed him that PAQ’s had been
done, but that Springsted had done nothing with them yet.

Director Gillingham informed the committee that she, Director Hebert, and Director Scheel had
worked on updating the Streets Supervisor position description and that she would like the
Personnel Committee to approve the red line changes. She stated that mainly there had been
changes to duties made. Boersma asked Mayor Olson what she thought of the changes. Mayor
Olson stated that she approved of the changes made by Director Hebert. Boersma asked what
impact the changes would have on the City. Director Gillingham stated that there would be no
changes to the PAQ for the position and that there was no financial impact to the City. She
stated that the title of the position was outdated and that the new description really brought it
up speed with what the position already does. Boersma asked if the new description would help
with the hiring process by bringing in more applicants. Director Gillingham asked Director
Hebert if he would like to answer that question. Director Hebert stated that just the
“Supervisor” is definitely better than “Foreman”. That alone will attract more applicants.
Boersma moved to approve, second Mayor Olson. Approved 5-0

Director Gillingham asked everyone to look at the organization chart for the possible changes to the
Public Works structure changes for reporting. She stated that Vickie Erdahl is a support to Director
Hebert and is a stand alone. When Director Hebert is out, the Streets Supervisor would be in






command. The Parks Maintenance Supervisor would report to Director Hebert unless Director
Hebert was out. In that case the Parks Maintenance Supervisor would report to the Streets
Supervisor. Motion to approve by Majewski, second by Boersma, All in Favor (5-0)

Director Gillingham asked the committee to turn their attention to a memo dated 5-25-16. She then
read aloud the memo regarding the non-exempt / exempt employees in the Utilities Department and
her findings and recommendations were as follows: At this time only Director Kardasz is exempt. There
is potential for overtime costs with the following positions: Finance & Administration Manager,
Operations Superintendant, Wastewater Systems Supervisor, and Assistant Utilities Director. She also
raised her concern that there had been no reported overtime for three of the four positions. Her
recommendation: review the positions and reconsider making them exempt. She also stated that the
Assistant Utilities Director’s position came back as exempt by Springsted. Director Kardasz stated that he
would like to give a little history on how he’s managed the department and wanted to touch on this
when we look at the staff, He stated that not all goes on in the work day. A normal day starts at 6:30-
7am. They work 4 nine hour days and one four hour day. Anything can happen at the Wastewater plant-
| just ask them to flex their hours. | ask them to flex time first and then if needed it's comp time. They are
limited to 60 hours; whether to flex or comp. Overtime is provided after that. | have five people that
gualify as exempt. I'm looking at promotions for folks. What will | give up to move forward? The City has
always agreed. Director Gillingham stated that she had uncovered some inconsistencies between staff.
For example: Kim Jennings position, which is non-exempt, at the City would be considered exempt. She
stated that by making the position exempt it would give a more flexible schedule, but with no comp
time or overtime. Mayor Olson stated that would needs Director Kardasz's approval where Department
Heads do not. Director Kardasz stated that he has never had a “to do book”. No comp time can show
what's done in 40 hours. No one in the City showed me or told me what to do in my department. | have
always done it this way. Majewski stated it was comparing apples to oranges instead of apples to apples.
O’Connor asked if this was consistent across the rest of the City employees. Director Gillingham stated it
is. She also stated that Kim Jennings could decide to say instead of comp time | want to be paid time and
half for these hours. Jennings stated the employee has the option to get payout or take comp time.
Director Kardasz stated that Sunday hours will report hours as needed. Director Gillingham stated that
the City can give him that flexibility. She further stated that as she is going through the process of writing
this policy is the reason she wanted the committee to talk about this. Boersma stated that Utilities
should be operating and following the same rules as the rest of the City. He stated that all departments
should operate the same and follow a City wide philosophy. Chief Leck asked are they really exempt or
non-exempt. Testing does not give us reality. Exempt employees can have cap limits depending on
what’s going on. They may work 17 hours in one day and could say they want to be paid time and a half
for all. Director Kardasz stated that things have changed from 1980. As you make changes with my staff,
please help them understand what this means to them. O’Connor stated that they will need an
adjustment to their pay if they will be getting no comp time. Director Gillingham stated that it will have
to be put together as a package. Mayor Olson said that it doesn’t mean you can’t take comp time. Chief
Leck stated comp time is tracked and should be paid at time and a half. And it must be non-exempt.
Majewski stated that professionals do not use a time clock. Non-exempt-clock. Exempt-no clock. That's
the luxury of being a professional, you don’t have to t rack time and you can take time off when you like.
Leck stated that the work rules would need to be changed in order to change the exempt/non-exempt
status. Director Gillingham stated that she is working on it and has four of the five done. Director
Kardasz asked that Utilities be given a little help to make this work. Director Gillingham stated the first
step is to talk about job descriptions. Mayor Olson asked about service budgets-how do we account for
that time? Director Gillingham asked if the Mayor was saying she was in agreement with pulling Utilities
and others to go through all of the job descriptions, City wide, to decide whether they should exempt or
non-exempt. Director Kardasz stated that the timing is perfect- we've done position descriptions. This





10.

will make it easier to discuss with the staff. O’Connor asked that the Committee move on to number 7.
Director Gillingham asked which committee this came out of. 0’Connor replied that it had come from
the Finance Committee. They find a lo9t of redundancies between City Hall and Utilities duplicating the
hiring process, using two different systems when there should only be one. The City’s Human Resources
Department can’t see what is happening at Utilities. Director Gillingham added that we are using two
different payroll systems as well. 0’Connor asked if we should take it globally. Majewski asked if the
Finance Dept. is doing the billing process then why is Utilities doing this process as well. Boersma asked
why there are two different systems. Jennings stated because of their cost accounting system. We spent
a lot of time getting the system to where there is communication. Director Kardasz stated that it would
cost the City $500 a year to have access. Jobs are billable and need an accurate accounting system. The
goal was to be able to take materials and a time sheet and move it. It's very sophisticated but gives us
everything we need. Kim has been working with Al The challenge is Dynamic Systems. O’Connor asked
where internal files for reviews are kept. Majewski stated that Personnel files should be kept in HR only.
Director Gillingham stated that we could invest in Dynamics and share info that way. That would fix it
across the board for Gini and me to access to enter benefits so changes are consistent. Jennings stated
that that would take care of it and that she has been working on the HR screen. Majewski stated that for
common things the City needs to be on the same page. Boersma stated that the HR Director was hired
for this. Two different systems and HR has no access to Utilities-incredible. Director Gillingham stated
that she and Jennings are working on pulling it all together.

Director Gillingham read aloud the memo dated 5-25-16 in regards to the Springsted Comp Study. Then
she gave her recommendations as follows: September performance review written by department
head, review submitted to HR Director for review, Dept. Head receives review with feedback noted from
HR and a document with approved increase % or step for 1/1/20xx. Steps to midpoint, based on
satisfactory or above performance. Mid-point to Maximum- set “steps” from mid-point to max-
determine what % should be used. Review all employees as to where they are in the wage range, taking
into consideration performance, longevity, skill set and education. She also stated that we need to know
what steps to take before budgeting season begins. Director Gillingham stated that we have to decide if
we're in agreement with the education process, be sue the manager knows the process. That before
they have to meet with the employee it has to go through HR. HR will validate. Director Gillingham was
tasked with arranging for meeting with Ann from Springsted at the next committee meeting.

Director Gillingham stated that with Brian's position at Utilities it became obvious that there needed to
be changes made to promotions in the work rules. Director Gillingham read aloud the changes made to
the work rules as it applies to promotions. Move to approve Boersma, second by Majewski. All in favor
50

Director Gillingham stated that the changes to the Hiring Policy-Department Heads were simple. The
word Clerk was removed and replaced with Human Resources Director etc. Majewski pointed out that
there were some misspellings and unfinished words in the description. Director Gillingham stated that
the Internal Hiring Policy is only 2 weeks and that the newly written Concurrent Policy would open it up
to both Internal and External at the same time. Majewski made a motion to remove internal posting.
O’Connor stated that there was an advantage to hiring and promoting within. “| think that if you have an
internal candidate that is qualified, especially personnel moving from part-time to full time, you should
look at them first. Director Gillingham stated that while she agrees she can’t see the harm in going
concurrently. For one, we don't always have more than one internal candidate so there is no one to
compare them to. Internal candidates will still have a leg up because if you use the Concurrent policy
they will be running against outside candidates and if they shine above them, they will have that
addition of being a City employee on their side. Boersma asked Director Gillingham's advice to which she
replied that she supports the Concurrent and would move to strike the Internal policy. Leck stated that
he agrees but disagrees as well because if you can hire internally why bother going external. Avoid the





expense. Majewski stated the point here is to find the brightest star in the community. | couldn’t get
jobs because of internal postings. Because you already work here shouldn’t give you the advantage. Leck
stated there was nothing about a background check. Director Gillingham stated we will add that.
Boersma stated that as we grow as a city it is better to get people from other places. Move to approve
with specified changes made by Boersma, second by Majewski. All in favor 5-0

11. Regarding the Seasonal Handbook, Director Gillingham read the changes made which concerns primarily
Parks & Recreation and Streets employees, that the changes were basically due to change in
management and that before Manthe left he had helped to update the Seasonal Work Rules, Since that
time she and Gini had made changes mainly in updating the verbiage. Move to approve with specified
changes made by Boersma, second by Majewski. All in favor 5-0

Discussion on what changes were to be made to the red line copies. Director Gillingham was directed to
bring them all back except for the three which needed no changes, but in final format not red-lined. Director
Gillingham stated that she has been updating policies outside of the Work Rules and may need to meet
more frequently with the Committee. O'Conner asked her to limit what is brought to the committee and

only bring a reasonable amount of changes and updates.

ADJOURNMENT
Motion to adjourn by Boersma, second by Majewski, All in Favor (5-0) Meeting adjourned at 8:25pm.





CITY OF STOUGHTON
HIRING POLICY- Concurrent
other than department heads

Recruiting for an existing, vacant or soon to be vacant position is initiated by the
Department Head by completing the Request for Personnel Form and sending it to the
Human Resources and Risk Management Director and Mayor that the position is vacant
or being vacated and providing a recommendation to fill or not fill the position.

If the position is approved to be filled, Human Resources will begin the recruiting
process.

Request for a new position requires the advice of the Mayor and the approval of the
appropriate oversight committee and the Council. Positions in the Electric, Wastewater
and Water Ultilities also require Utilities Committee approval. The next step in the
procedure is contact with the Director of Human Resources & Risk Management. The
Director will add the request for personnel to the next Personnel Committee Agenda.
The committee will be provided with a Job Title, Position Description and recommended
pay range as determined by the Springsted Position Analysis Questionnaire process by
the Human Resources and Risk Management Director.

Police (excluding dispatchers) and/or Fire Department positions are recruited with the
approval of the Police and Fire Commission. There is no Personnel Committee
involvement, unless a new position is created. The Director of Human Resources & Risk
Management or designee will participate in the interview process.

Posting of the positions (new or replacement) internal and external will occur
concurrently. The posting will take place on the City’s Website and other advertising
options such as websites and/or newspaper.

All applications shall be submitted to the Human Resources & Risk Management
Department. The Interview Panel will consist of the Department Head or designee, a
member of the Common Council and other appropriate City employee(s) or non-city
employee(s) with the appropriate technical/professional background. The City Director of
Human Resources & Risk Management will participate in all interviews.

The Human Resources Department along with the Department Head will develop
questions for the prospective interviews and develop benchmark answers for those
questions. The Human Resources & Risk Management Department will provide the
protocol and forms to be used by the Interview Panel.





10.

11.

12.

13.

14.

Applications are screened by the Human Resources Department. Testing may be used.
The applicants that meet the minimum qualifications are then forwarded to the
Department Head for review. The Department Head and Human Resources will
determine which applicants are called in for interviews.

The Interview Panel should interview at least five (5) applicants if possible. Following
the interview, the panel will discuss the candidates and determine if a second round of
interview(s) are needed or if they have a recommendation for hire.

Reference and background checks will be the responsibility of the Human Resources
Department

Human Resources will extend a contingent offer of employment to the candidate
selected.

A pre-employment physical and possible drug screen (depending upon position) is
required after a contingent offer of employment is made to any candidate. The purpose of
the pre-employment physical is to insure the candidate is capable of performing the
essential functions of the position offered. The physicians for the pre-employment
physical will be designated by the City. These physicians must be used if the applicant
lives in the area. If applicant does not live in the area, a physician other than his/her
personal physician must be used.

Human Resources will send a copy of the contingent offer of employment to the
employee and Department Head. The letter will include the position title, compensation,
full time/part-time along with the start date and time.,

Orientation of the new employee will be done by the Human Resource Director's staff.
HR Orientation includes I-9 completion, W-4, WT-4 direct deposit, benefits, if eligible,
and other necessary paperwork completed at that time. Work and safety rules will be
reviewed and explained. The Work Rules will be distributed to new employee.
Department Heads and the employee's immediate supervisor will go over Work Rules
and specify safety requirements in more detail.

APPROVED BY THE COMMON COUNCIL: June 14, 2016

S:/HR/Secured/Gini/PersonnelCommittee/Packets&Resolutions/Resolutions/Policies





CITY OF STOUGHTON
DEPARTMENT HEADS- HIRING POLICY

1. When an existing Department Head position is vacant the Mayor shall inform the
Personnel Committee and Council to seek approval to fill the position.

2. Creating a new position requires the advice of the Mayor, Human Resources and Risk
Management Director (HR& RM), the Personnel Committee and the approval of the
Council. Department Head positions in the Electric, Wastewater and Water Utilities also
require the Utilities Committee approval. A Position Description will be created and a
completed Position Analysis Questionnaire should be submitted to the Director of
HR/RM for review. The Personnel Committee and the appropriate oversight Committee
must be provided with the Position Description Title, and recommended pay range
as determined by the Position Analysis Questionnaire (PAQ). The proposed Position
Description and pay range must be approved by the Personnel Committee, Utilities
Committee (if applicable) and Council before the recruiting process begins.

3. Department Head positions to be filled in the Police or Fire Departments are done in
conjunction with the approval of the Police and Fire Commission. Department Head
positions to be filled at the Library are done in conjunction with the approval of the
Library Board. There is no Personnel Committee involvement, unless a new position is
created. The Director of HR/RM will participate in all interview processes.

4.Recruiting efforts will be initiated and managed by the Human Resources Department,
in consultation with the Personnel Committee and appropriate staff. Utilizing state and
regional venues, if possible, in conformance of Federal, State and local requirements.

5. All applications shall be submitted to the Human Resources & Risk Management
Department. The HR Department in conjunction with the Mayor will review and screen
the applications to determine who should be scheduled for interviews. The Interview
Panel will consist of the Mayor or designee, the Personnel Committee and other
appropriate City employee(s) or non-city employee(s) with the appropriate
technical/professional background as determined by the Personnel Committee. The
Director of Human Resources & Risk Management will participate in all interviews.

6.The Interview Panel may help develop questions for the prospective interviewees
and develop benchmark answers for those questions. The City Director of Human
Resources & Risk Management will provide the protocol and forms to be used by the
Interview Panel.





Hiring Policy- Department Heads Page
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7. The Interview Panel should interview at least five (5) qualified applicants, if possible,
and identify the top applicant for the Mayor along with a list of the remaining
applicants in prioritized order. The Mayor and the Director of Human Resources & Risk
Management will offer the position to the top applicant and upon acceptance will forward
the Interview Panel's recommendation to Council for approval. Reference and
Background checks will be the responsibility of the Human Resources Department.

8. A pre-employment physical is required after a Contingent Offer of Employment is made
to any candidate. The purpose of the requisite pre-employment physical is to insure
the candidate is capable of performing the essential functions of the position offered.
The physicians for the pre-employment physical will be designated by the City. These
physicians must be used if the applicant lives in the area. If applicant does not live in
the area, a physician other than his/her personal physician must be used.

9. Orientation of the new Department Head will be conducted by the Director of
Human Resources & Risk Management. Insurance enrollment, retirement forms and
other necessary paperwork will be completed during orientation. Benefits will be
reviewed, work and safety rules will be explained. The Work Rules are reviewed with the
Department Head.

10. Mutually agreed upon goals and timelines should be set within 30 days of hire and
then be reviewed after 6, 9 and 12 months.

Approved by Personnel Committee: 7 22 02 (Amended 7 10 03) (7 28 03) 1-24-05 Approved
by Council: 8 13 02 8 12 03 2-8-05 Approved by Council XX/XX/2016







Accrued Sick Leave Credit for Retiring Employees:

All full-time employees who actually retire from City service and apply (with 60 days of
last day paid) for retirement annuity from the Wisconsin Retirement System, which
annuity must exceed $10.00 per month, shall have their sick leave credits, up to 130
days (at the time of their retirement) converted to a monetary value (hours of credit
times normal hourly rate of pay received immediately prior to retirement).

Forty-five (45) days of accrued sick leave will be paid out as a lump sum payment upon
death or retirement as defined above. Such forty-five (45) days shall be applied against
the 130 day cap. The remaining balance of up to 85 accrued sick days will be
transferred to a Retiree Health Savings Plan.

There is no other payment of accrued but unused sick leave.
*amended 9-3-13*

Sworn Police Officers : Accrued Sick Leave Credit for Retiring Employee. Except as

provided in b), all full-time employees who actually retire from City service and apply
(within 60 days of last day paid) for a retirement annuity from the Wisconsin
Retirement System, which annuity must exceed $10.00 per month, shall have their
sick leave credits up to one thousand two hundred fifty (1250) hours (at the time of
their retirement) converted to a monetary value (hours of credit times normal hourly
rate of pay received immediately prior to retirement) and transferred to a Retiree
Health Reimbursement Plan. Any amount of sick leave credits in excess of one
thousand two hundred fifty (1250) hours shall be converted to a monetary value at the
rate of fifty percent (50%), which amount shall also be transferred to a Retiree Health
Reimbursement Plan. There is no other payment of accrued but unused sick leave.

Accrued Sick Leave Credit for Surviving Spouse

In the event that an employee dies during the course of his employment and is survived
by a spouse, their accrued sick leave credits, up to 130 days, at the time of death, shall
be converted to a monetary value (hours of credit times normal hourly rate of pay
received immediately prior to death) which shall be available toward the payment of
health insurance premiums for the surviving spouse. In the event that the retired
employee shall precede his spouse in death and there remains at that time to his credit
a balance, such balance shall be used to purchase health insurance for the surviving
spouse so long as the spouse is alive and there remains a balance in the fund,
or,should the spouse not elect to continue his/her coverage, paid monthly to the spouse
in an amount equal to the applicable monthly health insurance premium






City of Stoughton Amy Jo Gillingham
Department of Director

Human Resources & Risk Management
381 East Main Street Stoughton, WI 53589

(608) 646-0272 www.ci.stoughton.wi.us

February 2, 2017

To: Personnel Committee
Alderpersons: O’Connor, Lawrence, Boersma, Majewski and
Mayor Olson

Re: On-call change request

In 2016, Mayor Olson approved changing the Utilities Employee
on-call policy from 12 hours back to 14 hours for the work week
and call back pay from one hour to two hours. The original
change from 14 to 12 hours and 2 to 1 hours was due to the
removal of the union and cutbacks.

This memo is requesting the same compensation change for on-
call and call-back for the Public Works Employees which is the
other department that is affected by call back pay and on-call.

Below is the policy from the Work Rules:

On-Call
On-Call is defined as that period Friday through Thursday, including any
hours after normal workday hours plus Saturday, all day Sunday, and any





City recognized holidays that occur during the week. In case of an
emergency, an employee on on-call status is required to be in close
proximity of their pager or paging system throughout the workweek
including the scheduled workday, and will remain within the appropriate
range of the pager system and must respond without delay. The pager
and/or paging equipment shall be returned to the supervisor on Friday and
shall be reassigned by the supervisor to the employee to serve on on-call
by the end of the normal workday on Friday. In the event that Friday or
Thursday and Friday are official holidays, the pager shall be returned to the
supervisor on the workday preceding the holiday and shall be assigned at
the supervisor’s discretion. The number of people to be on on-call will be
determined by the Department Head.

Compensatory time credits may be earned at the request of the employee
and at the approval of the Department Head or designee as follows:

[J 12 hours for on-call status during the work week;

[J 8 hours for on-call status on the days the named holidays are observed
by the City.

On-Call: Paid out on-call time will be in the amount of hours equal to the time
credits earned as described above.

Call Back Pay: Overtime will be paid for actual hours worked, rounded off
to the nearest quarter hour, with a 1-hour minimum for non-exempt
employees.

When standby or overtime credits are earned, cash payments or compensatory

time may be granted at the request of the employee and at the approval of the
Department Head. Compensatory time shall be scheduled and used prior to
December 31 of the year in which it is earned.






City of Stoughton Amy Jo Gillingham
Department of Director

Human Resources & Risk Management
381 East Main Street Stoughton, W1 53589

(608) 646-0272 www.ci.stoughton.wi.us

February 1, 2017

To: City of Stoughton Personnel Committee Members
Pat O'Connor, Paul Lawrence, Sid Boersma,
Tom Majewski, Donna Olson

From:  AJ Gillingham
Re: Lieutenant and Sargent Compensation

Lieutenant Jenks Compensation:

Following the implementation of the 2017 compensation plan
increases, Lt. Jenks came forth questioning why his compensation
plan that was approved to move him to the same pay as LT
Conlin in three years (2017), when he was promoted to LT, via
resolution R-141-14 approved on 11/11/14 did not move him to
the same pay as LT Conlin on 1/1/2017 as approved in resolution
R-141-14.

The R-141-14 laid out the pay plan to increase LT. Jenks over
three years to the same compensation as LT. Conlin. Lt's 2014






Pay Plan was not factored in when the compensation for 2017 was

calculated.

Recommendation:

Name Rate commitment at _promotion Springsted 2017 Difference Owed
LT Jenks Year 3 $79216.76 + 2% = $80800.32 $79185 (Jenks) $1685.40/year

Conlin at $80870.40 for 2017 (80870.40-79185=51685.40 difference owed)

NOTE: Per Chief Leck equal pay for equal work philosophy s/b same as LT Conlin at year 3 (2017)

The compensation was approved under R-141-14. This was a new
position that LT. Jenks had to apply for and would remove him
from the Union, SPPA and WPPA. Both the resolution and the
handwritten compensation document from Chief Leck were
relied upon to make his decision to accept the new position as LT.
The resolution and pay plan outlined by Chief Leck override the
Springsted study as this is a new position with an approved pay
plan. Therefore, it supersedes the Springsted study standard step
program. This change will place LT Jenks and Conlin at the same
rate of pay and grade level which is grade level 16, step 11.
Which was the intention of the pay plan that was approved in
Resolution R-141-14.

Sergent Hartwig and Johnson Compensation:

Background: The Sargent’s position was dissolved and the existing Sgts
were required to apply for the new positions as well as anyone else that
was interested in being considered for the position. New job descriptions
were written and approved by both Personnel and City Council see
resolution R-121-2015, R-122-2015, R-119-2015.






Officer Frisch, Officer Hartwig and Officer Johnson and all other
applicants were given hiring packets which included the newly approved
job descriptions and compensation for the Sergeant position.

Officers Hartwig and Johnson were offered the Sargent’s position at the
starting wage rate of $31.89. Officer Frisch’s wage was $33.32. He was
given $1.00 increase which moved him to the maximum pay in the
current scale which was $34.32. Note: the scale increases annually
based on the City increase as the Sgts position was moved OUT OF the
Union when the new Sgts positions were created.

*The goal for the Sergeants pay scale was to move them all to the same
pay, the same as Jenks and Conlin, by year three (2017). *

With the annual increases Frisch has progressed from $34.32 in 2015 to
$35.35 in 2016. 2017 Springsted implementation 2% and next step
equals $35.71 (grade 13, step 15) Frish’s current compensation.

Name Rate commitment at promotion Springsted 2017 Difference Owed
SGT Johnson Year3 $34,32 +2%=$35.01 $34.32 (Johnson) $2706.52/year

{1947.14 hours=74.89 X 26 wks} 35.71-34.32=1.39, $1.39X 1947.14=52706.52

SGT Hartwig Year3 $34.32 + 2% = $35.01 $34.32 (Hartwig) 52706.52/year

(1947.14 hours=74.89 X 26 wks) 35.71-34.32= 1.39, $1.39 X 1947.14=52706,52

NOTE: Per Chief Leck equal pay for equal work philosophy s/b same as Sgt Frisch at year 3 {2017)






The pay scale used in 2015 was prior to the Springsted study pay
scale development and implementation. Per attonery Zach the

pay scale presented to the Sgts is considered “reliance” as it was
used in the officers decision to leave the Union and take the non-

represented position as Sargent.

The resolution and pay plan override the Springsted study. This was a
new position which the officers applied for and used the compensation pay
plan as part of their decision making process to accept the position and
move out of the Union. This change will place Sgts. Johnson and Hartwig
at the same rate of pay and grade level as Sgt. Frisch which is grade level
13, step 15.

The Total cost to adhere to the pay plans as presented at the time of hire for
the new positions ( Lieutenant & Sergeants) would be $7098.44.
Approving the LT and SGTS change in pay does NOT open up the door for
others that have prior pay plans. Both the LT and SGTS positions were
hired as new positions with pay plans to equalize the pay for the staff in
those positions.






Lieutenant & Sargent Pay Plans from Promotions 2015

Name Rate commitment at promotion Springsted 2017 Notes Difference

LT Jenks Year 3 $79216.76 + 2% =580800.32  $79185 (Jenks) Per Chief Leck equal pay for equal work philosophy s/b same as LT Conlin at year 3, $1685.40/year
this is year 3= $80870.40 (this is the Springsted rate) .

SGT Johnson  Year3 $34.32 +2% = 5$35.01 $34.32 (Johnson) Sgt Pay document & equal pay for equal work s/b the same as SGT Frisch at $35.71 (Springsted rate) $2706.52/year
(1947.14 hours=74.89 X 26 wks) 35.71-34.32=1.39, $1.39 X 1947.14=52706.52

SGT Hartwig  Year3 $34.32 +2%=$35.01 $34.32 (Hartwig) Sgt Pay document & equal pay for equal work s/b the same as SGT Frisch at $35.71 (Springsted rate) $2706.52/year
(1947.14 hours=74.89 X 26 wks) 35.71—34.32=1.39, $1.39 X 1947.14=52706.52

Total Cost: $7098.44
Request for retro pay- request should have been the same as Frisch as this was a new position: NATE TO SEND ME HIS CALCL_JLATIONS

PRINT OUT NEW JOB DESCRIPTIONS
PRINT OUT SGT HIRING PACKET WITH WAGE RANGE

AJOG 1/26/2017
H: Police
Leiutenant Sargent 2017 Pay Plans





boardman
& Cla rk llp Steven C. Zach, Attorney

LAW FIRM 1 SOUTH PINCKNEY STREET, STE. 410, P.0. BOX 927, MADISON, WI 53701-0027
Telephone 608-283-1736

Facsimile 608-283-1709

szach@boardmanclark.com

ATTORNEY-CLIENT CONFIDENTIAL MEMORANDUM

TO: City of Stoughton
FROM: Steven C. Zach
DATE: January 31, 2017

RE: Lieutenant/Sergeant Pay

I was asked to provide an opinion as to whether the results of the City's wage study -
would supersede prior representations made to employees regarding the pay schedule for the
Lieutenant and Sergeants.

Facts

The facts as I understand them are as follows. The City had discussions about the police
department pay structure as part of a broader discussion of creating the Lieutenant position and
moving the Sergeants into a'new supervisory role and out of the collective bargaining unit. As
part of those discussions, the Chief of Police made representations as to the wage levels that the
Lieutenant and Sergeant would reach at the end of 2016 as part of a three-year phase in.

The discussions culminated in the execution of a document by the City and Lieutenant
Jenks setting forth his pay levels through 2016. These included cost of living increases, although
the 2016 COL increase was lower than that provided to the department's bargaining unit
employees. This agreement was also part of a Common Council resolution.

The Sergeants did not execute a similar document, although the Chief did outline in
writing and represent orally what the Sergeants' rate of pay would be if they were removed from
the bargaining unit. '

The City subsequently engaged a firm to perform a salary analysis of all City positions.
This resulted in the establishment of City wage rates based upon comparable data. The study
reflected lower wage rates at the end of 2016 than the rates identified in the attached exhibit for
the Lieutenant and the Sergeants as represented by the Chief,





Analysis

Absent a contract or Common Council resolution to the contrary, the City can establish
wage rates for employees in its discretion; i.e., the City has freedom to raise or lower wage rates
at its pleasure. The issue here involves whether the representations made to the Lieutenant and
Sergeants are superseded by the wage study which was adopted by the Common Council.

-With respect to the Lieutenant position, the attached document constitutes a contract
between the City and the Lieutenant which cannot be breached by application of the subsequent
wage study. The Common Council resolution has the same legal effect. There remains the issue
of whether the Lieutenant is entitled to a cost of living increase above that set forth in the
attached document to reflect the COL increase provided to the rest of the unit. I will discuss that
below.

The Sergeants do not have a similar document which would be considered a contract, nor
did the Common Council pass a resolution setting forth the Sergeants' wage rates through 2016.
Their argument in favor of a rate above the wage study is based on the fact that they relied upon
the Chief's representation of their wage rate increases over three years to agree to move out of
the union into supervisory positions. They essentially are seeking the application of the legal
doctrine of "equitable estoppel" which provides for the creation of an implied contract in a
situation where there has been a representation made to someone, that person relies on it, and it
would be inequitable for the other party to act contrary to that representation.

The application of this doctrine in the employment context with wages is not entirely
clear, although logically it fits squarely within the intent of the doctrine. Also, courts have
expressed reluctance in applying the doctrine offensively against governmental entities in the
manner in which the Sergeants argue here. Thus, while it appears on the surface that the
Sergeants could make a reasonable argument for creating an implied contract under these
circumstances, the City would have grounds to argue against that proposition. The same
reasoning would apply to the Lieutenant's COL issue in 2016.

Outside of the legal analysis, the City should also consider, in resolving this issue, basic
Human Resources considerations. It is undisputed that the City, through the Chief, made
representations to the Lieutenant and Sergeants which were known to other City officials about
the wage rate structure that would be in place over three years based upon re-structuring the
department. There is a "fairness" principle to be considered that would impact the trust and
morale of the officers if the City applied the wage study to reduce their wages below the prior
representations. In addition, the Lieutenant and Sergeants are in different circumstances than
other City employees who were impacted by the study because of the fact that they had prior
discussions about their wage rate progression and relied upon it. Finally, the City should consider
the amount in dispute and whether that amount in savings would be worth the negative impact
caused by implementing the wage study.





DANIEL JENKS - Lieutenant step and increase-back pay

January 2016

2015 35.49-36.21=.72

2016  35.84-37.32= 1.48

72 X 2056 hours= $1480.32

.72 X 40 hrs comp time=328,80

Total due= 1509,12

TOTAL DUE EMIPLOYEE- $1509,12 + $899,84= 52408.96

Lieutenant Daniel Jgbké

Accepted by:

Approved by:

Approved by:

Approved by:

W el

Police Citief, Qfg Leck

AN

Mayor, Donna Olson

413 | 1o

YEAR STEP1 Step2 Step3 Stepd
2014 71669.89 | 73132.54 74625.04 76148.00
- 2015 at 3% Increase | 73819,99 75326.52 76863,79 78432.44
2016 at 1% 74558.19 76079.79 77632.43 79216.76
Correct  pdat Difference
December 2014 Step 1 71669.89 34,46 34.46 Pd correctly
. January 2015 Step 2 75326.52 36.21 35.49 72/br due ee
Step3 7763243 37.32 35.84 1.48/hr due ee

1.48 X 608 hours=5899.84 {528 + 80 hours= 608)

071/ 16

Date

Date

othe

Date

o\l

Date






RESOLUTION OF THE COMMON COUNCIL

Authorizing and directing the proper city official(s) to approve the starting salary and step
compensation structure for the already approved second police licutenant’s position.

Beginning compensation= $71,669.89
12/2015 $73,132.54
12/2016 $74,625.04
12/2017 $76,148.00

Committee Action:  Personnel Committee approved unanimously.

File Number: R-141-14 Date Introduced: November 11, 2014

WHEREAS the Personnel Committee received a request for approval of the starting compensation and
wage structure for second police lieutenant position (internal promotion).

WHEREAS, your Personnel Committee met on November 3, to review the starting wage and wage
steps. The Personnel Committee recommends approval unanimously of the starting wage and wage

steps; now therefore

BE IT RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby authorized and directed to approve the starting wage and step wage structure for the second

lieutenant.

Council Action: I:l Adopted l:l Failed Vote

Mayoral Action: I:l Accept D Veto

Donna Olson, Mayor Date

Council Action: I:l Override Vote






DANIEL JENKS - Lieutenant step and increase-hack pay

YEAR STEP1 Step2 ' Step3 | Step4

2014 71669.89 73132.54_ 74625.04 76148.00
2015 at 3% increase | 73819.99 75326.52 | 76863.79 7843244

2016 at 1% 74558.19 . 76079.79 77632.43 79216.76

Correct ._ Pd at Difference
December 2014 Step 1 71669.89 34.46 34.46 Pd correctly
_ January 2015 Step 2 75326.52 36.21 35.49 72/hr due ee
January 2016 Step3 77632.43 37.32 35.84 1.48/hr due ee
. i I, &
2015 35.49-36.21=.72 .72 X 2056 hours= 51480..32

.72 X 40 hrs comp time=528.80
Total due= 1509.12

2016 35.84-37.32=1.48 148X 608 hours=5899.84 (528 + 80 hours= 608)

TOTAL DUE EMPLOYEE- $1509.12 + 5899.84= $2408.96

M/M DY/ 16

Lieutenant Dame! Jﬂ Date
Apbroved by: OQ‘M, 2 ‘\KJ\-Q"—”“"—' L} / q\ / } [-Dg
Al Gflinghdm i%ch{QSR & Risk Mgmt Date

Approved by: w ‘fwaé '5‘//;// A

Palice Chief, @)eg Leck Date

Approved by: (;—N/\D' (ﬁ)l/l—on—\ IT,LD Z Vo‘

Mayor, Donna Olson : Date
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SARGEANT WAGE RATE

$31.89 Starting wage
$33.10
$34.32 Maximum wage

92015





City of Stoughton
Position Description

Name: Department: Police
Classification Title: Training/Recruitment — Sergeant Pay Grade: 14  FLSA: N
Date: June 2015 Reports To: Lieutenant

Chief of Police

Purpose of Classification

The purpose of this position is to plan, organize and direct assigned shift personnel; supervise personnel and field training;
and protect life and property for the City of Stoughton, with a focus on developing, implementing and advising on training
and recruitment program for the Police Department.

Essential Duties and Responsibilities

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

Develops training programs and policies.

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

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

Implements training programs, evaluation of training programs and makes recommendations to amend programs.
Assigns personnel to patrol and investigation tasks.

Conducts policy review and prepares policy compliance reports

Authorizes overtime of subordinate officers and dispatchers.

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

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

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

Coordinates officer hiring processes and evaluates applicants for minimum qualifications.

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

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

Receives complaints against officers/dispatchers and conducts internal investigations and coaching as needed.
Implements discipline, and is authorized to implement emergency administrative suspensions for cause.
Reviews daily patrol/dispatch task performance and prepares performance evaluations.

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





City of Stoughton Sergeant
Position Description

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

* Provides secondary patrol duties.

e Patrols City for illegal and dangerous activity.

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

* Responds to traffic collisions, rollovers and reported hazards. Gathers information from participants and
witnesses at scene regarding incidents. Clears road hazards. Assists emergency medical and rescue personnel at
traffic collisions with injured and extrications.

e Responds to citizen complaints. Evaluates situations and gathers information from participants and witnesses.
Detains and/or arrests suspects/participants and transports to appropriate agency. Provides aid to injured persons
as appropriate and within capabilities.

e Prepares incident and accident reports.

e Assists in traffic collision and criminal investigations. Gathers evidence and interviews witnesses and suspects.
Participates in search and surveillance activities.

e Testifies credibly in court as required.
e Logs patrol activity.
e Maintains knowledge of current policy and procedures, traffic and criminal ordinances, State and Federal laws.

¢ Maintains communication with general regarding public safety issues. May make public presentations to
community groups and students regarding crime prevention and policy activities. Patrols City.

Additional Tasks and Responsibilities

While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this
classification and may also be performed by other sworn law enforcement officers.

e Deliver notices

e Issues parking citations
Minimum Training and Experience Required to Perform Essential Job Functions.
Wisconsin Police Officer certification with four years police officer experience, or any combination of education and
experience that provides equivalent knowledge, skills, and abilities. Associate degree Law Enforcement or related field

preferred. Certification/training in CPR, First Responder, intoxilyzer required. A valid Wisconsin motor vehicle
operator’s license is required.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication





e Ability to analyze data and information using established criteria, in order to determine consequences and to
identify and select alternatives. Ability to compare, count, differentiate, measure and/or sort, as well as assemble,
copy, record and transcribe data and information. Ability to classify, compute, tabulate, and categorize data.

e Ability to counsel, treat and mediate, and/or provide first line supervision. Ability to persuade, convince, and
train others. Ability to advise and provide interpretation regarding the application of policies, procedures and
standards to specific situations.

e Ability to utilize a variety of advisory and design data and information such as incident/accident reports,
witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal
complaints, policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle
records, insurance forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines

and non-routine correspondence.

e  Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel,
Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers,
probation and parole personnel, news media representatives and the general public.

Mathematical Ability

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

Judgement and Situational Reasoning Ability

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

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

Physical Requirements

e Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad
car, firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test,
dictation equipment and radios.

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

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

e Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling. Ability
to exert necessary physical force to restrain or subdue individuals.

Environmental Adaptability

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





City of Stoughton Sergeant
Position Description

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date

Final 7/30/15





City of Stoughton
Position Description

Name: Department: Police
Classification Title: Policy Review & Development — Sergeant Pay Grade: 14  FLSA: N
Date: June 2015 Reports To: Lieutenant

Chief of Police

Purpose of Classification

The purpose of this position is to plan, organize and direct assigned shift personnel; supervise personnel and field training;
and protect life and property for the City of Stoughton, with a focus on creation and amendment of department policy.

Essential Duties and Responsibilities

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

¢ Develops new or amended policy & procedures, and makes recommendations to Chief of Police, and presents
policy changes to the department, elected leaders, Mayor, and others.

e Review policies on an annual basis.

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

e Conducts policy review and prepares policy compliance reports.

e Consults with Officer-in-Charge (OIC) regarding daily briefing and assignments.
® Assigns personnel to patrol and investigation tasks.

¢ Authorizes overtime of subordinate officers and dispatchers.

e Reviews reports for completeness and accuracy.

e Provideds evaluative feedback.

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

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

¢ Coordinates officer hiring processes and evaluates applicants for minimum qualifications, conducts interviews,
and assists with background evaluation process.

e Makes recommendations on hiring, promotion and transfer of employees.
e Briefs in-coming shift Officer-in-Charge (OIC).
® Receives complaints against officers/dispatchers and conducts internal investigations.

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





e Reviews daily patrol/dispatch task performance.

City of Stoughton Sergeant
Position Description

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

e Performs all duties of other first line supervisors as needed.

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

e Provides secondary patrol duties.

e Patrols City for illegal and dangerous activity.

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

¢ Responds to traffic collisions, rollovers and reported hazards. Gathers information from participants and
witnesses at scene regarding incidents. Clears road hazards. Assists emergency medical and rescue personnel at
traffic collisions with injured and extrications.

® Responds to citizen complaints. Evaluates situations and gathers information from participants and witnesses.
Detains and/or arrests suspects/participants and transports to appropriate agency. Provides aid to injured persons
as appropriate and within capabilities.

e Prepares incident and accident reports.

® Assists in traffic collision and criminal investigations. Gathers evidence and interviews witnesses and suspects.
Participates in search and surveillance activities.

e Testifies credibly in court as required.
e Logs patrol activity.
e Maintains knowledge of current policy and procedures, traffic and criminal ordinances, State and Federal laws.

¢ Maintains communication with general regarding public safety issues. May make public presentations to
community groups and students regarding crime prevention and policy activities.

e Maintains prompt predicable, reliable physical attendance.
e Maintains the ability to perform the physical duties performed by sworn law enforcement officers.

Additional Tasks and Responsibilities

While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this
classification and may also be performed by other sworn law enforcement officers.

e Deliver notices
o Issues parking citations

Minimum Training and Experience Required to Perform Essential Job Functions.





City of Stoughton Sergeant
Position Description

Wisconsin Police Officer certification with four years police officer experience, or any combination of education and
experience that provides equivalent knowledge, skills, and abilities. Associate degree Law Enforcement or related field
preferred. Certification/training in CPR, First Responder, intoxilyzer required. A valid Wisconsin motor vehicle
operator’s license is required and must be maintained.

Maintain the ability to lawfully possess and use a firearm.
Maintain the ability to credibly testify in court.
Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication
e Ability to analyze data and information using established criteria, in order to determine consequences and to

identify and select alternatives. Ability to compare, count, differentiate, measure and/or sort, as well as assemble,
copy, record and transcribe data and information. Ability to classify, compute, tabulate, and categorize data.

e Ability to counsel, treat and mediate, and/or provide first line supervision. Ability to persuade, convince, and
train others. Ability to advise and provide interpretation regarding the application of policies, procedures and
standards to specific situations.

*  Ability to utilize a variety of advisory and design data and information such as incident/accident reports,
witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal
complaints, policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle
records, insurance forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines
and non-routine correspondence.

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

Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers,
probation and parole personnel, news media representatives and the general public.

Mathematical Ability

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

Judgement and Situational Reasoning Ability

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

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

Physical Requirements

e Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad
car, firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test,
dictation equipment and radios.\





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

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

City of Stoughton Sergeant
Position Description

e Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling. Ability
to exert necessary physical force to restrain or subdue individuals.

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date

Final 7/30/15





City of Stoughton
Position Description

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

Date: June 2015 Reports To: Lieutenant
Chief of Police

Purpose of Classification

The purpose of this position is to plan, organize and direct assigned shift personnel; supervise personnel and field training;
and protect life and property for the City of Stoughton, with a focus on managing the internal affairs of the organization.

Essential Duties and Responsibilities

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

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

e Responsible for developing and implementing programs and advising on policy designed to minimize liability,
risk and incidents of misconduct.

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

® Assigns personnel to patrol and investigation tasks.

¢ Conducts policy review and prepares policy compliance reports.

* Authorizes overtime of subordinate officers and dispatchers.

* Reviews reports of completeness and accuracy of charges and orders changes as necessary.
¢ Schedules Department personnel for patrol, vacation, in-service trainings, etc.

e Directs new officer field training, documents training, and evaluates employee progression. Coordinates field
training with experienced officers.

® Coordinates officer hiring processes and evaluates applicants for minimum qualifications.

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

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

* Receives complaints against officer/dispatchers and conducts internal investigations and coaching as needed.
o Implements discipline, and is authorized to implement emergency administrative suspensions for cause.

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

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





City of Stoughton Sergeant
Position Description

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

e Provides secondary patrol duties.

e Patrols City for illegal and dangerous activity.

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

* Responds to traffic collisions, rollovers and reported hazards. Gathers information from participants and
witnesses at scene regarding incidents. Clears road hazards. Assists emergency medical rescues personnel at
traffic collisions with injured and extrications.

e Responds to citizen complaints. Evaluates situations and gathers information from participants and witnesses.
Detains and/or arrests suspects/participants and transports to appropriate agency. Provides aid to injured persons
as appropriate and within capabilities.

e Prepares incident and accident reports

* Assists in traffic collision and criminal investigations. Gathers evidence and interviews witnesses and suspects,
Participates in search and surveillance activities.

e Testifies in court as required.
e Logs patrol activity.

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

* Maintains communication with general regarding public safety issues. May make public presentations to
community groups and students regarding crime prevention and policy activities. Patrols City.

Additional Tasks and Responsibilities

While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this
classification and may also be performed by other sworn law enforcement officers.

e Deliver notices

e Issues parking citations
Minimum Training and Experience Required to Perform Essential Job Functions.
Wisconsin Police Officer certification with four years police officer experience, or any combination of education and
experience that provides equivalent knowledge, skills, and abilities. Associate degree Law Enforcement or related field

preferred. Certification/training in CPR, First Responder, intoxilyzer required. A valid Wisconsin motor vehicle
operator’s license is required and must be maintained.





City of Stoughton Sergeant
Position Description

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

Ability to analyze data and information using established criteria, in order to determine consequences and to
identify and select alternatives. Ability to compare, count, differentiate, measure and/or sort, as well as assemble,
copy, record and transcribe data and information. Ability to classify, compute, tabulate, and categorize data.

Ability to counsel, treat and mediate, and/or provide first line supervision. Ability to persuade, convince, and
train others. Ability to advise and provide interpretation regarding the application of policies, procedures and
standards to specific situations.

Ability to utilize a variety of advisory and design data and information such as incident/accident reports,
witness/victim statements, financial statements and ledgers, contracts, photos, crime lab reports, criminal
complaints, policy manuals, maps, directories, evidence collection manuals, driver license and motor vehicle
records, insurance forms, law books, equipment operating manuals, statutes, ordinances, procedures, guidelines
and non-routine correspondence.

Ability to communicate orally and in writing with witnesses/victims, suspects, attorneys, Department personnel,
Judges, medical care providers, community leaders, business owners, school personnel, juveniles, social workers,
probation and parole personnel, news media representatives and the general public.

Mathematical Ability

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

Judgement and Situational Reasoning Ability

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

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

Physical Requirements

Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as squad
car, firearms, restraint devices, intoxilyzer, radar gun, computer keyboard/typewriter, portable breath test,
dictation equipment and radios.

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

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

Ability to exert mildly heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling. Ability
to exert necessary physical force to restrain or subdue individuals.





City of Stoughton Sergeant
Position Description

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date

Final 7/30/15
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Stoughton Utilities

600 South Fourth Street
P.O. Box 383
Stoughton, WI 53589-0383

Serving Electric, Water & Wastewater Since 1886

Date: January 10, 2017

To: Stoughton Utilities Committee

From: Robert P. Kardasz, P.E.
Stoughton Utilities Director

Subject: Stoughton Utilities Proposed Updated Position Description for the Utilities Finance
Manager

The Utilities Finance and Administrative Manager position description has been updated to reflect
present Stoughton Utilities operations and the addition of the Stoughton Human Resources
Department. Accordingly, the proposed updated position description for the referenced Stoughton
Utilities position has modified to Utilities Finance Manager. There is no fiscal impact.

| am requesting that the Stoughton Utilities Committee approve the proposed updated position

description for the Utilities Finance Manager and recommend its approval to the Stoughton
Personnel Committee and the Stoughton Common Council.

Encl.

cc: Amy Jo Gillingham
Stoughton Human Resources and Risk Management Director

Sean O Grady
Stoughton Utilities Operations Superintendent

Brian R. Hoops
Stoughton Utilities Assistant Director






City of Stoughton
Position Description

Name: Department: Stoughton Utilities
Title: Utilities Finance &-Administrative-Manager  Pay Grade: FLSA: N
Date: Junelanuary, 20174 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 eusterer-and-general accounting functions
and information processing, and perform 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.

o Direct the operation of a central accounting system in a manner consistent with established and accepted
Utility 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.

o Administers the purchase card program. Reviews all credit transactions for accuracy, proper account
coding, and adequacy of supporting documentation.

o Directs treasury management operations, online banking, and fraud protection programs.

e Manages relationships with treasury management and investment service providers. Reviews service fees,
negotiates and develops contracts with service providers.

e Develop investment and borrowing strategies, optimize utility investments, and provides monthly reports.

e Do internal auditing and produce and cause a complete financial statement certified audit by a third party
CPA firm.

e Develops financial systems, policies, and procedures to ensure effective, efficient, and secure fiscal
management.

o Prepares and interprets financial statements, cost reports, and statements of receipts and expenditures at

regular intervals for use by the Utilities Director-and-Utilities-Operations-Superintendent, and Utilities

Committee.

e Compile statements of current operating and capital expenditures for use by the Utilities Director in
preparing budget estimates.

o Directs the preparation of the annual Utilities budget, including advising the Utilities Director, Ytitities
Operations—Superintendent,—Utilities Committee, and Utilities division supervisors in the review of
estimates and the preparation of individual budget requests.

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

e Prepares work order processing including time, material, and equipment allocations, work order closing,
and asset retirements, and provides support for direct billing.





Utilities Finance &-Administrative-Manager

o Directs the preparation of monthly general ledger account reconciliations.
o Audits the receipts and disbursement of Commitment to Community funds to ensure regulatory compliance.

e Analyzes Utilities debt structure and prepares recommendations to the Utilities Director and Utilities
Committee regarding debt management and restructuring.

o Participates in rating agency calls and handles continuing disclosure requirements.

e Research grant funding opportunities for utility divisions and customers, prepare grant applications and
maintain post-compliance monitoring and reporting.

¢ Instruct office and field personnel in standard procedures, regulations, and internal controls. Reviews work
performed for accuracy and effectiveness.

e Assist with the audit of the readings and billing of customer bills and refunds on finals, and monthly bills,
when required.

o Direct preparation of employee payroll, tax withholding payments, periodic reporting, maintenance of
adequate personnel records, and the administration of the employee benefits program with the City_of
Stoughton Director of Human Resources & Risk Management-Clerk/Persennel-Director.

o Participate in required City of Stoughton Common Council meetings, as well as required meetings of the

Utilities-Cemmittee, Finance-Committee, and Personnel Committees;-and-Commen-Counetmeetings.

o Assist with development and implementation of a public information program and public events to promote
a positive Utility environment in the City and service territory.

e Coordinates funding through the WI DNR Environmental Improvement Fund.

e Determines the necessity for and prepares rate applications for the Utilities Committee and the Public
Service Commission.

e Prepares annual reports to the Public Service Commission.

e Complies with all Stoughton Municipal 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 Acts as a backup for duties assigned to the Accountant Il position.

e Assists electric, wastewater and water divisions as required.

Minimum Training and Experience Required to Perform Essential Job Functions

e Bachelor's degree in Business Administration, Accounting, or Ffinancial Mmanagement. Preference for a
Certified Public Accountant. Minimum of ten years of management or project management related to
financial/accounting operations, preferably in the utility environment.





Utilities Finance &-Administrative-Manager

A valid motor vehicle operator’s license.

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 y
experience with automated accounting, flnanC|aI and b|II|ng systems. Famlllarltv W|th Mlcrosoft
Dynamics SL, and an aAdvanced user of Microsoft Office applications (Word, Excel, Access, and
PowerPoint) preferred.

Familiarity with State and Federal rules and regulations regarding utility systems_and accounting
requirements.

Comprehensive knowledge of electric, wastewater and water systems.

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

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

Ability to define problems collects data, establish facts, and draw conclusions. Good decision-making and
problem solving skills.

Ability to promote teambuilding and maintaining good working relationships within the Utility and other
City Departments.

Ability to develop and maintain good working relationships with contractors, community members, elected
officials, and regulatory staff.

Reguiresthe-ability toprovide firsthine-supervision—Ability to persuade, convince, and train others. Ability

to advise and provide interpretation regarding the application of policies, procedures and standards to
specific situations.

Requires the ability to utilize a wide variety of reference, descriptive, advisory and/or design data and
information such as financial statements, billing reports, reports, ledgers, journals, summaries, rate
applications, budgets, manuals/texts, codes, accounting systems, procedures and non-routine
correspondence.

Ability to communicate effectively with the Utilities Director;-Utilities- Operations-Superintendent and all

Utility personnel, other City departments, Utilities Committee, elected officials, auditors, technical support
contractors, and the public verbally and in written form.

Mathematical Ability

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

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

Judgement and Situational Reasoning Ability





Utilities Finance &-Administrative-Manager

e Requires the ability to apply principles of influence systems such as supervision, managing, leading,
teaching, directing, planning, coordinating and controlling.

e Ability to exercise independent judgment to apply facts and principles for developing approaches and
techniques to problem resolution.

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

o Requires the ability to coordinate eyes, hands, feet, and limbs in performing coordinated movements such
typing.

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

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

Supervisory Skills
e Ability to assign, supervise, and review the work of others.

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 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: N
Date: January, 2017 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 general accounting functions and
information processing, and perform 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.

o Direct the operation of a central accounting system in a manner consistent with established and accepted
Utility 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.

o Administers the purchase card program. Reviews all credit transactions for accuracy, proper account
coding, and adequacy of supporting documentation.

o Directs treasury management operations, online banking, and fraud protection programs.

e Manages relationships with treasury management and investment service providers. Reviews service fees,
negotiates and develops contracts with service providers.

e Develop investment and borrowing strategies, optimize utility investments, and provides monthly reports.

e Do internal auditing and produce and cause a complete financial statement certified audit by a third party
CPA firm.

e Develops financial systems, policies, and procedures to ensure effective, efficient, and secure fiscal
management.

o Prepares and interprets financial statements, cost reports, and statements of receipts and expenditures at
regular intervals for use by the Utilities Director, and Utilities Committee.

e Compile statements of current operating and capital expenditures for use by the Utilities Director in
preparing budget estimates.

o Directs the preparation of the annual Utilities budget, including advising the Utilities Director, Utilities
Committee, and Utilities division supervisors in the review of estimates and the preparation of individual
budget requests.

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

o Prepares work order processing including time, material, and equipment allocations, work order closing,
and asset retirements, and provides support for direct billing.





Utilities Finance Manager

Directs the preparation of monthly general ledger account reconciliations.
Audits the receipts and disbursement of Commitment to Community funds to ensure regulatory compliance.

Analyzes Utilities debt structure and prepares recommendations to the Utilities Director and Utilities
Committee regarding debt management and restructuring.

Participates in rating agency calls and handles continuing disclosure requirements.

Research grant funding opportunities for utility divisions and customers, prepare grant applications and
maintain post-compliance monitoring and reporting.

Instruct office and field personnel in standard procedures, regulations, and internal controls. Reviews work
performed for accuracy and effectiveness.

Assist with the audit of the readings and billing of customer bills and refunds on finals, and monthly bills,
when required.

Direct preparation of employee payroll, tax withholding payments, periodic reporting, maintenance of
adequate personnel records, and the administration of the employee benefits program with the City of
Stoughton Director of Human Resources & Risk Management.

Participate in required City of Stoughton Common Council meetings, as well as required meetings of the
Utilities, Finance, and Personnel Committees.

Assist with development and implementation of a public information program and public events to promote
a positive Utility environment in the City and service territory.

Coordinates funding through the W1 DNR Environmental Improvement Fund.

Determines the necessity for and prepares rate applications for the Utilities Committee and the Public
Service Commission.

Prepares annual reports to the Public Service Commission.

Complies with all Stoughton Municipal 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.

Acts as a backup for duties assigned to the Accountant Il position.

Assists electric, wastewater and water divisions as required.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in Business Administration, Accounting, or Financial Management. Preference for a
Certified Public Accountant. Minimum of ten years of management or project management related to
financial/accounting operations, preferably in the utility environment.

A valid motor vehicle operator’s license.

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 experience with automated accounting, financial, and billing systems. Familiarity with
Microsoft Dynamics SL, and an advanced user of Microsoft Office applications (Word, Excel, Access, and
PowerPoint) preferred.





Utilities Finance Manager

e Familiarity with State and Federal rules and regulations regarding utility systems and accounting
requirements.

o Comprehensive knowledge of electric, wastewater and water systems.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

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

o Ability to define problems collects data, establish facts, and draw conclusions. Good decision-making and
problem solving skills.

e Ability to promote teambuilding and maintaining good working relationships within the Utility and other
City Departments.

o Ability to develop and maintain good working relationships with contractors, community members, elected
officials, and regulatory staff.

e Ability to persuade, convince, and train others. Ability to advise and provide interpretation regarding the
application of policies, procedures and standards to specific situations.

e Requires the ability to utilize a wide variety of reference, descriptive, advisory and/or design data and
information such as financial statements, billing reports, reports, ledgers, journals, summaries, rate
applications, budgets, manuals/texts, codes, accounting systems, procedures and non-routine
correspondence.

o Ability to communicate effectively with the Ultilities Director and all Utility personnel, other City
departments, Utilities Committee, elected officials, auditors, technical support contractors, and the public
verbally and in written form.

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

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

Judgement and Situational Reasoning Ability
e Requires the ability to apply principles of influence systems such as supervision, managing, leading,
teaching, directing, planning, coordinating and controlling.

e Ability to exercise independent judgment to apply facts and principles for developing approaches and
techniques to problem resolution.

o Requires the 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

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

o Requires the ability to coordinate eyes, hands, feet, and limbs in performing coordinated movements such
typing.





Utilities Finance Manager

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

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

Supervisory Skills
e Ability to assign, supervise, and review the work of others.

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 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






Stoughton Utilities

600 South Fourth Street
P.O. Box 383
Stoughton, WI 53589-0383

Serving Electric, Water & Wastewater Since 1886

Date: January 10, 2017
To: Stoughton Utilities Committee
From: Brian G. Erickson

Stoughton Utilities Wastewater System Supervisor

Robert P. Kardasz, P.E.
Stoughton Utilities Director

Subject: Stoughton Utilities Proposed Updated Position Descriptions for Utilities
Wastewater Operator, Utilities Basic Certified Wastewater Operator, Utilities
Advanced Certified Wastewater Operator, Utilities Advanced Certified
Wastewater Operator / Laboratory Technician, and Wastewater System Supervisor.

The Wisconsin Department of Natural Resources (DNR) has recently changed the requirements
for state wastewater certification. Accordingly, the proposed updated position descriptions for the
referenced five Stoughton Ultilities positions have been modified. There is no fiscal impact.

We are requesting that the Stoughton Utilities Committee approve the proposed updated position
descriptions for the Utilities Wastewater Operator, Utilities Basic Certified Wastewater Operator,
Utilities Advanced Certified Wastewater Operator, Utilities Advanced Certified Wastewater
Operator / Laboratory Technician, and Wastewater System Supervisor and recommend their
approval to the Stoughton Personnel Committee and the Stoughton Common Council.

Encl.

cc: Amy Jo Gillingham
Stoughton Human Resources and Risk Management Director

Sean O Grady
Stoughton Utilities Operations Superintendent

Brian R. Hoops
Stoughton Utilities Assistant Director






Name:
Title:
| Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Wastewater Operator Pay Grade: FLSA: N
Junre—2045January 2017 Reports To: Wastewater System Supervisor

Purpose of Position

| The purpose of this position is to assist with the maintenanceain and operateion of the wastewater treatment facilities
and sanitary sewer collection system for the City of Stoughton.

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

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

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

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

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

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

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

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities safety programs.

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

Performs custodial tasks.

Paints surfaces.

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

Assists with water and electric operations as required.





Wastewater Operator

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent with three-one years wastewater, water works, equipment operation,
mechanics, or related experience.

e Valid driver’s license required, with ability to obtain a Scommercial driver’s license with tanker and air brake

certification-reguired.

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

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

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

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

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

Mathematical Ability

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

Judgment and Situational Reasoning Ability

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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

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

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

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





Wastewater Operator





Wastewater Operator

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date






Name:
Title:
Date:

City of Stoughton
Position Description

Department:  Utilities — Wastewater System Division
Wastewater Operator Pay Grade: FLSA: N
January 2017 Reports To: Wastewater System Supervisor

Purpose of Position

The purpose of this position is to assist with the maintenance and operation of the wastewater treatment facilities
and sanitary sewer collection system for the City of Stoughton.

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

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

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

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

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

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

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

Serves on-call status for wastewater/water operations.

Complies with all Stoughton Utilities safety programs.

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

Performs custodial tasks.

Paints surfaces.

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

Assists with water and electric operations as required.





Wastewater Operator

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

o Valid driver’s license required, with ability to obtain a commercial driver’s license with tanker and air brake
certification.

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

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

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

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

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

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

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

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

Physical Requirements

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

e Ability to repair complex equipment and machinery.

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

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

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

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





Wastewater Operator

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date





