OFFICIAL NOTICE AND AGENDA

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

Meeting of: PERSONNEL COMMITTEE
Date /Time: Monday, December 3, 2012 @ 5:30PM
Location: Mayor’s Office at City Hall
381 E. Main St. Stoughton, WI
Members: Larry Peterson (Chair), Sonny Swangstu, Michael Engelberger, Tricia Suess,

Mayor Donna Olson (ex-officio member)

ATTN COMMITTEE MEMBERS: THREE (3) MEMBERS NEEDED FOR A QUORUM. The
committee may only conduct business when a quorum is present. If you are unable to attend the
meeting, please notify the City Clerk by calling (608)873-6677 or via email nprobst@ci.stoughton.wi.us.

CALL TO ORDER

1 Communications

CONSENT AGENDA

2 Minutes of 11-19-2012 meeting
NEW BUSINESS

3 Job description for Utilities GIS Technician Position

IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THIS MEETING,
PLEASE CALL 873-6677 PRIOR TO THIS MEETING.

By: Personnel Committee Chair Larry Peterson, City Clerk Nick Probst
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City of Stoughton

Personnel Committee Minutes
Mayor’s Office at City Hall
November 19, 2012 @ 5:30pm.

Members: Larry Peterson, Sonny Swangstu, Michael Engelberger, Tricia Suess, Mayor Donna
Olson.

Chairman Peterson called the meeting to order at 5:30pm.

All Personnel Committee members were in attendance. Streets Superintendent Karl Manthe,
Clerical Assistant Deb Blaney, Urban Forester Randy Nelson and Utilities Director Bob Kardasz
were in attendance.

Personnel Director Nick Probst informed that the WPPA contract had been finalized and signed.

MOTION: Suess moved to approve the committee minutes of 9-10-2012. Second by
Engelberger. Motion carried.

Probst presented Work Rules amendments for Severe Weather and Standby time. Kardasz and
Manthe also provided information.

MOTION: Engelberger moved to approve the Work Rules amendments as presented. Second
by Suess. Motion carried.

Probst presented the 2013 Planning and Clerk/Personnel clerical assistant job descriptions.

MOTION: Peterson moved to approve the job descriptions as presented. Second by Swangstu.
Motion carried.

MOTION: Engelberger moved to adjourn the meeting. Second by Suess. Motion carried.
The meeting adjourned at 6:30pm.

R/S Nick Probst






Stoughton Utilities

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

Serving Electric, Water & Wastewater Since 1886

Date: November 20, 2012

To: Nick Probst
Stoughton City Clerk and Personnel Director (Packet via E-Mail)

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

Subject: Item For The December 3, 2012 Personnel Committee Meeting Packet And Potentially For The
December 11, 2012 Stoughton Common Council Meeting Packet.

The item from the November 19, 2012 Regular Stoughton Utilities Committee Meeting is enclosed. Please
include it in the December 3, 2012 Personnel Committee Meeting Packet and potentially in the December 11,
2012 Stoughton Common Council Meeting Packet.
e Stoughton Utilities Proposed GIS Technician Position.
Encl.
cc: Mayor Donna L. Olson, Chairperson-Stoughton Utilities Committee (Packet via E-Mail)
Sean O Grady-Stoughton Utilities Operations Superintendent (Memo via E-Mail)

Brian R. Hoops-Stoughton Utilities Office and Information Systems Supervisor (Packet via E-Mail)

Kim M. Jennings, CPA-Stoughton Utilities Finance and Administrative Manager (Memo via E-Mail)





DRAFT STOUGHTON UTILITIES COMMITTEE REGULAR MEETING

MINUTES

Monday, November 19, 2012 - 5:00 p.m.
Edmund T. Malinowski Board Room
Stoughton Utilities Administration Office
Stoughton Utilities Building

600 S. Fourth St.

Stoughton, Wisconsin

Members Present:

Excused:
Absent:

Others Present:

Alderperson Michael Engelberger, Citizen Member David Erdman,
Mayor Donna Olson, Citizen Member Alan Staats, and
Alderperson Elvin (Sonny) Swangstu.

Citizen Member Jonathan Hajny and Alderperson Eric Hohol.
None.

Stoughton Utilities Office and Information Systems Supervisor
Brian Hoops, Stoughton Utilities Finance and Administrative

Manager Kim Jennings, CPA, and Stoughton Utilities Director
Robert Kardasz, P.E.

Stoughton_Utilities Proposed GIS Technician Position: Stoughton Utilities Director

Robert Kardasz and Stoughton Utilities Office and Information Systems Supervisor Brian
Hoops presented and discussed the Stoughton Utilities proposed GIS Technician position.
Discussion followed. Motion by Alderperson Michael Engelberger, the motion seconded by
Alderperson Elvin (Sonny) Swangstu, to approve the proposed Stoughton Utilities GIS
Technician position at a compensation of $26.54 per hour and recommend it to the
Stoughton Personnel Committee on December 3, 2012 and the Stoughton Common Council
on December 11, 2012. The motion carried unanimously.





Stoughton Utilities

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

Serving Electric, Water & Wastewater Since 1886

Date: November 13, 2012
To: Stoughton Utilities Committee
From: Brian R. Hoops

Stoughton Utilities Office and Information Systems Supervisor

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

Subject: Stoughton Utilities Proposed GIS Technician Position.

With the resignation of our Engineering Technician Il position, we have reviewed our present and
future operational needs and how they relate to our vacant position.

The primary purpose of the revised Utilities GIS Technician position is to be update, maintain, and
improve the utility GIS, as well as all associated add-on modules. In addition, the position will ensure
that utility facilities, equipment, and GPS coordinates are accurately recorded and mapped. The
position will also be responsible for training other utility staff, including those in the field, on the
proper use and application of the GIS data.

We have evaluated our requirements with those of similar positions at the following utilities and their
corresponding compensation schedules, yielding the following hourly rates:

Hartford Utilities $23.46
Kaukauna Utilities $33.16
Manitowoc Utilities $25.64
Marshfield Utilities $27.33
New Richmond Utilities $24.52
Oconomowoc Utilities $23.54
Plymouth Utilities $28.48
Sun Prairie Utilities $26.20

These comparables yield an average hourly compensation of $26.54. The Utilities Engineering
Technician Il position wage was $29.56.

We are requesting that the Stoughton Utilities Committee approve the Stoughton Utilities proposed
GIS Technician position description and corresponding hourly wage of $26.54, and recommend the
position description and corresponding wage scale.

Encl.





City of Stoughton
Position Description

Name: Department:  Stoughton Utilities Accounting
& Consumer Services Division

Title: Utilities GIS Technician Pay Grade: FLSA:

Date: November, 2012 Reports To: Utilities Office & Information

Systems Supervisor

Purpose of Position

The purpose of this position is to maintain Stoughton Utilities” Geographic Information System (GIS) database and
software. Work performed is creative and corrective in nature, and will encompass the electric, water, and wastewater
utilities.

This position will maintain and update the utility’s GIS records spanning all departments, as well as ensuring that the
system is efficiently utilized by utility personnel. Existing systems will be utilized, and the position will also make
recommendations and assist with the implementation of new systems and add-ons.

Work is performed independently within established policies, procedures, and technical guidelines, and is supervised and
reviewed by the Office & Information Systems Supervisor.

Essential Duties and Responsibilities

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

o Responsible for the administration, updates, maintenance, and improvements of the utility GIS, as well as any
associated add-on modules or software packages.

e Ensure that utility facilities, equipment, and GPS coordinates are accurately recorded, maintained, updated as needed,
and rendered on the GIS and other databases as required.

o Ensure that all employees who utilize the GIS receive the appropriate level of training to efficiently utilize the system
in the performance of their respective job duties.

¢ Implement and maintain systems related to and/or based off of the GIS, including staking and engineering software,
utility Northstar Customer Information System (CIS) communications, departmental work order programs, outage
management software, mobile data access, etc.

o Works with contractors and vendors as required to implement, update, and maintain the GIS. Makes
recommendations for GIS improvements.

o Works to ensure that the proper protocols are instituted and followed to ensure data accuracy and reliability.

o Follows all accounting procedures to track materials, supplies, and equipment. Prepares forms, records, and written
correspondence necessary to complete project file information.





Utilities GIS Technician

e Coordinate and assist with all computer aided drafting requirements, and maintain existing drawings for all three
utilities.

e Acts as the primary backup to the Office & Information Systems Supervisor with regards to Utility technology
requirements.

o Assists with basic IP based wired and wireless LAN/WAN networking setups, configuration, implementation, and
troubleshooting. Maintains, configures and troubleshoots Windows based workstations and servers, Cisco networking
and VolP equipment, and other networking equipment as required.

e Assists with basic network user setups, including adding/updating user and equipment accounts, assigning rights and
access, resetting passwords, configuring telephone setups, etc.

e Assists with basic troubleshooting and maintenance of printers and other office equipment.

e Assists in the installation and maintenance of meter reading and test equipment and assists in adding single and three-
phase meter test programs. Programs demand and kWh test criteria to electric test board as required. Acts as
metering handheld loading/unloading backup as required.

e Assist with the creation and updating of policies, procedures, technical guidelines, and construction standards.

e Assist in storeroom inventory as required.

e Maintains records and prepares reports as required.

o Complies with all Stoughton Utilities Safety programs.

e  Operate all manner of computer and office equipment.

e Attend seminars, conferences, pre-construction meetings, regional user group meetings, and other meetings as
required.

e Perform other duties as required.

Minimum Training and Experience Required to Perform Essential Job Functions

e High school diploma, Bachelor’s or Vocational degree in GIS and continued technical training in GIS practices,
surveying, personal computers, basic accounting, or related fields with three years municipal or utilities GIS
experience, or any combination of education and experience that provides equivalent knowledge, skills, and abilities.

e Considerable experience with GIS which provides an equivalent combination of education and related work
experiences providing the necessary knowledge, abilities, and skills as listed

e GISP Preferred (GIS Professional Certification)

e Extensive experience using ESRI’s ArcGIS 9.x suite.

e Working knowledge of AutoCAD.

o Working knowledge of work order, job order, and utility accounting processes.

e Thorough knowledge of database software (Microsoft Access/SQL Server) and architecture used in GIS applications.





Utilities GIS Technician

Working knowledge of programming with VB.net, Python Scripting, Arc Objects, CT and SQL.

Comprehensive knowledge of computers in a Windows desktop and server environment, including MS Word, Excel
and Access.

Working knowledge of networking fundamentals, including IP-based wired and wireless LAN and WAN networks,
Cisco networking hardware and 10S, Microsoft Active Directory, and Cisco VoIP phone system.

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

Ability to explain, demonstrate and train others within well established policies, procedures and standards, including
the ability to act in a lead capacity. Ability to interpret policies, procedures and standards.

Ability to utilize a variety of advisory data and information such as work orders, purchase orders, staking sheets,
maps, outage reports, hazardous materials lists, safety manuals and procedures, computer software operating manuals,
construction specifications, time sheets, vehicle logs, accident reports, technical operating manuals, procedures and
guidelines.

Ability to communicate effectively with customers, vendor representatives, co-workers, contractors, and other city
employees.

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 judgement to apply facts and
principles for developing approaches and techniques to problem resolution.

Requires the ability to exercise the judgement, decisiveness and creativity required in situations involving the
direction, control and planning of an entire program or multiple programs.

Physical Requirements

Ability to maintain and operate all Stoughton Utilities technologies.

Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
terminal, calculator/adding machine, remittance processing system, cash register, postage meter, photocopier, paper
cutter, hand punch and telephone.





Utilities GIS Technician

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

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

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the 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:  Stoughton Utilities Accounting
& Consumer Services Division
Title: Utilities GIS TechnicianUtHities Pay Grade: FLSA:
N haici
Date: November, 2012 Reports To: Utilities Office & Information

Systems Supervisor

Purpose of Position
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Utilities EngineeringTechnician-HGIS Technician

Responsible for the administration, updates, maintenance, and improvements of the utility GIS, as well as any

associated add-on modules or software packages.

Ensure that utility facilities, equipment, and GPS coordinates are accurately recorded, maintained, updated as needed,

and rendered on the GIS and other databases as required.

Ensure that all employees who utilize the GIS receive the appropriate level of training to efficiently utilize the system

in the performance of their respective job duties.

Implement and maintain systems related to and/or based off of the GIS, including staking and engineering software,

utility Northstar Customer Information System (CIS) communications, departmental work order programs, outage
management software, mobile data access, etc.

Works with contractors and vendors as required to implement, update, and maintain the GIS. Makes

recommendations for GIS improvements.

Works to ensure that the proper protocols are mstrtuted and followed to ensure data accuracy and reliability.

Follows all accounting procedures to track materrals supplres and equrpment Prepares forms, records, and written
correspondence necessary to complete project file information.

e Coordinate and assist with all computer aided mapping-drafting system-requirements-along-with-maintaining-our
contiruingpropertyrecords-data-base, and maintain existing drawings for all three utilities.

Acts as the primary backup to the Office & Information Systems Supervisor with regards to Utility technology

requirements.

Assists with basic IP based wired and wireless LAN/WAN networking setups, configuration, implementation, and

troubleshooting. Maintains, configures and troubleshoots Windows based workstations and servers, Cisco networking
and VVolP equipment, and other networking equipment as required.

Assists with basic network user setups, including adding/updating user and equipment accounts, assigning rights and

access, resetting passwords, configuring telephone setups, etc.

Assists with basic troubleshooting and maintenance of printers and other office equipment.

Assists in the installation and maintenance of meter reading and test equipment and assists in adding single and three-

phase meter test programs. Programs demand and kWh test criteria to electric test board as required. Acts as
metering handheld loading/unloading backup as required.

Assist with the creation and updating of policies, procedures, technical guidelines, and construction standards.

Assist in storeroom inventory as required.

Maintains records and prepares reports as required.

o Complies with all Stoughton Utilities Safety programs.





Utilities EngineeringTechnician-HGIS Technician

Operate all manner of computer and office equipment.

Attend seminars, conferences, pre-construction meetings, regional user group meetings, and other meetings as

required.

*—

Perform other duties as required.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma, Bachelor’s or VVocational degree in GIS and continued technical training in GIS practices,
surveying, personal computers, basic accounting, or related fields with three years municipal or utilities GIS

Considerable experience with GIS which provides an equivalent combination of education and related work

experiences providing the necessary knowledge, abilities, and skills as listed

GISP Preferred (GIS Professional Certification)

Extensive experience using ESRI’s ArcGIS 9.x suite.

Working knowledge of AutoCAD.

Working knowledge of work order, job order, and utility accounting processes.

Thorough knowledge of database software (Microsoft Access/SQL Server) and architecture used in GIS applications.

Working knowledge of programming with VVB.net, Python Scripting, Arc Objects, CT and SOL.

Comprehensive knowledge of computers in a Windows desktop and server environment, including MS Word, Excel

and Access.

Working knowledge of networking fundamentals, including IP-based wired and wireless LAN and WAN networks,

Cisco networking hardware and 10S, Microsoft Active Directory, and Cisco VolP phone system.

*—





| Utilities EngineeringTechnician-HGIS Technician
|

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

e Ability to explain, demonstrate and train others within well established policies, procedures and standards, including
the ability to act in a lead capacity. Ability to interpret policies, procedures and standards.

o Ability to utilize a variety of advisory data and information such as work orders, meterreading-reports—power-guatity
and-stray-voltage-reports;-purchase orders, bitingreperts-staking sheets, maps, outage reports, hazardous materials

lists, safety manuals and procedures, computer software operating manuals, construction specifications, transformer
mantals-PCB-manual-time sheets, vehicle logs, accident reports, technical operating manuals, procedures and
guidelines.

+—Ability to communicate effectively with customers, vendor representatives, co-workers, law-enforcementpersonnel;
eleetricians; contractors, tree-trimmers-and other city employees.

Mathematical Ability

e Requires the ability to perform addition, subtraction, multiplication, and division; calculate percentages and decimals;
may requwe the abllltv to perform mathematlcal operatlons with fractlons and algebra. A@JJW—FG—G&#GH#&FG—BEFG@FH&Q@S—

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 judgement to apply facts and
principles for developing approaches and techniques to problem resolution.

e Requires the ability to exercise the judgement, decisiveness and creativity required in situations involving the
direction, control and planning of an entire program or multiple programs.

Physical Requirements

e Ability to maintain and operate all Stoughton Utilities technologies.






| Utilities Engineering-TFechnician-HGIS Technician

e Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
terminal, calculator/adding machine, remittance processing system, cash reqgister, postage meter, photocopier, paper
cutter, hand punch and telephone.

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

o Ability to exert very moderate physical effort in sedentary to light work, typically involving some combination of
stooplnq kneellnq crouchlnq and crawlmq I|ft|nq carrylnq pushing and pulllnq Abl-l+t+y—te—epe+ca{e~eqa+pmem—and

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 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





