OFFICIAL NOTICE AND AGENDA

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

Meeting of the: \Personnel Committee of the City of Stoughton

Date /Time: Monday, October 1, 2018 @ 6:00 pm
Location: Mayor’s Office (381 E Main St, Stoughton WI 53589)
Members: Lisa Reeves (Chair), Matt Bartlett (Vice-Chair), Sid Boersma, Thomas Majewski and

Mayor Timothy Swadley (ex-officio member)

1 Call to Order

2 Communications/Updates

3 Discussion and possible action regarding hiring for Utilities Director position

4 Discussion and possible action regarding the revised Utilities Director position description
5 Future Agenda ltems

e General Employee Sick Time in regards to Retirement
e Work rules update and on-call status
o Email/Electronic vs paper paystubs

e Timesheet Entry

6 Adjournment

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

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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Position Descrlptmn
Name: Robert P. Kardasz Department Stoughton Ut;htles M [C, Mh{,m/\ %ﬁd\)
Position Titlé: Utilities Director Pay Grade: : FLSA E @M o4 j [OUNE
Date: May, 2014 | ) Reliert's 'I"D.: ) Maﬁroxt ‘

Purpose of Position

The purpose of this position is to supervise and direct the operations of Stoughton Utilities.

Essential Duties and Responsibilities

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

s  Supervises and directs wastewater, water, and electric operations; prepares and monitors budgets, plans, and
goals; develops policies and procedures; implements operations study recommendations; maintains utility
service quality standards; coordinates various construction and development programs; ensures compliance

with Safe Drinking Water Act, Clean Water Act, and other local, State, and Federal mandates.
s Ke F‘?ﬁLQU!SUl’S
. Prov1des direction and assistance to the’ Haming D1v1510n’i‘%e:rd1ng engineering studles utilities safety
programs, CAD and SCADA. implementation, well abandonment and well head protection programs, and other
programs. Provides information and assistance, and coordinates activities with other divisions, consultants,

auditors, regulatory agencies, customers, efc,

s Coordinates Stoughton Utilities capital projects; implements long-range plans; oversees thé worlk of
consultants; reports to the Mayor, Utilities Commiftee, and the Common Council.

e Coordinates all eleciric, water and wastewater infrastructure projects with the direct assistance of the Utilities
Operators Superintendent.

e  Supervises and directs the activities of division supervisors; participates in staff hiring and promotion programn;
determines and fmplements disciplinary actions and prepares personnel evaluations; prov1des assistanice
regarding staff developrent.

«  Tacilitates staff meetings; participates in Utilities and other Committee meetings, Common Council meetings,
and meetings of the Leadership Team, Tree-Gommission=lveetings,- Techni Mﬂmfomiﬁee meetings,
Risk Management Committee, SafetyzGommittee=and-other commiftec meetings.

s Serves on the Wisconsin Public Power Energy Board of Directors and serve as a representative to the
Municipal Electric Utilities of Wisconsin, the Wisconsin Rural Water Associatioi_i, Wisconsin Wastewater
Operators Association, American Water Works ‘Association, and the American Public Power Asscciation,

e  Resolves public and régulatory agency inquiries.

e Complies with all Stoughton Utilities Safety Programs.






Minimum Training and Experience Required to Perform Essential Job Functions

(U T
Bachelor’s degree in Civil Engineering or a related ﬁeld with a minimum of ten years of respon31ble wiilities
experience, including supervisory experience, or any combination of education and experience that provides

equivalent knowledge, skills, and abilities. Be a professional engineer licensed to practice in Wisconsin, Possesses.«
a valid motor vehicle operator’s license. Must have DNR-Grade-1-GD-Waterwerks-0 ks-Operater-dicense. DNR N
Wastewater Operator License preferred. frud4-lan. o) TR CO f i O (.A’WPU i b O,

—_ ?\J»L'ETM\_D_L)__) Qﬂ-—‘o o P Dipa e
. Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements
e  Ability to operate a variety of office equipment including computer, photocopier, fax machine, telephone, etc.

s Ability to operate a motor vehicle.

Supervisory Skills

o Ability to assign, supervise, review, develop, improve and implement procedures to improve the work of others.
e Abjlity to make decisions regarding the selection, discipline, and discharge of employees.

Mathematical Ability

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

Language Ability and Juterpersonal Communication

e Ability to comprehend and interpret a variety of documents including activity reports, water reports, electric
reports, wastewater repoits, training forms, time sheets, payment due lists, letters and other correspondence,
engineering studies, capital projects plans, Administrative Codes, State Statutes, Federal Register, and other
requirements, safety manuals, engineering references, etc.

»  Ability to prepare a variety of documents including per formance evaluations, training forms, time sheets,
vehicle reports, letters and other cortespondence, etc. using prescribed format and conforming to all rules of
puactuation, grammar, diction, and style.

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

e Ability to communicate effectively with Utilities division supervisors and other staff, customers, the Mayor,
alderpersons, and other City officials, engineering and legal consultants, auditors, regulators, congressional
delegates, the general public, and others verbally and in writing.

Judgment and Situational Reasoning Ability

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

e Ability to exercise the judgment, decisiveness and creativity recjuired in situations involving the evaluation of
information against sensory and/or judgmental criteria; make decisions, and follow through on the
consequences.
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Environmental Adaptability
. Ability to work effectively in an office environment, at work sites, and in public meetings.
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

i . "

Digie Date
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UTILITIES
UTILITIES DIRECTOR

o

City of Stoughtonﬁ

SALARY RANGE: PAY GRADE: FLSA: E
REPORTS TO: Mayor

SUMMARY OF POSITION:

The purpose of this position is to supervise and direct the operations of Stoughton
Utilities.

DUTIES AND RESPONSIBILITIES:

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

e Supervises and directs wastewater, water, and electric operations; prepares
and monitors budgets, plans, and goals; develops policies and procedures;
implements operations study recommendations; maintains utility service
quality standards; coordinates various construction and development
programs; ensures compliance with Safe Drinking Water Act, Clean Water Act,
and other local, State, and Federal mandates.

e Provides direction and assistance to the Utilities Division Supervisors regarding
engineering studies, utilities safety programs, CAD and SCADA
implementation, well abandonment and well head protection programs, and
other programs. Provides information and assistance, and coordinates activities
with other divisions, consultants, auditors, regulatory agencies, customers, etc.

e Coordinates Stoughton Utilities capital projects; implements long-range plans;
oversees the work of consultants; reports to the Mayor, Utilities Committee,
and the Common Council.

e Coordinates all electric, water and wastewater infrastructure projects with the
direct assistance of the Utilities Operators Superintendent.

e Supervises and directs the activities of division supervisors; participates in staff
hiring and promotion program; determines and implements disciplinary actions
and prepares personnel evaluations; provides assistance regarding staff
development.

e Facilitates staff meetings; participates in Utilities and other Committee

meetings, Common Council meetings, and meetings of the Leadership Team,
Risk Management Committee, and other committee meetings.
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Serves on the Wisconsin Public Power Energy Board of Directors and serve as a
representative to the Municipal Electric Utilities of Wisconsin, the Wisconsin
Rural Water Association, Wisconsin Wastewater Operators Association,
American Water Works Association, and the American Public Power Association.

Resolves public and regulatory agency inquiries.

Complies with all Stoughton Utilities Safety Programs.

QUALIFICATIONS:

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

Education/Training/Certifications

Bachelor’s degree in Civil Engineering preferred, or Bachelor’s degree in
Business, or related field with a minimum of ten years of utilities experience,
including management and supervisory experience, or any combination of
education and experience that provides equivalent knowledge, skills, and
abilities.

Must have (or obtain within three years) DNR Grade 1-GD Waterworks
Operator License.

DNR Wastewater Operator License preferred.
Previous business development experience preferred but not required.

Possesses a valid motor vehicle operator’s license.

Language Skills and Interpersonal Communication

Ability to comprehend and interpret a variety of documents including activity
reports, water reports, electric reports, wastewater reports, training forms,
time sheets, payment due lists, letters and other correspondence, engineering
studies, capital projects plans, Administrative Codes, State Statutes, Federal
Register, and other requirements, safety manuals, engineering references, etc.

Ability to prepare a variety of documents including performance evaluations,
training forms, time sheets, vehicle 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 give and
follow instructions.

Ability to use and interpret civil, environmental, and electrical engineering and
accounting terminology.

Ability to communicate effectively with Utilities division supervisors and other
staff, customers, the Mayor, alderpersons, and other City officials, engineering
and legal consultants, auditors, regulators, congressional delegates, the
general public, and others verbally and in writing.

Council Approved June 10, 2014





Mathematical Skills
e Ability to add, subtract, multiply, divide, calculate decimals and percents,
and make use of the principles of basic algebra, geometry, and descriptive
statistics.

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

e Ability to exercise the judgment, decisiveness and creativity required in
situations involving the evaluation of information against sensory and/or
judgmental criteria; make decisions, and follow through on the consequences.

Physical Requirements
e Ability to operate a variety of office equipment including computer,
photocopier, fax machine, telephone, etc.

e Ability to operate a motor vehicle.

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

e Ability to work effectively in an office environment, at work sites, and in public
meetings.

EQUAL OPPORTUNITY EMPLOYER:
The City of Stoughton is an Equal Opportunity Employer. In compliance with

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