Finance and Labor Relations Committee
Regular Meeting
Thursday, October 8, 2020 at 6:00 p.m.

Due to the COVID 19 orders of social distancing this meeting will be held virtually
at: https://meet.google.com/ctf-zfdm-ojz or call 478-352-1618 and enter pin 504 283 662#

Agenda and materials can be found at:
https://www.ci.evansville.wi.gov/city government/public agendas minutes/finance and labor.p

hp
AGENDA
1. Call to order.
2. Roll call.
3. Approval of Agenda.
4, Motion to waive the reading of the minutes of the September 3, 2020 regular meeting and
to approve them as printed.
5. Citizen appearances other than agenda items listed.

Motion to accept the City bills as presented in the amount of $1,035,592.69

7. New Business:
A. Motion to approve the temporary pay increase for Patrick Hartin as acting Water
Plant Operator (OIC).
B. Motion to approve the purchase of online building permit software and submit
for CARES Act reimbursement.
Motion to approve City Treasurer job description.
Motion to recommend Employment Agreement with Judy Walton.
Motion to approve Deputy City Clerk job description.
Motion to approve Accounts Clerk job description.
Motion to approve Utility Billing Clerk job description.
Motion to approve General Custodian job description.
Discussion regarding ordinance and contract protections for City Officer
positions.

~IOMMOUO

8. City Administrator/Finance Director Report.

Discussion on options to fill the City Administrator position.

Discussion on consulting options with Patrick Rigg after November 5™, 2020.
Assignment of duties in absence of City Administrator.

Discussion and motion to recommend Resolution 2020-22, Adopting 2021
Operating and Capital Budget and Setting Tax levies.

CoOow>

0. Unfinished Business:
10. Meeting Discussion:
A. Next regular meeting November 5, 2020 at 6:00 p.m.


https://meet.google.com/ctf-zfdm-ojz
https://www.ci.evansville.wi.gov/city_government/public_agendas_minutes/finance_and_labor.php
https://www.ci.evansville.wi.gov/city_government/public_agendas_minutes/finance_and_labor.php

12.

11.

Adjourn
Rick Cole, Chair

Requests for persons with disabilities who need assistance to participate in this meeting
should be made to the City Clerk’s office by calling 882-2266 with as much advance notice

as possible.

Please turn off all cell phones while the meeting is in session. Thank you.



1)
2)

3)
4)
5)
6)

7)

Finance and Labor Relations Committee
Regular Meeting
Thursday, September 3, 2020 at 6:00 p.m.

Due to the COVID 19 orders of social distancing this meeting will be held virtually

at: https://meet.google.com/ctf-zfdm-o0jz or call 478-352-1618 and enter pin 504 283 662#

b)

MINUTES

Call to order. Cole called the meeting to order at 6:00 pm.

Roll Call: Members present: Alderpersons Rick Cole, Joy Morrison and Dianne
Duggan. Others present: Mayor William Hurtley, City Administrator/Finance Director
lan Rigg, City Clerk/Treasurer Judy Walton (left after item 7a) and Utility and Finance
Accountant Julie Roberts.

Approval of Agenda. Duggan made a motion, seconded by Morrison to approve the
agenda as presented. Motion approved 3-0.

Minutes. Morrison made a motion, seconded by Duggan to waive the reading of the
minutes of the August 6, 2020 meeting and to approve them as presented. Motion
approved 3-0.

Citizen appearances. None.

Bills. Duggan made a motion, seconded by Morrison to approve the City bills as
presented in the amount of $1,325,716.63. Motion approved 3-0 on roll call.

New Business:

Motion to approve City Clerk job description. Morrison made a motion, seconded by
Duggan to recommend Common Council approve the City Clerk Job description. There
was some clarification requested for the first bullet point and the second to last bullet
point in the required knowledge, skill and abilities section. The second bullet point in
that same section the committee would like wording added for an agreed timeframe upon
hire. The committee also would like something added for continuing education. Walton
questioned the first bullet point under the administrative section. After some discussion it
was decide to remove it. Walton also questioned who was going to be the payroll
processing backup to the Administrative Assistant. After some discussion it will be
looked at to possibly include this in the Accounts Clerk Position. Motion approved 3-0.

Review of City Treasurer and Deputy City Clerk job descriptions. City Treasurer -
The committee would like something regarding continuing education added. Discussion
took place regarding the last bullet point in the taxes section. The committee would like
this changed to corresponds with room tax collectors, monitors collections and submits
annual reports. Deputy City Clerk — There were some small grammatical changes. It
was pointed out that this job description is the only one that has the required knowledge,
skills and abilities section and a separate job standards section. Rigg will look at this.

Motion to recommend to Common Council Resolution 2020-19 existing employer
update, Wisconsin Public Employer’s health insurance program. Morrison made a
motion, seconded by Duggan to recommend Common Council approve Resolution 2020-
19 existing employer update, Wisconsin Public Employer’s health insurance program.
Motion approved 3-0.
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https://meet.google.com/ctf-zfdm-ojz

8) City Administrator/Finance Director Report. Rigg presented the Treasurer’s report. It is
part of our policy to provide this each quarter. There was a question regarding the revolving
loan fund balance. The increase is from a loan at the end of 2019 being paid back in full.
Morrison pointed out that the work Treasury is spelled wrong on the cash balances sheet.
Rigg has been preparing for the budget and working on getting the Clerk’s position filled.
There was a meeting with the water and light crew and office staff to go over streamlining
the work order process. Two treasury investments were sold. They were reinvested in a
short term treasury that will mature on November 19, 2020.

a) Budget. The Referendum alters some of the financing plans and budget amounts.
Currently it is calculated as passing on Option 1. There was a large increase in requests
for capital in DPW and Police. Police is mostly technology and squad car. DPW is for
electric mowers, painter, and other wheeled equipment. There is a wage study in capital
and split between utilities and general fund. Smart Growth Plan Update is planned in
2021 and is split between utilities and general fund. Election expenses will be down with
fewer elections in 2021. We are $134,000 over our desired mill rate. The expenditure
restraint number is not known at this point.

9) Unfinished business: None.
10) Meeting Discussion: The next regular meeting will be held October 8 at 6:00 p.m.

11) Adjourn: Moved by Duggan, seconded by Morrison to adjourn. Motion passed 3-0 at
7:43pm.

Respectfully Submitted
Julie Roberts — Utility and Finance Accountant
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Item 7A

The Personnel Policy (Section 5-12) states that the Finance and Labor Relations Committee may
approve pay increases for temporary assignment of staff in the amount of 5% above current
pay level or 90% of the pay of the position they are temporarily assigned.

Patrick Hartin was assigned Water Plant Operator (Operator in Charge) starting June 8.
Typically the City does not count the first two weeks of this period as there is a general
expectation that staff substitute for other staff for vacations, short term medical leave and
other situations.

Motion to approve Patrick Hartin’s pay increase to $25.96 an hour (5% increase) for the
duration of the temporary assignment and make it retroactive to June 22", 2020.
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CiTY TREASURER/UTILITY ACCOUNTANT
POSITION DESCRIPTION

General Statement of Duties:

Performs a variety of routine and complex accounting, finance and administrative work. Performs
duties of the City Treasurer as set forth in Wisconsin Statutes 88 62.90(9) and as directed by the
City Administrator.

Distinguishing Features of the Position:
The employee is at will and exempt status. The employee reports to the City Administrator. The
employee is reviewed annually.

The employee will provide information on an advisory basis to the City Administrator, and other
department supervisors. Position requires the exercise of judgment, initiative and discretion based
upon a knowledge of Wisconsin state law and municipal administrative and/or operating policies
and procedures.

Examples of work (illustrative only):

Administrative:
e Implements policies and directives of the City Administrator.
e Oversees the insurance coverage and claims on all property.
e Assists the City Administrator and City Clerk as needed on all liability claims.

Management of Cash, Revenues and Investments:
e Manage the collection, receipting and depositing of all monies paid to the city.

e Maintain proper records of all monies received by the city.
e Manage disbursement of funds from the treasury upon proper authorization.
e Invest city funds as authorized by statute and City Council.
e Manage funds to meet city’s cash flow needs.
Accounting:_

e The employee is not permitted to act as a cashier as the employee reconciles general ledger
accounts and accounts receivable.

Acts as the custodian of petty cash for the City’s general fund.

Assists the City Administrator with the annual budget.

Prepares documents and completes entries essential for the annual audit

Balances the general ledger and prepares other financial statements.

Calculates debt service payments and tax settlement payments.

The employee prepares and enters monthly journal entries to be approved by the City
Administrator or designee.

e The employee is responsible for wire transfers and ACH transfers.

e The employee is the administrator of the Business On-Line Banking system.

e Calculates annual developer agreement invoices.

e Administers utility fixed assets and depreciation schedules.
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([ ]
Taxes:

Oversees the maintenance of general property inventory and depreciation of fixed asset
accounts-

Oversees the tracking and balancing of utility material inventory.

Administers project estimates, tracks construction deposits, and performs other related
aspects of project accounting.

Oversees Accounts Receivable transactions.

Performs the clearing of checks as part of the bank reconciliation process.

Calculates final mill rates, adding special assessments and delinquent water and light bills
to tax roll, preparing statement of taxes and statement of assessment reports, preparing
annual TIF certification and mailing tax bills to property owners.

Manages annual tax collection process including mailing bills, giving tax information to
the public, reconciling information turned over to the County Treasurer, monitoring
reports returned from the county and disbursing proper funds to state, county, and school
districts from tax collections in accordance with state law.

Corresponds with room tax collectors, monitors collections and submits reports to the
State of Wisconsin.

Financial Reporting:

Prepares quarterly Treasurer’s Report.

Assists in the annual budget preparation.

Assists the City Administrator with budget data entry and in assembling documents for
yearly audit. Assists with TIF certification and reporting and the annual review of
development agreements.

Maintains all Tax Incremental District financial records and files required reports.
Prepares financial reports for the State of Wisconsin (i.e. Form C).

Miscellaneous:

Attends the Finance and Labor Relations meetings to provide the Treasurer’s Report and
drafts minutes for approval.

All other duties as assigned.

Required knowledge, skills, and abilities:

Ability to write clear and concise reports and letters.

Thorough knowledge of modern accounting methods and practices.

Ability to read, interpret, and apply provisions of laws, rules, and regulations.

Ability to perform difficult and responsible work with independent discretion.

Ability to establish and maintain satisfactory working relationships with department heads
and other city employees.

Ability to exercise good professional judgment.

Displays the highest of ethical standards in maintaining the public’s confidence and
strives for the inclusion of the public, applicants and staff.

Job standards (acceptable experience, training and education):
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e Graduation from high school or GED equivalent.

e Associate Degree in Accounting or a related business field. Any equivalent combination
of experience and training, which provides the required knowledge, skills, and abilities
may be considered.

e Three to five years of experience in fund accounting or any combination of training and
experience that will provide equivalent knowledge of Generally Accepted Accounting
Principles, Governmental Accounting Standards, Fund Accounting and general business
management practices and procedures.

e Continuing education and potential certifications for the position are required.

Tools and equipment used:

Personal computer, word processing and spreadsheet software, accounting software, telephone,
10-12 key calculator, electric typewriter, copy machine, fax machine, optical scanner, postage
meter, and all other equipment required to perform the duties and responsibilities of this position.

Physical demands:

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the duties and responsibilities of this
position.

While performing the duties of this job, the employee is frequently required to sit or stand, talk or
listen for extended periods of time. The employee is occasionally required to use hands to finger,
handle or feel objects, tools or controls; and reach with hands and arms. Specific vision abilities
required by this job include close vision and the ability to adjust focus.

Work environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is moderately noisy.

To maintain consistency and availability to other department heads and staff members the
majority of hours worked in a week will range from 7:00 AM to 5:00 PM; Monday through
Friday. An unpaid lunch break at a mid-point of the shift is required and additional hours for
meetings may be required.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position
if the work is similar, related, or a logical assignment to the position.

The position description of the City Treasurer does not constitute an employment agreement
between the employer and employee and is subject to change by the employer as the needs of the
employer and requirements of the job change. No individual City official has authority to enter
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into an oral or written promise or contract of employment with any individual or group of
employees. Any employment contract must be approved by a majority of the Common Council.

Approved by Finance & Labor Relations

By signing this document, I acknowledge that I fully understand my job duties and will carry
them out as assigned.

Print Name:

Signature: Date:
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DepPUTY CITY CLERK
PosITION DESCRIPTION

General Statement of Duties:

Performs all required statutory duties of the Deputy City Clerk as set forth in Wisconsin Statutes
8 62.09 (11)(i) such as elections and licensing. Performs such additional duties as may, from
time to time, be directed by the City Administrator.

Distinquishing Features of the Position:

The Deputy Clerk position is filled by a recommendation from the City Clerk as per the authority
under state statutes and approved by and under the supervision of the City Administrator. In the
absence of the City Clerk, the Deputy Clerk performs the statutory duties as directed by the City
Administrator.

Examples of work (illustrative only):

Customer Service and Front Counter:

e Responsible for assisting citizens at the front counter and on the phone.

e When Utility Billing Clerks are unavailable, assists with receipt of payments of utility
bills.

e Responds to requests by the public for information, including but not limited to, record
search, title search, city information, licenses, permits, meeting schedules, tax bills,
assessments, mill rate, elections, and copies.

e Processes requests for reservations of park shelters and other park facilities.

e Acts as a cashier, including daily cash counts, preparation of daily deposit slips for
review and other related cash receipting procedures.

Records, Permits & Licenses:

e Processes all permits and licenses as required by the City excluding conditional use
permits, building permits and historic preservation.

e Assists, as needed, the building and code enforcement officer when other staff are not
available.

e Assists the City Clerk in keeping the official files of the city.

e Assists the City Clerk on requests by the public for information.

e Assists the City Clerk in maintaining the ordinance and resolution books with proof of
publication.

e Assists the City Clerk in organizing, updating and maintaining all electronic records on the
server. Directs staff on maintenance and storage of records.

e Assists the City Clerk on all updates of permit forms.

e Assists the City Clerk in administering and maintaining the accuracy of the website through
file management, posting updates and editing.

e Assists the City Clerk in keeping records of all licenses and permits granted.

e Whenever the number of a particular kind of license or permit is limited by state statute
or City ordinance, maintains a record of the number of licenses or permits issued and the
number available to be issued.
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Prepares and publishes notices of licenses or permits whenever required by state statute.

Meetings:

Assists with posting agendas, minutes, schedules, calendars, public notices, and public
hearing notices in designated locations, via email to requesting parties, and on the City’s
web site.

Assists with assembling and mailing or delivering packets of information to committees
in a timely fashion.

Assists with the agendas, public hearing notices and assembles other supporting
documents for meetings of the Common Council, committees, commissions (excluding
the Police Commission), and boards of the City as assigned.

Prepares and distributes the monthly calendar of the municipal meetings.

Takes minutes of the Public Safety Committee meetings and other meetings in the
absence of the City Clerk.

Cemetery:

In the absence of the City Clerk, answers questions about lot sales and cemetery policies.
In the absence of the City Clerk, processes sales of lots and maintains lot ownership
records, including acting as the primary cashier for cemetery transactions.

In the absence of the City Clerk, receives information for interments and maintains
interment records.

In the absence of the City Clerk, receives questions and concerns about the operations of
the cemetery and communicates them to the Municipal Services Department and the City
Administrator.

Elections:

Assists with conducting and administering elections.

Assists the City Clerk in maintaining the state election database, and conducting &
administering elections.

Assists in the scheduling & training of election supervisors and special voting deputies at
care facilities.

Assists with election poll lists, voting districts, polling place, citizen voting records,
absentee ballots, and voter registration records.

Assists with posting election notices so that they are published and posted in a timely
fashion.

Assists with distributing election forms.

Assists with testing of election machines.

Assists with organizing, scheduling, and setting up Election Day activities.

Assists with posting election activities.

When acting as a member of the City Clerk’s Office, maintains a non-partisan persona
and non-political stance on ballot issues.

Miscellaneous:

Assists the general public with problems pertaining to city matters and handles general
complaints in person, via email or on the telephone.
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Assists the City Clerk with maintaining the City web site, including updates on municipal
ordinances, as needed or directed.

When asked or assigned, takes daily bank deposits to the bank and pickup utility
payments from various businesses.

When asked or assigned, takes outgoing mail to the post office and picks up incoming
mail for City Hall.

Responsible for mailing all information in officials’ mail boxes in a timely fashion.
Assists citizens, outside agencies, developers, and staff in bringing matters to the
attention of the Mayor, City Administrator, and Common Council for resolution.
Responsible for coordinating youth sports programs by collecting fees & registrations. In
the absence of a sports program coordinator, shall develop rosters, draft schedules, place
orders and assign coaches.

Required knowledge, skills, and abilities:

Knowledge of the functions and organization of municipal government and of the
workings of the Common Council.

Ability to write clear and concise reports and letters.

Ability to read, interpret, and apply rules and regulations.

Ability to perform difficult and responsible work with independent discretion.
Ability to establish and maintain satisfactory working relationships with department
heads and other city employees.

Ability to exercise good professional judgment.

Displays the highest of ethical standards in maintaining the public’s confidence and
strives for the inclusion of the public, applicants and staff.

Job standards (acceptable experience, training and education):

Graduation from high school or GED equivalent.

Course work in general office practices such as typing, filing, and bookkeeping.

A minimum of one (1) year of related experience, or equivalent combination of related
education, training and experience that provides the required knowledge, skills and
ability.

Any equivalent combination of the above experience, education, and training which
provides the knowledge, skills and abilities required for this position and satisfies the job
standards at the discretion of the City Clerk and City Administrator.

Ability to obtain a notary commission from the State of Wisconsin.

Continuing education and certifications for the position are require in addition to
completion of course work with the Wisconsin Clerks Institute.

Tools and equipment used:

Personal computer, billing and accounting software, word processing and spreadsheet software, ,
telephone, 10-12 key calculator, electric typewriter, copy machine, optical scanner, postage
meter, , and all other equipment required to perform the duties and responsibilities of this
position.

Physical demands:
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The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the duties and
responsibilities of this position.

While performing the duties of this job, the employee is frequently required to sit or stand, talk
or listen for extended periods of time. The employee is occasionally required to use hands to
finger, handle or feel objects, tools or controls; and reach with hands and arms. Specific vision
abilities required by this job include close vision and the ability to adjust focus. Occasional
heavy lifting or maneuvering of heavy objects may be requested.

Work environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is moderately noisy.

To maintain consistency and availability for residents and other staff members the hours of work
will be scheduled between 7:30 AM to 5:00 PM; Monday through Friday. An unpaid lunch break
at a mid-point of the shift is required and additional hours for meetings may be required.

Selection guidelines:
Formal applications, rating of education and experience, or an interview and reference check.
Job related tests may be required.

The duties listed above are intended only as illustrative of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related, or a logical assignment to the position.

The position description for the Deputy City Clerk does not constitute an employment agreement
between the employer and employee and is subject to change by the employer as the needs of the
employer and requirements of the job change. No individual City official has authority to enter
into an oral or written promise or contract of employment with any individual or group of
employees. Any employment contract must be approved by a majority of the Common Council.

Approved by Finance & Labor Relations Committee

By signing this document, I acknowledge that I fully understand my job duties and will carry
them out as assigned.

Print Name:
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Signature: Date:







ACCOUNTING CLERK POSITION DESCRIPTION

General Statement of Duties:

Performs such additional duties as may, from time to time, be directed by the City Administrator
r. The employee performs responsible work of a clerical nature in the area of municipal
accounting, bookkeeping and finance and does related work as required.

Distinguishing Features of the Position:

The employee performs a variety of accounting, bookkeeping, and clerical tasks and assists in the
maintenance of related fiscal records. The work is performed under the guidelines set by state
statute, the Public Service Commission, City ordinances, and the City Administrator and is
executed accordingly. Filling the Accounts Payable Clerk is approved by, and under the
supervision of, the City Administrator.

Examples of Work (illustrative only):

Accounting:
e Processes all requests for payment by the City except for generating checks.

e Updates the general ledger in a timely fashion.

e Maintains files of completed Form 1099s for all payees.

e Reconciles general ledger accounts.

Generates payroll checks based on data entered by other employees.

Acts as the custodian of petty cash for the City’s general fund in the absence of the City

Treasurer.

« Performs the maintenance of property inventory and fixed asset accounts

e Tracks and balances inventory.

o Provides project estimates and tracks construction deposits in the absence of the City
Treasurer.

o Enters construction work orders for electric and water job work.

o Performs Accounts Receivable transactions related to Project Accounting, Developer
Agreements and other billings.

e Assists the Executive Assistant with reconciling bank statements.

Miscellaneous:

e Assists the general public in problems pertaining to City matters and handles general
complaints, either in person or on the telephone.

e Takes daily bank deposits to the bank or outgoing mail to the post office if asked to do
SO.

e Acts as a cashier, including daily cash counts, preparation of daily deposit slips, and other
related cash receipting procedures.

e Assists electors at the direction of the City Clerk and Deputy City Clerk in processing
ballots for absentee voting or on Election Day.

e In the absence of the City Treasurer, corresponds with room tax collectors, monitors
collections and submits reports to the State of Wisconsin.




Required knowledge, skills, and abilities:

Ability to communicate verbally and write concise letters.

Thorough knowledge of modern accounting methods and practices.

Ability to perform difficult and responsible work with independent discretion.

Ability to establish and maintain satisfactory working relationships with other city

employees.

Ability to exercise good professional judgment.

e Displays the highest of ethical standards in maintaining the public’s confidence and
strives for the inclusion of the public, applicants and staff.

Job standards (acceptable experience, training and education):

e Associate’s degree in accounting and thorough knowledge of accounting methods and
practices.

e Three (3) years of experience in an office setting with a focus on accounts payable and
accounts receivable processing.

e Working knowledge of computers and electronic data processing, working knowledge of
modern office practices and procedures, working knowledge of governmental accounting
principles and practices.

e Any equivalent combination of the above experience, education, and training which
provides the knowledge, skills and abilities required for this position and satisfy the job
standards at the discretion of the city administrator.

e Ability to obtain a notary commission from the State of Wisconsin.

Tools and equipment used:

Personal computer, word processing and spreadsheet software, accounting software, telephone,
10-12 key calculator, electric typewriter, copy machine, fax machine, optical scanner, postage
meter, and all other equipment required to perform the duties and responsibilities of this position.

Physical demands:

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the duties and responsibilities of this
position.

While performing the duties of this job, the employee is frequently required to sit or stand, talk or
listen for extended periods of time. The employee is occasionally required to use hands to finger,
handle or feel objects, tools or controls; and reach with hands and arms. The employee must
occasionally lift and/or move up to 40 Ibs. Specific vision abilities required by this job include
close vision and the ability to adjust focus.

Work environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.




The noise level in the work environment is moderately noisy.

Hours of work range between: 7:30 AM to 5:00 PM, with an unpaid one-hour lunch break;
additional hours may be required, especially during elections.

Selection guidelines:
Formal applications, rating of education and experience, or an interview and reference check. Job
related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position
if the work is similar, related, or a logical assignment to the position.

The position description for the Accounting Clerk does not constitute an employment agreement
between the employer and employee and is subject to change by the employer as the needs of the
employer and requirements of the job change. No individual City official has authority to enter
into an oral or written promise or contract of employment with any individual or group of
employees. Any employment contract must be approved by a majority of the Common Council.

Revised and approved by Finance & Labor Relations

By signing this document, I acknowledge that I fully understand my job duties and will carry
them out as assigned.

Print Name:

Signature: Date:







UTILITY BILLING CLERK
POSITION DESCRIPTION

General Statement of Duties:
The employee performs responsible work of a clerical nature in the area of municipal and utility
accounting, bookkeeping and finance and does related work as required.

Distinguishing Features of he Position:

The employee performs a variety of accounting, bookkeeping, and clerical tasks and assists in
the maintenance of related fiscal records. The work is performed under the guidelines set by state
statute, the Public Service Commission, city ordinances, and the City Administrator and is
executed accordingly. The Utility Billing Clerk position is filled by and is under the supervision
of the City Administrator. The Utility Billing Clerk is considered a member of the Finance
Department.

Examples of work (illustrative only):

Utility Billing & Collections:

e Enters meter reading data.

e Monitors all meters are operating and communicating correctly

e Tracks all meters

e Enters all data for meters that are installed in the field (new or change out) and monitors
to ensure that data is coming through correctly

e Enters all other data necessary to generate monthly utility bills to customers.

e Generates monthly utility bills, prepares, proofs, and uploads electronic file to mailing
service.

e Determines amounts of final bills when customers terminate service.

e Processes receipt of payments of utility bills whether received in person at City Hall, by
mail, or collected by various agents.

e Generates and mails late-payment statements and disconnection notices in accordance
with City policy.

e Tracks customer deposits.

e Identifies and processes billing and payment adjustments to utility accounts.

e Creates and tracks all work orders pertaining to utility accounts that are sent to the Water
& Light shop.

e Sets up new accounts on new construction properties and works with the Planning
Coordinator to create new account #’s and addresses in new subdivisions.

e Tracks past due accounts

e Creates a report for the City Clerk of accounts to transfer to the tax roll

e Assists the Municipal Services Committee on billing matters, policy and requirement
updates

Accounting:
e Creates and maintains spreadsheets for sewer credits, billing adjustments, back billing,

disconnections, etc.
e Run reports and provide pertinent information for the purpose of audits and PSC reports
e Processes all Utility ACH



e Shall be knowledgeable and perform updates to the general ledger in a timely fashion and
prepare sales tax reports for utility billing.

Permits & Licenses:
e Assists with applications for all permits and licenses issued by the city, except liquor and
operator licenses, in accordance with applicable state statute or city ordinance.
e Assists with requests for reservations of park shelters and other park facilities.
e Acts as a cashier and performs other related cash receipting procedures.

Customer Service and Front Counter:

e Responsible for the primary contact and assistance towards customers/residents at the
front counter and on the phone.

e Assists the Deputy Clerk with reservations of park shelters and other park facilities.

e Processes other receipt of payments at the counter.

e Acts as a cashier, including daily cash counts, preparation of daily deposit slips for review
and other related cash receipting procedures.

e Assists the general public in problems pertaining to city matters and handles general
complaints, either in person or on the telephone.

Miscellaneous:
e Coordinates and communicates with Municipal Service work crews in emergency events.
e Picks up and sorts incoming mail if requested by the City Clerk.
e Assists the Deputy Clerk as needed with posting notices, mail, deposits, Little League
Registration, or other tasks as needed.
e Assists the City Clerk with elections and other various tasks as needed.

Required knowledge, skills, and abilities:

e Ability to communicate verbally and write concise letters.

e Ability to review accounts, billing history and more information to determine if a pattern
IS accurate or in error.

e Knowledge of modern accounting methods and practices preferred.

e Ability to perform difficult and responsible work with independent discretion through to
completion.

e Ability to establish and maintain satisfactory working relationships with other city
employees.

e Ability to make independent decisions in accordance with laws, regulations, ordinances
and established procedures.

e Ability to exercise good professional judgment.

e Ability to display calm and courtesy to utility customers in person, via email and on the
telephone.

e Displays the highest of ethical standards in maintaining the public’s confidence and
strives for the inclusion of the public, applicants and staff.

Job standards (acceptable experience, training and education):

e Graduation from high school or GED equivalent with specialized course work in general
office practices such as typing, filing, accounting, and bookkeeping with a minimum of
three (3) years of related experience, or equivalent combination of related education,
training and experience that provides the required knowledge, skills and ability.

e Associate’s degree in accounting or similar field focused on billing or accounts
management is highly preferred.




e Working knowledge of computers and electronic data processing.
e Working knowledge of modern office practices and procedures.
e Ability to obtain a notary commission from the State of Wisconsin.

Tools and equipment used:

Personal computer, word processing and spreadsheet software, accounting software, telephone,
10 12 key calculator, electric typewriter, copy machine, fax machine, optical scanner, postage
meter, two-way radio, and all other equipment required to perform the duties and responsibilities
of this position.

Physical demands:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the duties and
responsibilities of this position.

While performing the duties of this job, the employee is frequently required to sit or stand, talk
or listen for extended periods of time. The employee is occasionally required to use hands to
finger, handle or feel objects, tools or controls; and reach with hands and arms. The employee
must occasionally lift and/or move up to 40 Ibs. Specific vision abilities required by this job
include close vision and the ability to adjust focus.

Work environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is moderately noisy.

To maintain consistency and availability for residents and other staff members the hours of work
will be scheduled between 7:30 AM to 5:00 PM; Monday through Friday. An unpaid lunch break
at a mid-point of the shift is required and additional hours for meetings may be required.

Selection guidelines:
Formal applications, rating of education and experience, or an interview and reference check. Job
related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related, or a logical assignment to the position.

The position description for the Utility Billing Clerk does not constitute an employment
agreement between the employer and employee and is subject to change by the employer as the
needs of the employer and requirements of the job change. No individual City official has
authority to enter into an oral or written promise or contract of employment with any individual
or group of employees. Any employment contract must be approved by a majority of the
Common Council.

Approved by Finance & Labor Relations Committee



By signing this document, I acknowledge that I fully understand my job duties and will carry
them out as assigned.

Print Name:

Signature: Date:




GENERAL CUSTODIAN
PosITION DESCRIPTION

General Statement of Duties:

The General Custodian - is responsible for the general maintenance and sanitation of all public
buildings, grounds and other facilities.

Distinquishing Features of the Position:

This position requires flexibility in skill sets, job assignment and applied time. This position is
appointed by the Municipal Services Director and reports to the Public Works Foreman. The
primary service locations are the Police Station and City Hall.

Examples of work (illustrative only):

Building Maintenance:

Performs light maintenance duties to public buildings including but not limited to; light
bulb replacement, replacing switch/outlet plates, furnace filter replacements and check
downspout placement.

Is responsible for providing contractors and service representative’s access to City
buildings for the purpose of repair and inspection.

Occasional projects like: sanding, staining and sealing of wood work, painting; or the
replacement of accessible fixtures.

Grounds Maintenance:

Performs basic duties like mowing grass, removing snow, weed control, flower bed
maintenance, washing buildings within historic maintenance guidelines on applicable
buildings, and small paint jobs on outdoor facilities.

Assists Public Works General Labors on applicable tasks as the schedule provides or
during an emergency situation.

Sanitation

Removal of trash from assigned buildings on a set schedule

Cleaning of floors through vacuuming and moping on a regular basis.

Shampooing of carpet or heavy scrubbing/stripping and polishing of floors will be
scheduled from time to time.

Cleaning windows on a set schedule.

Cleaning toilets, sinks, and urinals on a daily basis

Sanitizing common areas like counter tops daily.

Dust frequently, including the tops of appliances, shelves, air vents, exhaust fans, light
fixtures and more.

On a pre-arranged schedule with the occupant; deep cleaning offices including the
moving of furniture, files, boxes and more

Scheduled wiping of walls, doors and more.

Order and restock cleaning supplies, stock sanitary supplies, replace hand towels, toilet
paper as needed and replenish air fresheners.



Required Knowledge, Skills, and Abilities:
e Ability to use small tools, including power tools.
e General knowledge of chemical handling and safety

e Knowledge on the use of custodial equipment like, but not limited to mops, floor
scrubbers, carpet shampooers, vacuums, and dusters:

e Minimum of being able to obtain certification in CPR, AED operations and first-aid.

Job standards (acceptable experience, training and education):

e Graduation from high school or GED equivalent.

e Any equivalent combination of the above experience, education, and training which
provides the knowledge, skills and abilities required for this position and satisfy the job
standards.

e Due to the access to the Police Station, the ability to pass a basic criminal background
check and drug screen is required. Adherence to confidentiality is mandatory. Length of
time and nature of any previous conviction shall be considered when determining
eligibility.

Work Environment:

Working occasionally in outside elements such as heat, cold, rain and sun. Potential for high
levels of pollen, dust and other irritants. Standing, walking, working and driving around or
within moving traffic. Working with potentially hazardous or flammable chemicals.

Physical Demands:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions. While performing the duties of this job, the employee is frequently required to use
hands and arms. The employee is occasionally required to climb or balance; stoop, kneel, crouch,
or crawl. The employee is required to walk, sit, and talk or hear. The employee may be required
to lift, pull and/or move 50 pounds for extended periods. Must occasionally lift, pull and/or
move 100 pounds with mechanical and/or physical assistance. Specific vision abilities required
by this job include close vision, color vision, and the ability to adjust focus.

Selection guidelines:
Formal applications, rating of education and experience, or an interview and reference check.
Job related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related, or a logical assignment to the position.

The position description for the General Custodian does not constitute an employment agreement
between the employer and employee and is subject to change by the employer as the needs of the
employer and requirements of the job change. No individual City official has authority to enter



into an oral or written promise or contract of employment with any individual or group of
employees. Any employment contract must be approved by a majority of the Common Council.

Approved by Finance & Labor Relations Committee */**/**

By signing this document, I acknowledge that I fully understand my job duties and will carry
them out as assigned.

Print Name:

Signature: Date:







I want to give you all some recommendations on how to proceed with my replacement. My first
recommendation is hire a search firm. You do not have the staff with experience nor time to
conduct this search alone. You really should look at one of these consultants to hire outright or
do an RFP. Most widely used consultant firms in Wisconsin are Public Administrator Associates
and GovHR.

City Administrator Search Firms

Patrick Callahan http://www.callahanmunicipalconsultants.com/company.html
GovHR https://www.govhrusa.com/

Slavin Consultants www.slavin.com

Public Sector Search and Consulting www.publicsectorsearch.com

Public Administrator Associates www.public-administration.com

CPS HR Consulting https://www.cpshr.us/

DDA Human Resources, Inc. https://www.ddahumanresources.com/

Gregg Moser, Principal, Krauthamer & Associates at www.kapartners.com.
The Novak Consulting Group https://thenovakconsultinggroup.com/

10 Baker Tilly https://bakertilly.recruitmenthome.com/

©ooNoGOr~LDE

Time Line/Process

As for the process and time line, 1 would recommend that you start collecting applications after
January 1, 2021. The reason being is with the holidays looming finding candidates interested
and available is limited. If you include the time you hire a consultant through the RFP process it
will push the time line out further. It will take some time draft the job brochure and go through
the job description as well. It may be best to do that with the consultant selected. As an example
Eau Claire reviewed proposals for a consultant in March 2020 and just now are completing
interviews. Not saying it should take that long, but it can.

1.November hire a consultant

2.November/December review job description, pay level, and job brochure

3.January announce opening and accept applications

4.Early February review applicants

5.Late February do first round of interviews of 8-10 candidate via video service (i.e. Spark,
Vid Cruiter, HireVue, etc.).

6.Early March do final interviews, negotiate contract and approve.

7.Start by May 1, 2021 at the latest.

8.Total 6 months without CA is typical.

Also keep in mind that Oregon is also looking for a City Administrator in 2021 and you may
want to follow their lead. | know of some qualified City Managers/Assistant Managers
interested in advancement or want to move “home”. Oregon also offers that as well but probably
greater pay in a larger community.


http://www.callahanmunicipalconsultants.com/company.html
https://www.govhrusa.com/
http://www.slavin.com/
http://www.publicsectorsearch.com/
http://www.public-administration.com/
https://www.cpshr.us/
https://www.ddahumanresources.com/
http://www.kapartners.com/
https://thenovakconsultinggroup.com/
https://bakertilly.recruitmenthome.com/




PATRICK RIGG CONSULTING

October 13, 2020

Mayor and Council,

| cannot, per my contract with the City of Albert Lea, remain an employee with the City of Evansville
after November 8™ and have given notice of my last day of employment as November 5%, 2020. The
earliest the City can complete the official budget process would be November 10, 2020. As a solution |
am offering my services as a consultant to the City of Evansville Wl in a limited capacity regarding the
completion of the budget. | have over 12 years of experience as a City Administrator and have detailed
knowledge of the budget process in Evansville.

Budget Process
To complete the budget process | estimate it will take 10-15 hours (November 6 - November 17). This
includes:

One (1) hour for a special meeting with the Park Board to discuss the results of the November
37 Referendum question (if held after 11/05 and before the budget hearing).

Installing changes from the Finance and Labor Relations Committee meeting on November 5,
2020 into an excel document to be uploaded by the City Treasurer.

Last minute checks on data from the state regarding values and aid levels.

Entering final taxing jurisdiction levies (or estimates) into the final resolution for the budget
hearing.

Developing a summary of the budget for the Council body.

Virtual attendance at the budget hearing on November 10, 2020

Updating the City Council’s decision at the Budget Hearing in an excel workbook to be submitted
to the Treasurer for final entry into the budgeting software.

This shall require:

Staff to provide information from the DOR, other taxing jurisdictions, and more on a timely basis
May require private (temporary) access to the server/accounting software.
A main contact within the City to handle all material/packet production and distribution.

This does not include:

Monitoring and checking for salary allocations entered into the payroll system.
Final installation of budget numbers into the budgeting software.

Publications of resolutions, ordinances, or other notices.

Production of paper copies or delivery to officials/staff.

Travel to Evansville, WI



PATRICK RIGG CONSULTING

Charge for Service

Charge for service is $700. The rate for service is based on 10 hours to complete the budget process at

$70 an hour. Any amount greater than 10 hours will generate a bill pro-rated in 15 minute increments at
$17.50 an increment.

Both parties agree to the terms of service above. No amendments may be made without written
consent and approval by both parties.

Mayor, William Hurtley Patrick lan Rigg, MPA-CM

Clerk Judy Walton Date



RESOLUTION #2020-22
CITY OF EVANSVILLE

RESOLUTION ADOPTING 2021 OPERATING AND
CAPITAL BUDGETS AND SETTING TAX LEVIES

WHEREAS, annually the City of Evansville must present to the public its annual budget,
and

WHEREAS, department heads and staff have presented their requested budgets for
operations and capital, and

WHEREAS, the Finance and Labor Relations Committee has reviewed these requests
and has made adjustments to best meet legal requirements on taxation, service needs and
policy goals.

NOW, THEREFORE, BE IT RESOLVED, the City of Evansville shall appropriate the
funds necessary for the operation of the government of the City of Evansville.

NOW, THEREFORE, BE IT FURTHER RESOLVED hereby appropriated out of the
receipts of the City of Evansville for the Year 2021, including moneys received from the
general property tax levy, to the various purposes set forth in the budget attached hereto
for the purposes stated, the following amounts:

Summary of 2021 Budget and Tax Levies

Fund Levy Total I_?eve nues |Total Expend. Fund_ Balance
Including Levy [Includes Levy |Applied
Capital Projects $ 229171 | $ 14,530,850 | $ 14,546,850 | $ 16,000
Cemetery $ 88,089 | $ 118229 | $ 118229 | $ -
Debt Service $ 573284 | $ 031,335 | $ 961,335 | $ 30,000
EMS $ 102,863 | $ 565,964 | $ 564,835 | $ (1,129)
General Fund $ 1551342 | $ 3,626,139 | $ 3,661,854 | $ 35,715
Tourism $ - $ 8,000 | $ 21,000 | $ 13,000
Library $ 202671 | $ 374240 | $ 390,598 | $ 16,358
Stormwater $ - $ 1,192,030 | $ 1,378,105 | $ 186,075
TID #5 $ - |3 307,701 | $ 307,009 | $ (602)
TID #6 $ - $ 122926 | $ 107,127 | $ (15,799)
TID #7 $ - $ 98476 | $ 69,550 | $ (28,926)
TID #8 $ - $ 83,028 | $ 82,663 | $ (365)
TID #9 $ - $ 42345 | $ 42345 | $ -
Housing Fund $ - $ 1,400 | $ 142800 | $ 141,400
Wastewater $ - |9 2,819,362 | $ 2673570 | $ (145,791)
Water $ - |3 2032704 | $ 2013824 | $ (18,879)
Electric $ - $ 8,981,864 | $ 8,963,122 | $ (18,742)
TOTAL $ 2,837,419 [$ 35,836,590 | $ 36,044,907 | $ 208,316




General Fund Summary

Revenues Expenditures

Taxes $ 1,995,642 General Government $ 360,764
Intergovernmental $ 742,882 Public Safety $ 1,869,531
Licenses & Permits $ 249,582 Public Works $ 947,829
Fines, Forfeit. & Penalties $ 72,500 Parks & Recreation $ 264,441
Public Charges for Service $ 463,458 Conserv. & Devel $ 139,271
Miscellaneous Revenues $ 102,075 Health & Human Serv. $ 80,018
Fund Balance Applied $ 35,715

TOTAL $ 3,661,854 TOTAL $ 3,661,854

NOW, THEREFORE, BE IT FURTHER RESOLVED, the assessed valuation
is $374,135,000, hereby levying a city tax of $7.972543 upon each one-thousand dollars
of taxable property within the City of Evansville as returned by the assessor in the year
2020 for uses and purposes set forth in said budget.

NOW, THEREFORE, BE IT FURTHER RESOLVED, the governing body of the City of
Evansville, Wisconsin, authorizes and directs the City Clerk to apply the tax upon the
current tax roll of the City of Evansville.

NOW, THEREFORE, BE IT FURTHER RESOLVED, this resolution shall take effect and
be in force from and after its passage and publication as provided by law.

Adopted this -- day of November, 2020.

By:
William C. Hurtley, Mayor

Attest:
Judy L. Walton, City Clerk
Preliminary Draft: 10/13/2020
Introduced: 10/13/2020
Notice published: 10/%*/2020
Adopted: 11/%*/2020

Published: 11/**/2020



Budget Update

10-13-20

This is an overview of changes from the Budget Presentation on September 22, 2020. We
started with approximately $124,000 over our goal of maintaining the same mill rate as the last
few years. This required some added revenues outside of property tax, mostly it required
deferments and expense cuts. Not all changes are noted, just those most impactful to the
budget while maintaining the same mill rate.

Revenues

e “General Aid for Transportation” from the State is assumed to be same as last year.

e “Other State Aid” increased as “Television Franchise” decreased due to changes in state
aid and local authority over franchise fees.

e “Building Permit Revenue” increased $5,000 due to averages estimated (after removing
atypical receipts) since 2018.

e Adjusted “Court Penalties & Costs” to $57,500 based on a 3 year average (2017-2019).

e Increased tree reforestation charges as the City will balance costs for purchasing all
trees with the costs charged for privately requested trees.

e Increased “Youth Center Revenue” by $2,000 from the presentation amount considering
the lowest year in the last 4 years is still greater than the amount budgeted in 2021.

e Increase of $35,715 in “Fund Balance Applied” is using approximately 1% of the General
Fund unrestricted cash reserves to maintain compliance with our reserve balance policy.

Police
e Changes in Capital
Fire and Building Inspection

e The Fire District’s request came in $4,500 more than anticipated largely due to the City
of Evansville’s growth rate in assessed value is greater than the other contributing
entities will push our contributions to a greater percentage than the total request.

e The Building Inspector saw a decrease in the requested salary amount. While
administration agrees the pay scale needs to be reviewed, more data through a wage
study would provide key information before making such significant increases.

e The Building Inspector saw a $5,000 cut to “IT Equipment” because of other funding
options made available to the City for online building permits.



DPW

Capital equipment was deferred.

The “Capital Outlay” for Solid waste (yard waste, branches, recycling and more) was
reduced to $15,000 (from $25,000). This amount is sufficient as most of the equipment
used, once cost shared with other activities, is estimated at $150,000 over 10 years.

EYC

“Repairs & Maintenance” was cut $1,000. Actual levels in the past were much lower.

Parks

“Ballfield Lighting” was cut $1,000 due to removal of the electric meter during non-
playing months.
Reduction of $800 in “Baseball Expense” is based on operational averages (2017-19).

Community Development

The Building Grant Fund” program was reduced $1,500 from its request but $600
greater than 2020. There are still reserve funds yet to be spent. This amount is to add
to the fund in a limited and known amount without limiting access by local business
owners.

TIDs

As the City and other taxing jurisdictions adjust their levy the TIDs will alter their
revenues. The only district of concern is TID 5 and that is only because of a planned
remediation of a site in the district.

State Aid distribution between the TIDs is still unknown.

Capital Improvement

Police Department was reduced $30,000 by deferring the improvements to the
temporary evidence storage system, the live scan of finger prints and cradle points for
the squad cars. The expense and importance of a functioning video system, both body
and squad, forced these deferments.



DPW deferred one electric mower for Parks, skid loader for cemetery, and a John Deere
Gator for Parks to 2022.

“DPW Landscaping/Sidewalk” expenses could be part of the 2021 borrowing given the
life of the sidewalk, the option for assessments to be repaid over 10 years, and potential
need.

Sewer

“Clean Water Rebate Program” was added to cover the costs for a City initiative to
reduce our chloride in the sewer system by promoting and rebating efficient water
softeners in homes and businesses. Treating the chloride at the plant through a
mechanical process would be far more costly.

Electric

The total for electric showed $148,000 in deficit spending. This was corrected by re-
evaluating funding options for some projects that are long term capital and eligible for
financing through revenue bonds. The last rate case the City conducted with the PSC
regarding water seemed to favor the use of long term financing of capital over reserve
building and large capital expenses out of those reserves. The same is expected for
electric.
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