
NOTICE

The City of Stoughton will hold a Meeting of the Personnel Committee on Monday,
July 27, 2009 at 5:30 p.m. in the Fire Station Training Room, 401E. Main Street,
Stoughton, Wisconsin.

AGENDA: 5:30 p.m.

1. Call to order.
2. Personnel Committee minutes of June 22, 2009.
3. Communications.
4. Request for position description and wage scale amendments for the Opera House

Event Coordinator position.
5. Final review of proposed evaluation procedure and form.
6. Identify future agenda Items.

AGENDA: 6:00 p.m.

1. Meeting with the WPPA and local union stewards regarding 2009 contract
negotiations.

2. *Meet with Personnel Committee members to discuss 2009 bargaining strategies.

Adjournment

*The Meeting May Close Per State Statute 19.85(1)(e), deliberating or negotiating the
purchasing of public properties, the investing of public funds, or conducting other
specified public business, whenever competitive or bargaining reasons require a closed
session, and then reopen for the regular course of business.

Ron Christianson
Chair
7/20/2009

Sent To:
Steve Tone
Ron Christianson
Greg Jenson
Rollie Odland

Cc: Mayor Jim Griffin
City Attorney Matthew Dregne
Attorney Thomas Crone
Council Members
Department Heads
Stoughton Newspapers/Wisconsin State Journal
Pili Hougan, Deputy Clerk/Confidential Secretary (e-mail)
Tamarah Bader-Fleres/Diane Reinstad (e-mail)
Debbie Myren (e-mail)
Union Stewards
Gary Anderson, WPPA Business Agent

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





PERSONNEL COMMITTEE YEARLY CALENDAR


January


* Review work rules – incorporate any changes that may need to be addressed due to
union negotiations as appropriate.


February


March


April


*Review compensation/wage scales to determine if any need to go out for comparisons.


May


*Review union contracts – identify if any will be negotiated for the following year.
*Discuss with Council any forthcoming negotiations.


June


*Review position descriptions, wage scales, organizational charts for inclusion in
following year’s budgeting process.


July


*Review comparisons for compensation/wage scales if any were conducted prior to
budgeting process.


August


*Give direction regarding non-represented wages for following year for budgeting
purposes.
*Make recommendation to Council regarding non-represented wages if possible.


September


October


November


December


*December meeting is typically cancelled.








PERSONNEL COMMITTEE MEETING MINUTES
Monday, June 22, 2009 – 6:00 p.m.
Hall of Fame Room, City Hall


Present: Alderpersons Steve Tone, Ron Christianson, Greg Jenson and Rollie Odland.


Others Present: City Clerk/Personnel Director Luann Alme, Mayor Jim Griffin, Utilities
Director Robert Kardasz, Planning Director Rodney Scheel, Street Superintendent Karl
Manthe, Finance Director Laurie Sullivan, Recreation Director Tom Lynch, Fire Chief
Marty Lamers, EMS Director Cathy Rigdon, Senior Center Director Cindy McGlynn,
Media Services/Opera House Director Bill Brehm, Library Director Jaime Vache’, Police
Chief Pat O’Connor, Lieutenant Pat Conlin, Administrative Assistant Sue Showers and
Alderperson David McKichan.


Call to Order: The meeting was called to order at 6:00 p.m. by Chair Ron Christianson.


Personnel Committee minutes of May 21, 2009: Moved by Tone, seconded by
Odland, to approve the minutes as presented. Motion carried unanimously.


Communications: None.


Meet with Department Heads to review union contracts and discuss upcoming
union negotiations: Moved by Tone, seconded by Christianson, to close the meeting
per State Statutes 19.85(1)(e) deliberating or negotiating the purchasing of public
properties, the investing of public funds, or conducting other specified public business,
whenever competitive or bargaining reasons require a closed session. Motion carried
unanimously.


The committee met with department heads to discuss upcoming negotiations with the
WPPA.


Moved by Tone, seconded by Christianson, to open the meeting for the regular course
of business. Motion carried unanimously.


Request and approval to fill vacant case worker position at the Senior Center:
Moved by Odland, seconded by Tone, to recommend Council approve filling the vacant
case worker position at the Senior Center. Motion carried unanimously.


Request for position description and wage scale amendments for the Opera
House Event Coordinator position: The committee directed staff to bring back more
information to the next meeting.


Discuss and review evaluation procedure and forms: A proposed evaluation form
was presented to the Committee for information and review and it will be placed on the
next agenda.


Discussion of human resource/incentive fund budget: The Committee discussed a
human resource/incentive fund budget line and will discuss more during the budget
process.







Personnel Committee Meeting Minutes
June 22, 2009
Page 2


Identify Future Agenda Items: Opera House Event Coordinator position description
and wage scale, evaluation form, human resource/incentive fund budget.


Adjournment: Moved by Jenson, seconded by Tone, to adjourn at 8:10 p.m. Motion
carried unanimously.


Luann J. Alme
City Clerk/Personnel Director
f/common/clerksoffice/minutes/personnel6-22-09








Memorandum
July 17th, 2009


To: Personnel Committee
From: Stoughton Opera House Director, William H. Brehm
Re: Requested changes to Event Coordinator position
As requested I have worked with the City Personnel Director to evaluate and modify the request for
changes to this position as originally presented for your consideration on June 22nd. The following out-
lines our findings as reflected in the attached proposed position description and wage-scale.


In evaluating the history of changes to this position:


• January 2006 - Opera House Administrative Assistant position created - 20 hours per week.
• January 2007 - Becomes 30 hours per week position.
• July 2007 - Position becomes full-time hourly. Changes made to position description including a 25%


percent allotment for Administrative Assistant duties in the Media Services Department.
• December 2007 - Position title changed to Opera House Event Coordinator. Wage-scale unchanged.


In evaluating the previously proposed position description changes:


• Changes to the position title of Opera House Event Coordinator are unnecessary.
• Changes to the purpose statement for this position have been adjusted to better adhere to the format of


existing City of Stoughton position descriptions.
• Upon review the elimination of the Media Services Administrative Assistant duties is consistent with the


intent of the requested changes to the Event Coordinator position
• Upon review the language of the requested changes to the Event Coordinator position description are


consistent with that of existing City of Stoughton position descriptions.


In evaluating the previously proposed wage-scale changes:


• The previously proposed changes to the wage-scale for this position have been modified as to remain
consistent with past City practices in this regard.


Event Coordinator (Op. House) $14.60 $14.96 $15.36 $15.74 $16.14 3


Proposed New Scale $16.06 $16.46 $16.90 $17.31 $17.75 3


Recommendations:


Throughout the successful 2007-2008 and 2008-2009 Opera House performance seasons this position
has come to demand a greater level of responsibility as well as an increasingly sophisticated and specific
skill set. The scheduled 2009-2010 performance season further builds on this momentum by doubling the
number of scheduled events - resulting in expectations and requirements of this position consistent with
the requested changes in position description and wage-scale.


Additionally, increased Opera House revenues allow for 100% funding of the proposed position changes
as well as a fifty percent reduction of the annual general fund contribution to Opera House operations.


Having reviewed these findings, I respectfully request your approval of the revised proposed changes to
the Opera House Event Coordinator position description and wage-scale retroactive to July 1st, 2009.







City of Stoughton
Position Description


Name:   Department:   Opera House  
   
Position Title: Opera House Event Coordinator Pay Grade:        FLSA:       N
 
Date: December 2007 Reports To:     Opera House Managing Director


Purpose of Position


The purpose of this position is to perform administrative functions as required to assist the Director of Media Services and 
Opera House Managing Director in the day to day coordination and administration of Opera House 
operations.operations of the Opera House as well as the Media Services Department. 


Essential Duties and Responsibilities 


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


• Process ticket orders and produce ticket sales reports.


• Reply to inquiries regarding events and tickets from the public and media.


• Monitor events and fill in for volunteers when necessary.


• Assist Director with the coordination, planning, and implementation of fundraising activities, membership drives, 
promoting and marketing the Opera House facilities and programs to the public.


• Process memberships.


· Assist Work in Cooperation with the Director with in the supervision supervising, training, and management of 
managing and directing permanent part-time and part-time hourly employees as well as volunteers for all 
events.  .


·
· Develop and maintain Opera House master calendar for use of the facility.


• Assist Director with researching and writing grants and sponsorship proposals; soliciting sponsorship, gifts, and other 
types of support; and developing and fostering community partnerships.


• Assist Director in presenting informational material regarding the Opera House facilities and programs effectively to 
community groups, the media and the general public.


• Assist Work in Cooperation with the Director with in the selection selecting, scheduling, and promoting promotion  
of the Opera House performance series.


• Assist Director with overseeing and approving the production and distribution of all Opera House publications and 
creating a marketing plan and schedules.
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• Communicate effectively with facility performers, staff, citizens and the general public. 


• Manage, develop, and maintain documentation related to all facility use – including contracts, agreements, and 
invoices for performing groups, renting organizations and other individuals for approval by the Opera House 
Director. Coordinate rental of facility, develop and maintain rental contracts and agreements and invoice per contract 
agreement.  Conduct correspondence for renting organizations, performing groups, and other users.  Prepare financial 
statements for events taking place at the facility.


• Oversee marketing, bookings, contracts, rehearsals, hospitality arrangements, and technical needs for all 
wedding engagements at the Opera House.


• Review and negotiate terms of hospitality riders associated with performing groups for review by the Opera 
House Director and oversee implementation in a manner consistent with contractual obligations with artists.


• Assist the Opera House Director in the implementation of negotiated technical riders in a manner consistent 
with contractual obligations whenever required.


 
• Perform related office administrative tasks, correspondence and filing.


• Ensure box office operations are current and operational.


• Supervise part-time and technical staff and volunteers in Directors Absence.


• Perform other duties as directed by the Opera House Director. Director or Opera House Board. 


Administrative Assistant - Media Services


• Perform office administrative tasks, correspondence and filing.


• Assist Director with fundraising activities and promotion.


• Assist Director with organizational tasks associated with contracted video production services.


• Assist the Director and Production Supervisor in the supervision of part-time employees and volunteers.


• Perform other duties as directed by the Director or Cable Commission.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent and vocational/technical training in secretarial/office procedures, with two to three 
years responsible clerical arts administration experience, or any combination of education and experience that provides 
equivalent knowledge, skills, and abilities.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


• Requires the ability to process, calculate, compute, summate, and/or tabulate data and/or information.  Includes the 
ability to perform subsequent action in relation to these computational operations.


• Requires the ability to provide guidance, assistance and/or interpretation to others, such as co-workers and the public, 
on how to apply policies, procedures and standards to specific situations.


Opera House Event Coordinator







3


• Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information such as invoices, 
bid sheets, meeting packets and minutes, lists, manuals, catalogs, procedures, guidelines and non-routine 
correspondence.


• Ability to communicate effectively with the Director, other City departments, vendors, volunteers, performers and the 
public.


Mathematical Ability


• Requires the ability to perform addition, subtraction, multiplication and division; and to calculate percentages and 
decimals.


Judgment and Situational Reasoning Ability


• Requires the ability to carry out instructions furnished in written, oral or diagram form.  Involves semi-routine 
standardized work, with some latitude for independent judgment regarding choices of action.


• Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the 
evaluation of information against measurable or verifiable criteria.


Physical Requirements


• Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer 
keyboard/typewriter, calculator/adding machine, telephone, etc.


• Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.


• Ability to exert light physical effort in sedentary to light work associated with office work.


Environmental Adaptability


· Ability to work under generally safe and comfortable conditions where exposure to environment factors poses little 
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


Council Approved December 11, 2007


Opera House Event Coordinator








Appraisal Score:


EMPLOYEE INFORMATION:


Employee: Job Title:


Supervisor: Department:


Evaluated By: Last Appraisal:


GUIDELINES FOR PERSONAL ATTRIBUTES APPRAISAL:


People development requires a supervisor's complete objectivity and willingness to discuss progress, plans,


and attitudes openly and positively. This report should be the basis for a meaningful, two-way communication.


Provide quantitative data and specific examples wherever possible in the space for comments. Place the


corresponding number from the rating guide in the box for each appraisal attribute. The rating guide number


may be used in .5 increments, i.e., 3.0, 3.5, 4.0, etc., to more precisely reflect an employee's performance


level for each attribute.


RATING GUIDE:


EXCEPTIONAL (5): Consistently exceeds all relevant performance standards. Provides leadership,


fosters teamwork, is highly productive, innovative, responsive and generates


top quality work. Active in industry-related professional and/or community groups.


EXCEEDS EXPECTATIONS (4): Consistently meets and often exceeds all relevant performance standards. Shows


initiative and versatility, works collaboratively, has strong technical & interpersonal


skills or has achieved significant improvement in these areas.


MEETS EXPECTATIONS (3): Meets all relevant performance standards. Seldom exceeds or falls short of


desired results or objectives. Lacks appropriate level of skills or is inexperienced.


Still learning the scope of the job.


BELOW EXPECTATIONS (2): Sometimes meets the performance standards. Seldom exceeds and often falls


short ofdesired results. Performance has declined significantly, or employee has


not sustained adequate improvement, as required since the last performance


review or performance improvement plan.


NEEDS IMPROVEMENT (1): Consistently falls short of performance standards.


Department Head Annual Performance Appraisal


51.507/01/2009


Luann Alme


Mayor


Jim Griffin 07/01/2009


Appraisal Date:


Clerk / Personnel


City Clerk / Personnel Director
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NOT APPLICABLE (0): This category does not apply to this person's appraisal.


Category Score:


1 Planning and Organizing Score: 5.0


The ability to plan own work, to establish priorities of projects, to set and meet goals, to institute proper


interim and final checks, to control flow of projects and to identify obstacles; the ability to coordinate


individual work priorities with those of others.


Comments: Xxxx


2 Human Relations / Interpersonal Skills Score: 5


Effectiveness in dealing with people at all levels; the ability to recognize and adapt to the work styles and


needs of co-workers and others. The ability to work as part of the "team". Is sensitive to the needs, feelings


and capabilities of others. Approaches others in a non-threatening manner and treats them with respect.


Comments: Xxxx


3 Decision Making Score: 5


The ability to analyze, synthesize, evaluate and make decisions; exhibition of creative thinking; ability to grasp


new concepts; ability to consider and accept opposing viewpoints.


Comments: Xxxx


4 Knowledge and Quality of Work Score: 5


The ability to perform the full range of duties required of the position with accuracy, thoroughness; the ability


to integrate the various job tasks and to accept new duties; knowledge of overall company operations and


the duties of others. Exhibits freedom from errors in day to day decision making and completes a high quality


of work according to specifications. Thoroughly follows standards and procedures.


50.0


PERSONAL ATTRIBUTES
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Comments: Xxxx


5 Initiative Score: 5


Continually looks for ways to improve and promote quality. Applies feedback to improve performance. Works


independently to solve problems. Seeks out ways to better the company and themselves though additional


training and continuing education. Looks for opportunities to take on more responsibility.


Comments: Xxxx


6 Leadership Score: 5


The ability to delegate and accept responsibility; exhibit confidence; demonstrate growth in position. Maintains


a high level of character and a professional attitude. Conforms and promotes the city's standards of conduct.


Comments: Xxxx


7 Organization / Time Management Score: 5


The ability to establish and handle multiple priorities; the ability to meet deadlines.


Comments: Xxxx


8 Communication and Teamwork Score: 5


Exhibits effectiveness of written communications; effectiveness of oral communications; effectiveness of


interpersonal communications. Works as part of a team, exchanging ideas and contributing skills that


complement those of other team members. Fulfills commitments to other team members.


Comments: Xxxx


9 Conflict Resolution Score: 5
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Expresses alternative points of view in a non-threatening way. Knows when it is appropriate to compromise


and when it is important to take a stand.


Comments: Xxxx


10 Dependability Score: 5


Exhibits the acceptance of responsibility; willingness to follow instructions; willingness to change plans; ability


to meet deadlines. Exhibits a high level of punctuality and attendance.


Comments: Xxxx


11 Xxxxx Score:


Comments: Xxxx


12 Xxxxx Score:


Comments: Xxxx


13 Xxxxx Score:


Comments: Xxxx
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14 Xxxxx Score:


Comments: Xxxx


15 Xxxxx Score:


Comments: Xxxx


Category Score:


RATING SCALE:


Total Goals: 5 Scoring Goals: 2


Satisfactorily Attained Goals: 0 ( Times 5 ) 0


Successfully Progressing Towards Goal Attainment: 1 ( Times 2.5 ) 2.5


Goals Not Attained: 1 ( Times - 1 ) -1


1.5


( 5 ) Satisfactorily Attained Goal; ( 2.5 ) Successfully Processing Towards Goal Attainment; ( -1 ) Goal Not Attained


GOALS (Identified for upcoming review period)


Only the first two (2) goals should be utilized for attainment scoring proposes


Category score is an evaluation of past goal performance by assessing attainment achieved for each goal.


The Rating Scale is the method utilized for scoring each goal based on the level of attainment.


GOAL ATTAINMENT (Identified from previous review period)
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INSTRUCTIONS FOR GOAL SELECTION:


Identify a minimum of two new goals for the coming year. These goals should be agreed upon by both the employee


and supervisor. Goals should be specific assignments to participate in or manage ongoing or future projects. When setting


goals, outline the scope that the employee is to play, lists resources and completion time frame and define the desired result.


Goal # 1 Score:


Xxxx


Comments: Xxxx


Goal # 2 Score:


Xxxx


Comments: Xxxx


Goal # 3 Score:


Xxxx


Comments: Xxxx


Extra goal atttainment provides opportunity to exhibit greater job proficiency and


performance that may influence increased scoring in the personal attributes section


Enter additional goals as desired or as appropriate (to a maximum of 5)
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Goal # 4 Score:


Xxxx


Comments: Xxxx


Goal # 5 Score:


Xxxx


Comments: Xxxx


Xxxx


xxxx


Enter a development plan to be worked on by the employee and mentored by supervisor for the upcoming review period.


development Plan
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Xxxx


xxxx


I agree with this appraisal I do not agree with this appraisal


Xxxx


Signature Date


Supervisor's comments


employee's comments
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xxxx


Signature Date


Revised: 06-25-2009
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