It is expected that a Quorum of the Administration Committee, Board of Public Works, and Common Council will be
attending this meeting: (although it is not expected that any official action of any of those bodies will be taken)

CITY OF MENASHA
PERSONNEL COMMITTEE
Third Floor Council Chambers
140 Main Street, Menasha
May 6, 2013
6:30 PM
Or immediately following Common Council

AGENDA

A. CALL TO ORDER
B. ROLL CALL/EXCUSED ABSENCES

C. MINUTES TO APPROVE
1. Personnel Committee, 4/16/13

D. DISCUSSION/ACTION ITEMS
1. Comptroller/Treasurer Position Vacancy
2. Title 2, Chapter 3 of Municipal Code — Municipal Officers and Employees

E. ADJOURNMENT

"Menasha is committed to its diverse population. Our Non-English speaking population and those with disabilities
are invited to contact the Menasha City Clerk at 967-3603 24-hours in advance of the meeting for the City to
arrange special accommodations."


http://www.cityofmenasha-wi.gov/COM/Clerk/Personnel_Committee/2013/Personnal%20Draft%20Minutes%204-16-13.pdf�
http://www.cityofmenasha-wi.gov/COM/Clerk/Personnel_Committee/2013/CompTres%20Recruitement%20Memo.pdf�
http://www.cityofmenasha-wi.gov/COM/Clerk/Personnel_Committee/2013/2-3%20Code.pdf�

CITY OF MENASHA
PERSONNEL COMMITTEE
Third Floor Council Chambers
140 Main Street, Menasha
April 16, 2013
MINUTES

. CALL TO ORDER
Meeting called to order by CA/HRD Captain at 8:55 p.m.

. ROLL CALL/EXCUSED ABSENCES

PRESENT: Aldermen Nichols, Taylor, Sevenich, Langdon, Keehan, Zelinski, Englebert,
Benner, Mayor Merkes

ALSO PRESENT: CA/HRD Captain, PC Styka, FC Auxier, DPW Radtke, CDD Keil,
Dpty Treasurer Sassman, PHD Nett, PRD Tungate, LD Lenz, Clerk Galeazzi

. MINUTES TO APPROVE

1. Personnel Committes, 4/1/13

Moved by Ald. Englebert, seconded by Ald. Benner to approve minutes.
Motion carried on voice voie.

CACTIONITEMS

1. Election of Chairman

Moved by Ald. Langdon, seconded by Ald. Zeiinski to nominate Ald. Englebert as
Chairman.

Having no other nominations the clerk was directed to cast a unanimous ballot for
Ald. Engleberi as Chairman.

2. Election of Vice-Chairman
Moved by Mayor Merkes, seconded by Ald. Zeiinski to nominate Ald. Langdon as
Vice-Chairman.

Having no other nominations the clerk was directed to cast a unanimous ballot for
Ald. Langdon as Vice-Chairman.

3. Comptroller/Treasurer Fosition Vacancy

CA/HRD Captain explained the process to create an Administrative Services Position
as recommended by Springsted Incorporated.

General discussion ensued on job duties and responsibilities.

Ald. Sevenich asked for a Point of Order — creating Administrative Services Director
nosition not listed on agenda or noficed.

Chairman Englebert — Point of Order not well taken, creating Administrative Services
Director position is a way of filling the vacancy of the Comptrolier/Treasurer position.

Moved by Ald. Nichols, seconded by Ald. Benner to recommend to Common Council
to create an Administrative Service Director position.
Motion carried on rolt call 8-1. Ald. Sevenich — no
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Personnai Committee Minutes
April 16, 2013
Page 2

4. Title 2, Chapter 3 of Municipal Code — Municipal Officers and Employees

Chairman Englebert stated the change to the Municipal Code should be done
after the Common Council acts on the Administrative Services Director position.

£, ADJOURNMENT

Moved by Ald. Langdon, seconded by Ald. Keehan to adjourn at 9:40 p.m.
Motion carried on voice vote.

Respectfully submitted by Deborah A. Galeazzi, WCMC, City Clerk
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City of Menasha ¢ Department of Personnel

MEMORANDUM

DATE: May 2, 2013

TO: PERSONNEL COMMITTEE
FROM: Pamei%/Captain, CA/HR Director

RE: RECRUITMENT PROCESS FOR COMPTROLLER/TREASURER (or
ADMINISTRTIVE SERVICES DIRECTOR) POSITION

The process described below is suggested for filling the vacancy of the

comptroller/treasurer,
1. Identify minimum requirements (Common Council)
2. lIdentify selection criteria (Personnel Committee)
3. Prepare recruitment materials (HR Department)
4. Take applications (HR Department)
5. Prepare interview topics (Personnel Committee)
6. Assemble 1* interview committee (TBD by Personnel Committee)
7. Hold 1" interview
8. Interview committee selection of final candidates
9. Hold 2™ interview (Personnel Committee)

10. Personnel Committee recommendation to Mayor
11. Mayor selection of final candidate

Identify minimum requirements for the position. The Personnel Committee needs to
establish the minimum requirements for the position such as education, experience and
certifications. See Exhibit A for suggestions.

Identify selection criteria. The Personnel Committee needs to identify, in addition, to the
minimum requirements the preferred criteria to be used to select candidates for further
consideration. What factors should be given greater weight in selecting candidates? The
criteria that the Personnel Committee identifies will be used by the HR Department in

scheduling prospective candidates for a first interview. Examples of selection criteria
include:

Education, with an extra point given to those candidates who have a
master’s or other advanced degree beyond a bachelor’s degree.

140 Main Street « Menasha, Wisconpgisp@b2aiate bens £p)967-3600 e Fax (820) 967-5273
www cityofmenasha-wi.gov



Experience, with an extra point given to those candidates who have
experience in local government, Wisconsin government, treasurer and
comptroller experience, management of I'T and/or HR functions.

Certifications, with an extra point given to those candidates who have
achieved additional certifications beyond the minimum required.

Additional/On-geing Training, with an extra point given to those
candidates who have exhibited a continuing commitment to training
and/or leadership training.

Prepare recruitment materials. Unless the City desires to use a recruiting firm, the
Human Resources Department will prepare recruitment materials. The position will be
advertised with professional organizations with which we are associated such as:
CVMIC, the League of Wisconsin Municipalities, Wisconsin Treasurers Association,
Wisconsin Government Finance Officers Association and the Government Finance
Officers Association (National). We do not plan on utilizing newspaper advertising
unless that 1s something that the Personnel Committee wants us to do.

Take applications. Applications will be taken by the HR Department and reviewed for
minimum qualifications. Using the selection criteria decided upon by the Personnel
Committee, the candidate materials will be reviewed and organized and the top
candidates will be scheduled to attend a first interview.

Prepare interview topics. Between now and the first interview the Personnel Committee
will identify what topics are most important to discuss with prospective candidates.
Based upon the interview topics selected by the Personnel Committee, I will draft
questions to ask each candidate.

Assemble 1% interview committee. Consistent with past processes, the first interview is
recommended to be held by an interview committee consisting of the following: Mayor,
I Council Member, Finance Director from another community and Co-General Manager
from the Utility. The 1¥ interview committee will recommend candidates for a final
interview to be scheduled before the Personnel Committee.

Hold 2™ interview. The Personnel Committee will interview final candidates and make a

recommendation to the Mayor who may or may not make the appointment. See City Ord.
SEC. 2-3-2(b).
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Exhibi - 4

City of Menasha e Administrative Services Department

ﬁ? . F ‘{ i
fenans

DIRECTOR OF ADMINISTRATIVE SERVICES
About the Position

The Director of Administrative Services is a new position and will perform administrative
and managerial work to be appointed by the Common Council and reporting to the
Mayor, The Administrative Services Director also serves as the Comptroller/Treasurer
and is the chief financial officer responsible for the financial operation of the City. The
Director of Administrative Services will have oversight of seven employees, inciuding
four of whom are direct reports, and will be responsible for supervising, directing and
coordinating the financial and adminisirative activities of the City of Menasha, including
finance, human resources and information technology functions. The Director of
Administrative Services will alse serve as the contract adminisirator for the city's contract
with an outside vendor for city assessment services.

Education

A bachelor's degree in Accounting from an accredited coliege or universily is required. a
masters degree in Accounting, Public Adminisiration or Business Administration is
preferred. CGFO, CPA or CMA designation is required. A frack record of continuing
involvement in professional development is expected.

Experience

Requires technical experience in governmental finance and budgeting, familiarity with
appiicable tax, financial and debt related Wisconsin statutes. Must demonsirate strong
management skills. Knowledge of information technology functions, personnel and labor
relations experience is important.

Minimum of five (§) years as a depariment director or as an assistant direcior in &
municipality of a similar size or farger. Or at least eight (8) vears of progressively
respansibie work experience in iocal government, including direct supervisory and
administrative  experience as  an  administratorimanager  or  assistant
administrator/managsr required.

Essential Jobk Duties

& Administration of three city functions (Finance, information Technology and
Humar Resources)

& Performs City Compiroller/Treasurer duties

® Provides forecasting of current year and longer term naeds and trends and their
probable implications

® Provides financial and fiscal recommendations o the Mayor, Redevelopment
Authority and Common Council

& Provides reports to the Common Council on the financial condition of the city and
its depariments, Utilities and Redevelopment Authority

® Manages City debt to facilitate goatls and priorities of Council

140 Main Street e Menasha, Wisconsin 54952-3151 e Phone {920} 987-3600 e Fax (820) 967-5273
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& Manages the development and implementation of departmental goals, objectives,
policies and priorities for each assigned service arez {Finance, Information
Technology and Human Resources)

® Assist the Mayor to plan, organize and direct the development and
implementation of the City's annual budget including montoring of revenuss and
expenses; audit and exercise budgetary control over payment of bills, invoices,
payroll and other vouchers for payment

Compensation

Minimum Midpoint Maximum
$91 400 $101,800 $111,800

ldeal Candidate

The Director of Administrative Services will be actively involved in the conception and
implementation of a new Administrative Services Depariment consisting of finance and
administrative related functions. Encouraging strong communication and eliminating
“sitos” will be a priority to deliver streamlined, customer-focused processes that enhance
efficiencies and deliver guality service. An individual who has the vision, insight, and
experience 1o see the broader picture in terms of the community is desired.

The ideal candidate will be an excelient communicator with the ability to establish and
maintain effective working relationships with citizens, elected officials, empliovess, and
local, state and federal agencies,

A municipal government professional who is able to develop a high performing team,
motivate and mertor, and delegate effectively will be successful. The successful
candidate must demonstrate strong leadership skills and be able fo encourage
deparimental ownership and accountability as well as organizationa! collaboration. The
ideal candidate should be skilled in strategic planning, policy and decision-making,
organization development, and performance management.

Knowledge of the principles and practices of city management is vital. Financial and
hudgetary expertise is required.
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City of Menasha e Depastment of Personnet

2013 SALARY RANGE

(Excerpted)
' MIN MID MAX
City Atty/Pers Dir Grade 1 91,400 101,600 111,800
Public Works Dir Grade 2 79,500 88,300 97,100
Comptroller/Treasurer Grade 3 77.800 86,400 95,000

The City’s wage-salary grade chart provides for periodic step increases throughout
employment with the City ending at 25 vears.

140 Main Street ¢ Menasha, Wisconsin 54952-3151 e Phone (920) 967-3600 « Fax (820) 967-5273

www. clivofmenasha-wi.gov
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City of Menashea « Departmeant of Personnel

MEMORANDUM
Aprii 11, 2013
TO: PERSONNEL COMMITTEE
FROM: PAMELA A. CAPTAIN, City Atiomey/Personne! Direcior

RE: HOW TO CREATE AN ADMINISTRATIVE SERVICES DEPARTMENT

PURPOSE OF THE CHANGE: To create a higher level of integration between financial
and administrative services within the City of Menasha.

Moving towards creating an administrative services department will take fime. One of
the first steps is to hire an administrative services director. This person will fill the
mission critical comptrollerftreasurer position. It is not an additional position. Over
time, various duties will be shifted and positions restructured. When the Administrative
Services Department is finished being put fogether, it 1s anticipated that approximately
50% of the compiroller/treasurer duties will be performed by the Administrative Service
Director with the remaming 50% of the position duties focused on management (of
finance, IT and human resources), forecasting and financial pianning. This will require
that approximately 30% of the remaining compirolier/ireasurer duties will have to move
to the remaining members of the department,

The city has a staff accountant position which position will need to be adjusted 1o take on
additional higher level accounting/ireasurer duties. The position level will likely be that
of treasurer/deputy compirolier. Work will need to flow out to other emplovees in the
administrative services department. There are currently two account clerk positions.
With the addition of the payroll clerk position moving from personne! to finance, there
will be three positions under the treasurer/deputy comptroller position. With the shifting
of these positions a third person moves to the finance end of the administrative services
department allowing the work to be better distributed. Addistional training for current
emplovees will be necessary and will be offered.

Omee the administrative services director is in place and the finance part of the
department is functioning to the satisfaction of the director, Information Technology will
be the next area on which to focus. Springsted informs us that changes are necessary as it
relates 1o the city’s IT structure. An overall IT strategy is lacking. The Administrative
Services Director will fill a current void as it relates to developing an overall IT suategy.
The Administrative Services Director will further discussion and planning to determine
what, if any, additional changes should ocour as it relates o IT services.

140 kiain Street e Menasha, Wisconsin 54852-3151 e Phone {820) 967-3800 e Fax (820) 867-5273
www cityofmenasha-wi.gov
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City of Menasha ¢ Department of Personnel

MEMORANDUM

March 28, 2013

TO: PERSONNEL COMMITTEE
FROM: F’AMEL§ A. CAPTAIN, CA/IPERSONNEL DIRECTOR

RE: COMPTROLLER/TREASURER POSITION VACANCY

This meeting is requested in follow-up to the consensus of the Personnel
Committee at its February 4, 2013 meeting fo delay recruitment in filling the
position vacancy of the city comptrolierftreasurer until the release of the
Springsted incorporated report setting forth their recommendations.

Springsted Incorporated recommends as a high priority that the City recruit an
Administrative Services Director and begin working on creating an Administrative
Services Department.

ADMINISTRATIVE SERVICES DIRECTOR: The person would report to the
Mayor and be responsible for supervising, directing and coordinating the financial
and administrative activities of the City. Administrative activities refers {o those
things that work across the whole organization including — finance, human
resources and information technology. Springsted is recommending an
integration {or bringing together) of the finance, human resources and

information technology functions.

In its report, Springsted outlines the skifl sets and competencies for this position
to include financial and analytical skills, organizational and operational analysis,
strategic planning, knowledge of information fechnology and human resources,
the ability to collaborate and the ability to define and implement new business
processes to maximize City resources.

REQUESTED ACTiON: 1. Authorize the personnel director to move forward
filling the position vacancy based on the
recommendations from Springsted Incorporated. OR

Alternatively, authorize the personnel director to
secure a recruiting firm to move forward filling the
position vacancy based on the recommendations from
Springsted Incorporated.

2. Set a schedule to bring candidates for the
administrative services director position for interview
before the Personnel Commitiee.

140 Main Street « Menasha, Wisconsin 54952-3151 « Phone (920) 967-3600 s Fax (920) 967-5273
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FROM SPRINGSTED TNCORPORATED REPORT
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CHAPTER 3

Municipal Officers and Employees

SEC. 2-3-1 CITY BEPARTMENT HEADS.

(a)

(b)
(c)

(d)

120294

DEPARTMENT HEADS. There shall be nine (9) department heads in the City of

Menasha, to wit:

(1) Direcior of Public Works.

(2) Comptroller.

(3) Chief of Police.

(4) Fire Chief.

(5} Personnel Director.

{6) Director of Parks, Recreation, Forestry and Cemeteries.

{7} Public Health Director,

(8) Community Development Director.

(9) City Attorney.

MAYOR AS CHIEF EXECUTIVE. The Department Heads shall be responsible to the

Mayor as Chief Executive Officer of the City except where State Statutes provide otherwise.

POSITION NAME CHANGES. Wherever in City Ordinances the words "Grantsman"

appears, the new title shall be "City Engineer;” "Planner” shall be the "Director of

Community Development;" "Garage Clerk" shall be the "Street/Sanitation Office

Coordinator;" "City Nurse" shall be the "Public Health Director;”" "Director;” "Director of

Finance" shall be the "Comptroller;” "Building Inspector" shall be the "Supervisor of

Building Inspection Services;" "Street Superintendent” shall be the "Streets and Sanitation

Superintendent;" and "Assistant City Nurse" shall be the "Public Health Nurse."

CHAIN OF COMMAND. The following City officials shall report to the following

entities:

(1) Assessor to Comptroller.

(2) Assistant  Streets and Sanitation Superintendent to Streets and Sanitation
Superintendent.

(3) Supervisor of Building Inspection Services to Community Development Director.

(4)  Building Services Superintendent to Director of Public Works.

(5) City Attorney 1o Mayor.

(6) City Clerk to City Attorney.

(7)  City Engineer to Director of Public Works.

t3) City Treasurer to Comptroller.

9) Director of Community Development to Mayor.

(10y  Comptroller to Mayaor.

(11)  Data Processing Manager to Comptroller.

(12y  Deputy Fire Chief to Fire Chief.

(13}  Director of Parks, Recreation, Forestry and Cemeteries to Mayor and Parks and
Recreation Board.

(14y  Director of Public Works to Mayor.

(15y  Fire Chief to Mayors of Neenah, Menasha and joint Fire Commission.

(16)  Mayor to Common council.

{17y Personnel Director to Mayor.

(18)  Police Chief to Mayor and Police and Fire Commission.
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(19)  Police Captain to Police Chief.

(20)  Public Health Director to Mayor.

(21)  Public Health Nurse to Public Health Director.

(22)  Streets and Sanitation Superintendent to Public Works Director.

(23)  Streets and Sanitation Office Coordinator to Streets and Sanitation Superintendent.

(24)  Superintendent of Parks, Forestry and Cemeteries to Director of Parks, Recreation,
Forestry and Cemeteries.

(25)  Library Director to the Library Board.

SEC. 2-3-2 APPOINTMENT OF CITY OFFICERS.

(a)

()

(d)

120294

APPOINTMENT OF CITY OFFICERS. Pursuant to Section 66.01 and Section 62.09,

Wis. Stats., the City of Menasha elects that the method of choosing the following statutory

City officers shall be by appointment pursuant to this Section and Section 62.09(3)b)3),

Wis. Stats.

(1) City Treasurer.

(2) City Attorney.

{3) City Clerk.

4) Director of Public Works.

(5) City Compiroller.

(6) City Assessor.

APPOINTMENT PROCESS. Shouid a vacancy occur in any of the positions described in

this Chapter except the positions of City Clerk, City Attorney, Fire Chief and Chief of

Police, the Personnel Committee will interview applicants using the position requirements

found n various personnel classification studies on file with the Personnel Director. The

Committee shall then make its recommendation to the Mayor, who may or may not make the

appointment. In any event, such an appointment is subject to confirmation by the Common

Council.

SELECTION OF CITY ASSESSOR. The City elects not to be governed by Section

70.05(1), Wis. Stats., insofar as said Section requires the election of the City Assessor. The

Assessor's term of office shall be from the date of appomtment until May 1, 1961.

Thereafter, the term of office shall be for a period of three (3) years.

CUSTODY OF OFFICIAL PROPERTY. City officers and employees must observe the

standards of care imposed by Section 19.21, Wis. Stats., with respect to the care and custody

of official property.

OATH OF OFFICE; BONDS OF OFFICERS.

{1 Oath. Every person elected or appointed to any statutory office shal} take and file his
official oath within ten (10) days after the notice of his election or appointment.

(2) Bonds. The City Clerk, and such other statutory officers as the laws of Wisconsin or
the Common Council may direct, shall execute and file an official bond in such form
as the Council may determine. The Council may at any time require new or
additional bonds of any officer. All official bonds must be approved by the Mayor
and, when so approved, shall be filed within ten (10} days after the officer executing
the same has been notified of this election or appointment. Official bonds shall be
filed with the City Clerk and shall be recorded by him in a book kept by him for that
purpose.
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SEC, 2-3-5 CITY COMPTROLLER.

(a)

(b)

(c)

PRIMARY FUNCTION. The City Comptroller shall be responsible for the financial

operation of the City which includes accounting, cash collection and disbursement,

assessing, payroll, purchasing and data processing. The City Comptroller shall report to the

Mayor.

MAJOR DUTIES AND RESPONSIBILITIES. The City Comptroller shall:

(H Plan, organize and conduct central accounting and fiscal control functions;

(2) Supervise the Data Processing Manager, Assessor, Treasurer and support the staff,

(3) Assemble the annual municipal budget request; assure the proper execution of the
budget through accounting and fiscal control records; prepare revenue estimates;

4) Maintain subsidiary and general ledgers; balance accounts; recommend and, upon
approval, implement improvements to the accounting system;

(5) Approve requisition and purchase orders, pre-audit claims before authorizing
payment; supervise the preparation of payrolls; purchase office and related supplies;

(6) Prepare and present various financial statements and reports;

(N Serve as Deputy Treasurer;

(8} Assist in the selection of all new employees within their jurisdiction;

(%) Perform such other duties and responsibilities as determined by the Common
Council and as set forth in this Code of Ordinances not enumerated above.

POSITION REQUIREMENTS. The position of City Comptroller requires graduation

from a four (4) year college or university with major course work in accounting, a minimum

of five (5) to eight (8) years of experience in accounting and fiscal operations and a

bachelor's degree in accounting or a related field, or any equivalent combination of

education and experience providing the following knowledge, abilities and skills:

(H Knowledge of professional accounting principles, procedures and processes;

(2) Knowledge of data processing and of modern office practices, procedures and
equipment and standard clerical techniques as applied to the maintenance of
accounting systems;

(3) Knowledge of the principles and practices of public finance administration and of
applicable data functions as described in the statutes;

4) Ability to plan, organize and conduct a central accounting system function;

(3) Ability to analyze and solve a wide variety of accounting and fiscal problems;

(6) Ability to plan, organize and supervise a subordinate staff;

(7) Ability to establish and maintain working relationships with City employees,
officials and the public;

(8) Ability to communicate effectively, orally and in writing.

State Law Reference: Section 62.09(10), Wis Stats.
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SEC. 2-3-6 CITY TREASURER.

(a)

(b)

(©)

PRIMARY FUNCTION. The City Treasurer shall be responsible for planning, organizing
and directing the programs and activities of the Treasurer's office. Work includes directing
the receiving, receipting, recording, disbursements of tax moneys and other municipal funds
and maintenance of Central Municipal Accounting records. The City Treasurer shall act as
Comptroller in the absence of the Comptroller. The City Treasurer shall report to the
Comptroller.
MAJOR DUTIES AND RESPONSIBILITIES. The City Treasurer shall:
() Plan, organize and direct the programs and activities of the Treasurer's office;
(2} Conduct central accounting and fiscal control functions;
(3) Plan investment strategies and monitor cash flow;
(4) Sign checks for disbursement of municipal funds; record and cancel bonds and
coupons; collect fees for licenses issued by the City;
(3) Supervise the preparation and maintenance of necessary records and reports;
(6) Direct the receiving, receipting, recording and disbursement of tax and utilities
moneys and other municipal funds, disburse tax funds, as appropriate to the County
Treasurer, Board of Education, Sewerage Commission, Town of Menasha and
Vocational District Number 12;
(7 Perform such other duties and responsibilities as determined by the Common
Council and as set forth in this Code of Ordinances not enumerated above.
POSITION REQUIREMENTS. The position of City Treasurer requires a minimum of
three (3) to twelve (12) months of experience in revenue administration or related work and
two (2) vears of college in public or business administration, accounting or a related field;
or an equivalent combination of education and experience providing the following
knowledge, abilities, and skills:
(D Knowledge of modern revenue collection and disbursement policies, practices, and
procedures;
(2) Knowledge of applicable City and state laws, policies, and regulations pertaining to
revenue collection and disbursement;
(3) Ability to administer the programs and activities of a municipal Treasurer's Office;
(4) Ability to plan assign, and supervise the work of subordinates engaged in revenue
collection, fiscal record maintenance, and related activities;
(5)  Ability to establish and maintain effective working relationships with City officials,
representatives of other governmental agencies, and the public;
(6) Ability to communicate effectively, orally and in writing.

State Law Reference: Section 62.09(9), Wis. Stats.
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