OFFICIAL MEETING PACKET OF THE
HUMAN RESOURCES COMMITTEE
Chairperson/Trustee Wally Sparks presiding
Acting Administrator Keith Donner & Clerk Sherry
Weinkauf; staff advisors

This regular monthly meeting of the Human Resources Committee, during
the 21st legislative session of the elected Board of Trustees, composed five
(5) appointed members, will convene at the Weston Municipal Center’s
Board Room, which is located at 5500 Schofield Avenue, Weston,
Wisconsin on Monday, February 4, 2019, at 4:30 p.m.

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
OFFICIAL MEETING AGENDA OF THE HUMAN RESOURCES COMMITTEE
The Committee will hold a meeting on the date, time and location listed.

TO THE HONORABLE TRUSTEE SPARKS AND FOUR (4) APPOINTED MEMBERS OF
THE HUMAN RESOURCES COMMITTEE: The following items were listed on the agenda
in the Village Clerk’s Office, in accordance with Chapter 2 of the Village’s Municipal Code
and will be ready for your consideration at the Committee’s next regular monthly meeting
on Monday, February 4, 2019 @ 4:30 p.m. at the Weston Municipal Center, 5500
Schofield Avenue, Weston, WI 54476.
A quorum of members from other Village governmental bodies (boards, commissions, and committees) may
attend the above-noticed meeting to gather information. Should a quorum of other government bodies be
present, this would constitute a meeting pursuant to State ex rel. Badke v. Greendale Village Bd., 173 Wis.2d
553,494 N.W.2d 408 (1993). Wisconsin State Statutes require all agendas for Committee, Commission, or
Board meetings be posted in final form, 24 hours prior to the meeting. Any posted agenda is subject to change
up until 24 hours prior to the date and time of the meeting. No officials’ actions other than those of the Human
Resources Committee shall take place.

AGENDA ITEMS.
1.
Call to Order & Welcome by Chairperson Sparks.
2.
Roll Call by recording secretary.
3.
Approval of minutes from previous meeting: January 15, 2018
4.
Public comments.
UNFINISHED BUSINESS.
5.
Update on 2017 Longevity Pay.
6.
Discussion and Possible Action on Longevity Pay Policy.
NEW BUSINESS.
7.
Creation of Mechanic Position and reclassification of Jason Lenhard.
8.
Creation of Utility Superintendent and begin recruitment process.
9.
DPW Job Descriptions.
10.
Recruitments Update
a. Economic Development Coordinator
b. Utility Clerk
11.
Business Writing Course.
FUTURE ITEMS.
12.
Next meeting date: March 4, 2019
13.
Topics for future meetings
14.
Remarks from Staff
15.
Remarks from Committee members.
16.
Announcements
ADJOURNMENT.
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VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
OFFICIAL MEETING MINUTES OF THE HUMAN RESOURCES COMMITTEE
Tuesday, January 15, 2019 @ 4:30 p.m.
1.

Call to Order & Welcome by Chairperson Sparks.
Meeting was called to order by Chairperson Sparks at 4:30 p.m.

2.

Roll Call by recording secretary.
MEMBER
Sparks, Wally
Ostrowski, Kevin
Porlier, Mark
Schuster, Fred
Hegg, Robin

PRESENT
YES
YES
NO
YES
YES

Village staff in attendance: Keith Donner, Sherry Weinkauf, Jennifer Higgins, Jessica
Trautman, Jenna Trittin, Heather Reich, Michael Wodalski, Renee Hodell, Nathan Crowe,
Sarah Flory, Jessica Falkowski, Jared Wehner, Jason Lenhard, and Randy Vlietstra.
3.

Approval of minutes from previous meeting December 3, 2018.
Motion by Schuster, second by Ostrowski to approve the meeting minutes of
December 3, 2018.
Yes Vote: 5

No Votes: 0

Trustee
Sparks, Wally
Ostrowski, Kevin
Porlier, Mark
Schuster, Fred
Hegg, Robin
4.

Abstain: 0

Not Voting: 0

Result: Pass

Voting
YES
YES
--YES
YES

Public comments.
There were no public comments.

NEW BUSINESS
5.

Discussion and Possible Action on Proposed 2019 Classification and Compensation
Matrix.
Donner explained the Comparables Study. He also reviewed the changes made to the
matrix since the December 2018 meeting. He talked about the positions that have been
moved to other grades, title changes, and additional changes, based on community
comparables. Sparks questioned the pay rate for an employee that was moved down a
grade. Donner said their pay would not be affected. There was a short discussion on the
mechanic position.
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Motion by Ostrowski, second by Hegg to recommend the Village Board approve the
proposed 2019 classification and compensation matrix.
Yes Vote: 4

No Votes: 0

Trustee
Sparks, Wally
Ostrowski, Kevin
Porlier, Mark
Schuster, Fred
Hegg, Robin
6.

Abstain: 0

Not Voting: 1

Result: Pass

Voting
YES
YES
--YES
YES

Discussion and Possible Action on Longevity Pay Policy.
Donner discussed how longevity was discontinued, but former Administrator had brought it
back last year with $15 per year of service, with a minimum of $50. Weinkauf stated staff
assumed former Administrator brought the longevity topic to the Human Recourses
Committee in 2017 but she searched the minutes from that year and couldn’t find anything.
Weinkauf prepared a proposed longevity policy for the Employee Handbook, with the
assumption former Administrator had discussed longevity with Human Resources
Committee previously.
Sparks stated the longevity funding needs to be approved by the Finance Committee and
the Village Board for the year of 2019, with the payout at the end of the year. Sparks
discussed how the EMPD longevity started after 5 years with a set amount, and an
increase every year up to the twentieth year.
Weinkauf stated we will do some research on what other comparable communities are
doing and bring this back to the next meeting for consideration.

7.

Discussion and Possible Action on Results Based Wellness Program Incentives to
Village employees not on the health insurance.
Wodalski discussed the Result Based Wellness Program for Employees that receive health
insurance through the Village. The goal of the program is to improve employee health,
which will in turn hopefully result in lower health care costs. We would like to see all
employees healthy, not just the ones on Village health insurance. Wodalski discussed how
the Wellness Committee proposes employees not on the Village insurance would be
eligible for a cash incentive equivalent to the savings of an employee with a single plan. He
used an example of: An employee on the single plan insurance pays about $102 per month
at the current 15% employee contribution. If the employee qualifies for a 12% premium,
they would then pay $82 per month for a saving of $20/month. If the employee qualifies for
the 10% premium, they would then pay $68 per month for a savings of $34/month. For an
employee not on the Village insurance they would then qualify for the equivalent payout of
$20 or $34 depending on the components completed. Baseline biometrics were taken in
December of this year with final biometrics taking place next November. Qualifying
participants will see the reduced premiums or payouts in 2020.
Motion by Schuster, second by Ostrowski to recommend the Village Board approve
the cash incentive for employees not on the Village insurance to qualify for a payout
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of $20 or $34 a month. The payout is equivalent to the savings of an employee with a
single plan on the village insurance, depending on the components completed,
subject to employee verification of health insurance.
Yes Vote: 4

No Votes: 0

Trustee
Sparks, Wally
Ostrowski, Kevin
Porlier, Mark
Schuster, Fred
Hegg, Robin
8.

Abstain: 0

Not Voting: 1

Result: Pass

Voting
YES
YES
--YES
YES

Discussion and Possible Action on 2019 Employee CPI wage increase.
Donner mentioned the CIP wage increase was discussed in December. He has a summary
of all employee positions in the Village. Trautman mentioned the wage increases come out
to $40,000 and $48,000 was budgeted in the general fund for increases. The remaining
8,000 will cover a portion of the merit increases and there are other funds to cover the
remaining.
Motion by Schuster, second by Hegg to recommend to approve the CPI and merit
increases, subject to the Finance Committee approving the funding.
Yes Vote: 4

No Votes: 0

Trustee
Sparks, Wally
Ostrowski, Kevin
Porlier, Mark
Schuster, Fred
Hegg, Robin

Abstain: 0

Not Voting: 1

Result: Pass

Voting
YES
YES
--YES
YES

9.

Update on Employee Review Process.
Donner stated he was able to get all reviews completed except for two due to his absence.
Weinkauf mentioned the new software was used to complete the reviews and the process
went well.

10.

Recruitments Update
a) Economic Development Coordinator
Higgins stated the position was posted January 8 and there are 3 active
applications. Some are fresh out of school but have a master’s degree. The job
posting is open until the end of February.
b) Utility Clerk
Donner said this position was advertised internally. Theresa Coleman is the only
applicant and has been training with Donna Van Swol, the current Utility Clerk.
There has been no formal offer to Coleman as we are waiting on a resignation
letter from Van Swol with a date on when she is leaving.
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Sparks asked how Sara Pinsonneault is doing in the Finance Specialist position.
Trautman said it is working out well. If we would need a full-time position within
the Utilities/Finance departments, we would cut ties with Pinsonneault.
CLOSED SESSION. Convene into closed session under Wisconsin State Statutes 19.85 (1) (c) to
consider employment, promotion, compensation or performance evaluation data of any public
employee over which the governmental body has jurisdiction or exercises responsibility: Individual
merit increases for the following positions: Planning and Development Director, Deputy Finance
Director, Operator/Maintainer 2, Operator/Maintainer 3, Property Inspector, Utility Technician, Utility
Operator and Utility Clerk.
Motion by Schuster, second by Ostrowski to convene into closed session at 5:17
p.m.
Yes Vote: 4

No Votes: 0

Trustee
Sparks, Wally
Ostrowski, Kevin
Porlier, Mark
Schuster, Fred
Hegg, Robin

Abstain: 0

Not Voting: 1

Result: Pass

Voting
YES
YES
--YES
YES

11.

Reconvene into Open session.
The members reconvened into open session.

12.

Consider action on closed session items.
Motion by Schuster, second by Ostrowski to approve the merit recommendations
outlined in the Request for Consideration from Donner dated January 15, 2019, with
the change on number 8 to be Grade I at $24.34 an hour, subject to the Finance
Committee approving the funding.
Yes Vote: 4

No Votes: 0

Trustee
Sparks, Wally
Ostrowski, Kevin
Porlier, Mark
Schuster, Fred
Hegg, Robin

Abstain: 0

Not Voting: 1

Voting
YES
YES
--YES
YES

RESOLUTIONS & ORDINANCES.
There were no Resolutions or Ordinances
FUTURE ITEMS.
13.

Next regular meeting date: February 4, 2019.

14.

Topics for future meetings.
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Result: Pass

15.

Additional information on the Business Writing course.
Remarks from Staff.
There were no remarks from staff

16.

Remarks from Committee members.
There were no remarks from Committee members

17.

Announcements.
There were no Announcements

ADJOURNMENT
The meeting was adjourned by Chairperson Sparks at 6:12 p.m.
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REQUEST FOR CONSIDERATION
Public Mtg/Date:

Human Resources (HR) Committee, February 4, 2019

Description:

Village of Weston 2017 Longevity Pay

From:

Sherry Weinkauf, Clerk/Employee Resources Manager

Question:

Clarification on 2017 Longevity pay
Background

There were some questions at the last HR meeting regarding official approval of
longevity pay for employees. I indicated, at the last meeting, I searched 2017 minutes
and could not find approval. However, Michael Wodalski was searching 2018 HR
minutes for something else and came across minutes from 2/15/18, which includes a
recommendation to create a longevity incentive (See page 2 of the 2/15/18 HR
minutes). I did some further research and found the Board of Trustees approved a
pay and compensation matrix at their 2/19/18 meeting. The matrix includes a column
for longevity. I have attached both the matrix and Board of Trustees minutes. As
stated, at the last meeting, the 2017 longevity incentive was paid to employees in
May of 2018. The longevity calculation was based on years of service as of 4/15/18.
There was no approval for 2018 longevity pay, however the Finance Department did
include it in the 2019 budget. For the record, I just wanted to clarify the approval for
the 2017 incentive did take place.
Attached Docs:

Example memo to employee, 2/15/18 HR Committee minutes, 2/19/18 Board
of Trustees minutes, 4/15/18 Pay Matrix.

Committee Action:

No action needed.

FISCAL IMPACT:

N/A.

Recommendation:

N/A.
Recommended Language for Official Action

No official action needed.
Additional action:

N/A.

VILLAGE OF WESTON
5500 SCHOFIELD AVENUE, WESTON, WI 54476

DANIEL R. GUILD
ADMINISTRATOR

MEMORANDUM
DATE:

MONDAY, JANUARY 1, 2018 (RETROACTIVE)

TO:

*******************

SUBJECT:

2017 PERFORMANCE ADJUSTMENT & AWARD

On behalf of the Board of Trustees for the Village of Weston, I want to thank you for your
continued hard work, your dedication to your co-workers, and your contributions, which
advance the Village of Weston forward as a community. You are a valued member of my team
here at the Weston Municipal Center.
Following the completion of your last performance review, the following information will be
entered into your record regarding your classification and compensation, effective Monday,
January 1st, 2018.
HIRE DATE:

8/21/2012

SERVICE:

5 YEARS

LONGEVITY:

85

CLASSIFICATION:

DEPUTY CLERK 2

MATRIX:

GRADE G; STEP 3

COMPENSATION:

17.50/HOUR

NEXT REVIEW DATE:

5/21/2018 (TENTATIVE)

REWARD TARGET:

GRADE G; STEP 4 = $17.97/HOUR

COMMITTEE ASSIGNMENT:
GOALS:

LWM CLERK/FINANCE INSTITUTE
UWGB CLERK/TREASURER INSTITUTE
WMCA ANNUAL CONFERENCE

Please work with Sherry Weinkauf, Employee Resources Manager, regarding any adjustments
to your compensation. If you have any questions about your employment status with the
Village of Weston, please do not hesitate to contact me.

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
OFFICIAL MEETING MINUTES OF THE HUMAN RESOURCES COMMITTEE
Thursday, February 15, 2018 @ 4:30 p.m.
AGENDA ITEMS.
1.

Call to Order & Welcome by Chairperson Porlier.
Meeting called to order by Chairperson Porlier at 4:30 p.m.

2.

Roll Call by recording secretary.
MEMBER
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb

3.

PRESENT
YES
YES
ABSENT
YES
YES

Approval of minutes from previous meeting.
Motion by Berger, second by Pagel to approve the minutes of February 5, 2018.
Yes Vote: 4

No Votes: 0

Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb
4.

Abstain: 0

Not Voting: 1 Result: Pass

Voting
YES
YES
-YES
YES

Public comments.
There were no public comments made.

ACKNOWLEDGE WORK PRODUCT TRANSMITTALS.
None.
EDUCATIONAL PRESENTATIONS & REPORTS.
None.
CLOSED SESSION. Convene into closed session under Wisconsin State Statutes 19.85 (1) (c) to discuss
confidential personnel information and review the performance of certain Village employees.
Motion by Berger, second by Pagel to convene into closed session at 4:55 pm.
Roll Call:
Yes Vote: 4
Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin

No Votes: 0

Abstain: 0

Not Voting: 1 Result: Pass

Voting
YES
YES
-YES
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Pagel, Deb
5.

YES

Reconvene into open session.
The members reconvened into open session.

Motion by Berger, second by Pagel to reconvene into open session at 5:30 pm.
Yes Vote: 4
Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb
6.

No Votes: 0

Abstain: 0

Not Voting: 1 Result: Pass

Voting
YES
YES
-YES
YES

Consider action on closed session items.

Motion by Pagel, second by Hegg to support the Administrator’s recommendation to create the
longevity incentive program and the director incentive program.
Yes Vote: 4
Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb

No Votes: 0

Abstain: 0

Not Voting: 1 Result: Pass

Voting
YES
YES
-YES
YES

Motion by Hegg, second by Berger to recommend the Board of Trustees endorse the Administrator’s
recommendation on compensation and wage adjustments for 2018.
Yes Vote: 4
Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb

No Votes: 0

Abstain: 0

Not Voting: 1 Result: Pass

Voting
YES
YES
-YES
YES

Motion by Pagel, second by Hegg to adopt the version February 5, 2018 (A) official compensation pay
matrix for the village, retaining step and range plans and not going to a no-range plan at this time.
Yes Vote: 4
No Votes: 0
Abstain: 0
Not Voting: 1 Result: Pass
Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb

Voting
YES
YES
-YES
YES
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POLICY QUESTIONS.

7.

Appointment vs. Hiring authority policy language.
Guild presented on the new hire position for the clerk’s department.
There are inconsistencies in the employee handbook and ordinance as it relates to the
Administrator having the authority to hire new employees below the department head level.
Porlier commented on the 2015 handbook creation perspective versus the 2018 perspective. He
also commented on the language of vacant position and a new position.
Berger commented that staff should be making the decision on hiring due to them being the experts
in the field and knowledge.
Hegg commented that staff is the experts on making hiring decisions.
Pagel commented that a vacant position should be determined based on staff recommendations.
Pagel commented that they appreciate knowing when a position has been filled.

Motion by Hegg, second by Pagel to modify chapter 4 of the employee handbook and chapter 2,
Section 3.03(3) (c ), of the Village Ordinance making them consistent with each other.
Yes Vote: 4
Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb
8.

No Votes: 0

Abstain: 0

Not Voting: 1 Result: Pass

Voting
YES
YES
-YES
YES

Hiring recommendation for Deputy Clerk position.

Motion by Berger, second by Hegg to approve making a recommendation to the Board of Trustees to
hire Theresa Coleman to fill the full-time Administrative Specialist/Deputy Clerk position.
Yes Vote: 4
Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb
9.

No Votes: 0

Abstain: 0

Not Voting: 1 Result: Pass

Voting
YES
YES
-YES
YES

AC Wage Scale
Mroczenski presented on the proposed Aquatic Center wage scale. He also explained the
comparables with other municipalities.
Guild said the motivation to raise the wages is due to staffing concerns in the future and for the
2018 season.
Mroczenski commented that we would like to be proactive about staffing for the summer of 2018.
Porlier asked about the legislation on allowing 15-year old’s being hired as lifeguards, Gov. Walker
will hopefully sign in spring of 2018.
Osterbrink commented that the wage scale was recommended by the Finance Committee and
Parks and Recreation Committee.

Motion by Berger, second by Hegg to approve the Aquatic Center wage scale.
Yes Vote: 4

No Votes: 0

Abstain: 0

Not Voting: 1 Result: Pass
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Trustee
Porlier, Mark
Berger, Scott
Schuster, Fred
Hegg, Robin
Pagel, Deb

Voting
YES
YES
-YES
YES

RESOLUTIONS & ORDINANCES.
None.
FUTURE ITEMS.
10.

Next regular meeting date: March 5, 2018.

11.

Topics for future meetings.
a. Applicability of employee handbook to elected and appointed officials.
b. Anti-bullying policy.
c. Crisis response plan.
d. Health Insurance costs.
e. Mental Health review policy.
f. Mileage reimbursement rate.
g. NEOGOV upgrade.
h. Pay-for-performance policy
i. Recording device policy.
j. Rewards-based wellness program.
k. Safety compliance program; Handbook Chapter 9

12.

Remarks from Staff.
None.
Remarks from Committee members.
None.
Announcements.
None.

13.
14.

ADJOURNMENT
Porlier adjourned the Human Resources Special Committee meeting at 5:46 pm.
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Zeyghami, Hooshang
Ziegler, Jon
White, Loren
Porlier, Mark

45.

YES
YES
YES
YES

Resolution No. 2018-009 to support a Marathon County 2018 budget transfer of
$1 million from the Industrial Development Fund to the MCDEVCO Marathon
County Revolving Loan Fund (MCRLF) to allow MCDEVCO to secure a
matching grant from a local foundation for the MCRLF.
Motion by White, second by Berger to approve Resolution No. 2018-009. Q/
Zeyghami asked who the Village representative is. It was indicated that Guild is the
representative.
Yes Vote: 7

No Votes: 0 Abstain: 0

Trustee
Ermeling, Barb
Berger, Scott
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
White, Loren
Porlier, Mark

Not Voting: 0

Result: PASS

Voting
YES
YES
YES
YES
YES
YES
YES

REMARKS FROM ADMINISTRATOR
46.
Deputy Clerk Employment offer
Guild reported Clerk staff selected 4 finalists for the Deputy Clerk position. Staff
would like to offer the position to Theresa Coleman.
Motion by Porlier, second by Zeyghami to approve the hiring of Theresa
Coleman for the Deputy Clerk position.
Yes Vote: 7

No Votes: 0 Abstain: 0

Trustee
Ermeling, Barb
Berger, Scott
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
White, Loren
Porlier, Mark

Not Voting: 0

Voting
YES
YES
YES
YES
YES
YES
YES
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Result: PASS

Berger, Scott
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
White, Loren
Porlier, Mark

YES
YES
YES
YES
YES
YES

REMAIN IN CLOSED SESSION UNDER WISCONSIN STATE STATUTE 19.85 (1) (c) to
consider the compensation of public employees over which the governmental body has
jurisdiction or exercises responsibility
55.

Reconvene into open session. Act on closed session discussion if necessary.
Motion by Ziegler, second by Zeyghami to convene into open session at 8:14
p.m.
Roll call:
Yes Vote: 7

No Votes: 0 Abstain: 0

Trustee
Ermeling, Barb
Berger, Scott
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
White, Loren
Porlier, Mark

Not Voting: 0

Result: PASS

Voting
YES
YES
YES
YES
YES
YES
YES

Action taken in Open Session.
Motion by Ziegler, second by Porlier to approve the 2018 pay and compensation matrix
for staff as presented.
Yes Vote: 7

No Votes: 0

Trustee
Ermeling, Barb
Berger, Scott
Ostrowski, Kevin
Zeyghami, Hooshang
White, Loren
Porlier, Mark
Ziegler, Jon

Abstain: 0

Not Voting: 0

Result: Pass

Voting
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Motion by Ziegler, second by Ostrowski to approve the 2018 salary for the Village
Administrator at 2.5% increase over the 2017 salary.
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Created By: Daniel Guild. Printed on: 4/15/2018
#

Employee Name

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40

Behnke, Doug
Blarek, Forrest
Borth, John
Brown, Nathan
Coleman, Theresa
Crowe, Nathan
Dietsche, Chad
Donner, Keith
Falkowski, Jessica
Flory, Sara
Guild, Daniel
Harrison, Will
Henschel, Victoria
Higgins, Jennifer
Hodell, Renee
Huerth, Clayton
Krause, David
Lake, Steven
Lenhard, Jason
Maguire, Roman
Mroczenski, Brad
Osterbrink, Shawn
Parker, Valerie
Pinsonneault, Sara
Platta, James
Reich, Heather
Schmidt, Greg
Skerven, Trevor
Skrzypchak, Tony
Suchmonski, Jen
Tatro, Shaun
Trautman, Jessica
Trittin, Jenna
VanSwol, Donna
Vliestra, Randy
Wehner, Jared
Weinkauf, Sherry
Wodalski, Michael
Yde, Matt
Yonker, John

Position
PW Fleet Lead 4
Operator/Maintainer 3
PW Utility Lead 4
Office Assistant 3
Deputy Clerk 1
CTO
Operator/Maintainer 3
COO
Arborist/Forester
Deputy Clerk 1
CAO
Utility Technician
Assistant to the Administrator
CDO
Taxpayer Engagement Coord
Operator/Maintainer 1
Operator/Maintainer 3
Operator/Maintainer 2
Operator/Maintainer 3
Property Inspector
Aquatic Center Manager
Parks Director
P/D Technician
Administrative Coordinator
Operator/Maintainer 2
Deputy Clerk 2
Assessor
Operator/Maintainer 1
PW Streets Lead 4
Operator/Maintainer 1
Building Inspector/Manager
CFO
Deputy CFO
Utility Clerk
Operator/Maintainer 3
Assistant Planner
CIO/Clerk
Deputy COO
Attorney
Operator/Maintainer 2

HIRE DATE
4/17/2018
6/6/94
1/5/04
6/27/94
8/8/14
2/12/18
6/14/04
11/15/99
7/7/97
6/12/00
6/2/15
5/29/12
9/5/17
8/18/17
5/5/03
10/17/05
9/9/02
11/10/14
9/6/05
4/4/16
4/21/03
4/10/00
3/13/00
11/10/17
1/1/00
8/21/12
1/1/94
2/2/16
6/9/86
11/10/14
8/1/97
10/15/07
12/17/15
4/25/88
7/8/91
6/10/13
11/8/93
9/27/10
3/10/10
7/2/07

YOS
24
14
24
4
0
14
18
21
18
3
6
1
1
15
12
16
3
13
2
15
18
18
0
18
6
24
2
32
3
21
10
2
30
27
5
24
8
8
11

Age

5/15/74
5/23/80
9/23/80
3/7/79
3/18/80
8/31/72
10/29/74
12/14/81
6/26/59
9/29/89
7/29/70
3/15/91
4/22/65
12/29/93
5/12/56
10/1/77
7/26/91
5/31/58
6/26/62
6/22/89
8/10/67
8/14/85

44
38
38
39
38
46
43
36
59
29
48
27
53
24
62
41
27
60
56
29
51
33

$25.75
$20.70
$24.75
$23.00
$23.65
$35.50
$21.50
$17.75
$23.65
$17.50

$53,560
$43,056
$51,480
$47,840
$49,192
$73,840
$44,720
$36,920
$49,192
$36,400

$234
$51
$189
$30
$225
$270
$271
$6
$274
$85

$21.28
$27.75
$18.42
$35.35
$41.00
$26.71
$22.75
$25.36
$21.50
$35.50
$35.50

$44,262
$57,720
$38,314
$73,528
$85,280
$55,557
$47,320
$52,749
$44,720
$73,840
$73,840

$33
$478
$51
$311
$157
$35
$450
$402
$73
$366
$113

2/2/62 56

$23.65

$49,192

$162

50
37
48
35
53
39
44
60
41
41
38
25
36
44
52

Hourly
2080
$27.75
$25.36
$27.75
$13.50
$16.00
$35.50
$25.75
$48.50
$23.00
$16.00
$50.50
$20.70
$22.47
$36.50
$28.75

Total Rewards Management
Salary
Lngvty
D-Rewards
Total
$15.00
$57,720
$358
$58,077.86
$52,749
$214
$52,962.93
$57,720
$357
$58,077.00
$28,080
$55
$28,135.28
$33,280
$3
$33,282.55
$73,840
$208
$100.00 $74,147.52
$53,560
$276
$53,836.22
$100,880
$312
$100.00 $101,291.58
$47,840
$268
$48,107.60
$33,280
$43
$33,323.04
$105,040
$88
$105,128.17
$43,056
$9
$43,065.12
$46,738
$10
$46,747.46
$75,920
$224
$100.00 $76,244.19
$59,800
$187
$59,987.39

BIRTH
DATE
10/28/67
3/21/81
1/16/70
1/31/83
10/16/64
12/11/78
12/6/73
9/2/58
3/8/77
6/12/77
12/9/79
8/26/93
4/6/82
5/25/74
3/15/66

$100.00
$100.00

$100.00
$100.00

$100.00
$100.00

Pay Matrix
Market Step Ratio

Target

K
J
K
D
F
M
J
R
I
F
T
I
I
O
K

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

28.39
26.01
28.39
14.18
16.54
33.12
26.01
44.97
23.65
16.54
53.10
23.66
23.65
37.86
28.39

5
5
5
4
4
7
5
7
4
4
4
1
4
4
7

98%
98%
98%
95%
97%
107%
99%
108%
97%
97%
95%
87%
95%
96%
101%

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

0.64
0.65
0.64
0.68
0.54
(2.38)
0.26
(3.53)
0.65
0.54
2.60
2.96
1.18
1.36
(0.36)

$53,793.96
$43,107.42
$51,669.08
$47,870.43
$49,516.76
$74,210.18
$44,991.33
$36,926.41
$49,466.29
$36,484.72

J
I
J
J
I
M
H
G
I
G

$
$
$
$
$
$
$
$
$
$

26.01
23.65
26.01
26.01
23.65
33.12
21.28
18.92
23.65
18.92

5
1
4
1
6
7
7
3
6
3

99%
88%
95%
88%
100%
107%
101%
94%
100%
92%

$
$
$
$
$
$
$
$
$
$

0.26
2.95
1.26
3.01
(2.38)
(0.22)
1.17
1.42

$44,295.38
$58,197.74
$38,365.02
$73,838.55
$85,537.49
$55,691.71
$47,769.57
$53,150.36
$44,792.69
$74,306.49
$74,053.22

H
K
G
M
P
L
H
J
I
M
N

$
$
$
$
$
$
$
$
$
$
$

21.28
28.39
18.92
33.12
40.23
30.53
21.28
26.01
23.65
33.12
35.50

6
5
5
7
7
1
7
5
2
7
6

100%
98%
97%
107%
102%
87%
107%
98%
91%
107%
100%

$
$
$
$
$
$
$
$
$
$
$

0.64
0.50
(2.23)
(0.77)
3.82
(1.47)
0.65
2.15
(2.38)
-

$49,353.81

I

$ 23.65

6

100% $

Grade

-

REQUEST FOR CONSIDERATION
Public Mtg/Date:

Human Resources (HR) Committee, February 4, 2019

Description:

Village of Weston Longevity Policy

From:

Sherry Weinkauf, Clerk/Employee Resources Manager

Question:

Should the HR Committee consider implementing a longevity policy?
Background

The Village’s longevity policy was eliminated back in 2014 for all employees. The
former Administrator tried to bring a policy back last year. A proposed policy was
presented to the HR Committee on January 15th. Per the discussion at that meeting
staff went out and did some investigation on what other communities are doing with
longevity pay.
Population Group
We received 14 responses from the population group, with 8 communities offering
the incentive pay. Of the 8 communities Ashwaubenon offers to employees hired
before 2011, Greendale offers to Public Works employees only, Harford offers to
employees hired before 1992, Menomonie offers to employees hired before 2012,
and Plover offers to employees hired before 2014. 5 communities of the population
group continue to offer the incentive to all employees. Also, out of the 14 responses,
6 of those communities do not offer the incentive.
Offer incentive w/o phasing out Phasing Out incentive
4
4

Do not offer incentive
6

Regional Group
We received 12 responses from the regional group, with 3 communities offering the
incentive. Of the 3 communities Stevens Point offers to employees hired before 2013,
Wisconsin Rapids offers to employees hired before 2014, and Merrill offers to
employees hired before 1998.

Offer incentive w/o phasing out Phasing Out incentive
0
3

Do not offer incentive
9

The results show that most communities do not offer the longevity incentive, and if
they do they are currently phasing it out over time. The Village’s longevity policy was
VILLAGE OF WESTON
5500 SCHOFIELD AVENUE, WESTON, WI 54476

REQUEST FOR CONSIDERATION
eliminated in 2014 for all employees. The former Administrator tried to bring a policy
back last year. We heard from several employees that they were glad to see it come
back. As you can see it’s not a very popular benefit being offered anymore. The final
decision on offering the incentive is up to the HR Committee and Board of Trustees.
Please also recognize Jessica Falkowski for all her hard work on this project. She
gathered all the comparable information for us to review. Thank you, Jessica.

Attached Docs:

Longevity pay comparables.

Committee Action:

Possible Recommendation to the Board of Trustees on implementing a
Longevity policy.

FISCAL IMPACT:

Depends on policy adopted.

Recommendation:

No recommendation from staff.
Recommended Language for Official Action

No staff recommendation on action to be taken.
Additional action:

Possible BOT action at 2/18/19 Meeting.

VILLAGE OF WESTON
5500 SCHOFIELD AVENUE, WESTON, WI 54476

Longevity Pay
2017 Population Group Group (12,500-17,500)
City/Village Population

Ashwaubenon

Beaver Dam

16,940

16,693

Offer Longevity
Yes
No

X

X

Plan Description

Ashwaubenon pays longevity to employees who were already
receiving this benefit prior to 2011. In 2011, they locked rates and
continue to pay employees a monthly lump sum at various years of
service. This benefit is grandfathered for those employees.
Employees who did not qualify in 2011 or new hires do not receive this
benefit. They are phasing this benefit out over time.

Offered to Full-Time Employees.
One percent (1%) after completion of five (5) years
Two percent (2%) after completion of ten (10) years
Three percent (3%) after completion of fifteen (15) years
Four percent (4%) after completion of twenty (20) years
Five percent (5%) after completion of twenty-five years

Public Works employees have longevity. This was something that was
in their old union contracts that Greendale allowed them to keep after
the contracts went away.
Employees shall be paid a monthly longevity allowance in addition to
their basic salary based on service in a position according to the
following schedule:
Greendale

14,135

X

Hartford

14,403

X

After 5 years of continuous service: $5.00 per month
After 10 years of continuous service: $10.00 per month
After 15 years of continuous service: $15.00 per month
After 20 years of continuous service: $20.00 per month
After 25 years of continuous service: $25.00 per month

Hartford offers longevity to employees hired before 1992 and they
stipen them for 60 hours/year at their base wage rate.

City/Village Population

Kaukauna

15,848

Offer Longevity
Yes
No

X

Plan Description
After Years of Service
Per Month
Per Year
3
$5
$60
5
$10
$120
7
$15
$180
9
$20
$240
12
$25
$300
15
$30
$360
20
$35
$420
25
$40
$480
Longevity pay shall be prorated for regular part-time employees
Offered to employees hired before January 1, 2012. Employees hired
after January 1, 2012 do not receive this benefit.

Menomonie

16194

X

After 3 years 1.5%
After 10 years, an additional 1.5% totaling 3%
After 15 years, an additional 1.0% totaling 4%
After 20 years, an additional 1.0% totaling 5%
Employees who have a hire date before January 1, 2014 shall be
eligible to receive a longevity payment based on the schedule below.
Employees hired January 1, 2014 or later shall not be elgible for
longevity.

Plover

12,515

X

Years of Service
10
15
20
25

Longevity Payment
$185
$360
$515
$700

To be elgible, the employee must have completed 3 full years of
continuous City employment prior to December 1 of the calendar year
in which payment is made.
Continuous employment will include full-time or permanent part-time
status.

Stoughton

12,698

X

Full-time Employee
Years of Service

Longevity Payment

Base 3 years
$150
4 years X $50
$200
5 years X $50
$250
Continue
***Permanent part-time employees working 20 hours per week or
more are prorated.

City/Village Population
Allouez
Bellevue
Chippewa Falls
Glendale
Hudson
Oconomowoc
Pewaukee
Platville
River Falls
Shorewood
Waunakee
Whitefish
Whitewater

13,790
15,047
13,380
12,753
13,400
16,464
13,843
12,788
15,180
13,178
12,901
14,243
14,579

Offer Longevity
Yes
No
X
X
X

X

X
X

** Glendale, Hudson, Oconomowoc, Platville, River Falls, and Whitewater did not respond.

Longevity Pay
2017 Regional Group
City/Village

Population

Offer Longevity
Yes
No

Plan Description
Clerical and related hourly employees, Streets and Parks hourly
employees and Water/Wastewater hourly employees hired before
January 1, 2013 shall be eligible for the longevity benefit.
Management employees hired prior to January 1, 2008 shall be
eligible for the longevity benefit.

Stevens Point

Wisconsin Rapids

Merrill

27,037

18,577

9,573

X

X

X

The City agrees that it shall pay longevity pay for employees who
have completed continuous, uninterrupted service as additional
compensation as follows:
Years
Full-time
Part-time
5
$15.00/month
$7.50/month
10
$25.00/month
$12.50/month
15
$35.00/month
$17.50/month
20
$45.00/month
$22.50/month
25
$55.00/month
$27.50/month

DPW bargaining unit employees hired on or before January 1, 2014
shall receive a longevity payment of $1.50/month for each month
of service with the City. The longevity payment shall begin after 5
years of employment.

All full-time employees hired prior to Januaury 1, 1998 and have
five years or more of continous paid service will receive longevity
pay.
Employees received $2.25 per month of paid services retroactive to
the first day of employment. The rates were frozen in 2011 but,
employees continue to receive longevity pay at the 2011 rates.

Village of Weston
Longevity
eliminated
in 2014

15,435

X

After Years of Service
4
9
14
19
24

Per Month
$12
$24
$36
$48
$60

Everest Metro

Beginning with years of
service
5
10
15
20

X

City/Village

Population

Antigo
Kronenwetter
Marshfield
Mosinee
Rhinelander
Rib Mountain
Rothschild
Schofield
Shawno
Waupaca
Wausau

8,120
7,525
19,186
4,021
7,727
6,825
5,302
2,212
9,253
6,087
39,063

** Antigo and Shawno did not respond

Offer Longevity
Yes
No
X
X
X
X
X
X
X
X
X

Per Month
$120
$240
$360
$480

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
5500 SCHOFIELD AVENUE, WESTON, WI 54476
REQUEST FOR CONSIDERATION
Public Mtg/Date:

Human Resources Committee – 2/4/2019

Description:

Consideration of a reclassification and increase in
compensation for Public Works Employee, Jason
Lenhard, Public Works Sr. Operator

From:

Michael Wodalski, Deputy Director of Public Works

Question:

Should the Human Resources Committee Recommend
approval of a reclassification for Public Works
Employee, Jason Lenhard, from Sr. Public Works
Operator to Mechanic, as recommended by the Public
Works Management Staff?

Background
As part of the revisions to the class and compensation matrix, the Public Works
Management team identified a gap in the current classifications due to not having a
mechanic position. This is a specialty role within the crew which previously existed
within the Union Labor Agreement. Dating back to 2012, Landy Koppa was the Lead
Mechanic and Doug Behnke served in the mechanic role. In 2012, Mr. Koppa retired,
and Mr. Behnke took over as the Lead Mechanic (now Fleet Foreman) and the
mechanic role stayed vacant at that time as the Village was in the process of conducting
the wage and compensation study.
When the revised pay plan was created post Act 10, the position of mechanic was
eliminated from the matrix, but the duties of that position were still being performed.
The first thought was that the duties of the mechanic could be resolved within the
performance criteria for a Senior Public Works Operator, however after review of the
necessary skillset and knowledge required to perform Mechanic work, the Public Works
Management team recommends a separate classification for the Mechanic position as it
is work above and beyond what is expected of a Senior Public Works Operator.
The wage data that was collected at the end of 2018 also shows that the duties and
responsibilities of a mechanic go above and beyond what is expected of a regular crew
member. The data showed that the pay range of Grade J matched the market range for
a mechanic within a Public Works organization. Thus, staff recommends recreating a
Mechanic Position within the Public Works Department as it is a unique role within the
organization.
Mr. Lenhard has been performing the duties of a mechanic since 2012 and even earlier.
Under the union labor agreement, Mr. Lenhard was able to receive out of classification
pay on the days in which he was performing mechanic level duties. However, once the
new pay plan was created, the out of classification pay option was eliminated.
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REQUEST FOR CONSIDERATION
The recommendation to reclassify Mr. Lenhard is due to the fact that not only has Mr.
Lenhard been performing the duties of the mechanic over the past 7+ years, he also
has a Diesel and Heavy Equipment Technician degree. During this time when he
wasn’t classified as a mechanic, Jason was still obtaining continuing education
certificates to keep himself updated on current technology and repair/diagnostic
techniques. Staff recommends that Mr. Lenhard be classified as a mechanic to ensure
that duties being performed are compatible with Job Title and Classification.
The recommendation on commensurate pay was discussed and recommended for
approval based on Finance Committee review at the 1/15/2019 Human Resources
Committee Meeting.
Attached Docs:

- Mechanic Job Description
- Mechanic Wage Data

______________________________________________________________________

Committee Action:

- Previous committee action on pay was discussed at the
1/15/2019 Human Resources Meeting

Fiscal Impact:

This action is solely to reclassify Mr. Lenhard

Recommendation:

Staff recommends approval of reclassification of Mr.
Lenhard from Public Works Senior Operator (Grade I) to
Mechanic (Grade J).

Recommended Language for Official Action
I Recommend to the Village Board to reinstate the position of Mechanic at Grade
J of the Pay Matrix and I recommend to reclassify Mr. Lenhard as a Mechanic.
Or, Recommend the position of Mechanic not be created.
Or, Something else
_____________________________________________________________________
Additional action:
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VILLAGE OF WESTON
JOB DESCRIPTION
MECHANIC
Division:
FLSA Status:
Department:

Services
Non-exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Fleet Foreman
J
February 4, 2019

Purpose of the Position
The Mechanic is responsible for the daily maintenance and repair of automotive and heavy equipment for
the Village of Weston. The employee is expected to work semi-independently under the direction of the
Fleet Foreman. The Director or Deputy Director of Public Works provides direction and oversight on
special projects and work assignments. There is frequent interaction with the general public and other
Village departments. The Director of Public Works, or designee, reviews and evaluates job performance.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily maintenance activities
for the village’s equipment fleet along with streets and drainage infrastructure and to respond to emergency
needs as required. The following is a description of some of the specific duties and responsibilities for this
position. These are not to be construed as exclusive or all-inclusive as other duties may be required and
assigned:
•
•
•
•
•
•
•
•
•
•
•
•
•

Performs automotive and heavy equipment service, maintenance and repair.
Maintains vehicle functional condition by listening to operator complaints; conducting
inspections and performing preventive maintenance.
Diagnoses and repairs failures of all types: engines, transmissions, hydraulic, electronicscomputer, electrical, suspension, drive train, fuel system, chassis and other mechanical
components.
Replaces parts and components on a wide variety of small equipment, automotive, heavy
machinery and attachments.
Rebuilds and repairs several types of specialty equipment and attachments.
Up-fits new equipment to meet the special requirements of the Village.
Welds and fabricates components or attachments as needed.
Maintains vehicle records by recording service and repairs.
Provides roadside service repairs.
Operates heavy equipment.
Subject to work outside of a normal work hour/week schedule as weather or circumstances
dictate: i.e. snow, tornados, etc.
Reviews with the Fleet Foreman the equipment needs for the Village.
Foster a productive and collaborative work environment by coordinating work efforts with other
Village departments and employees.

Additional Duties and Responsibilities
Position Created: 2019

Revised:
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•
•
•
•

Perform related work as required or assigned by the Fleet Foreman.
Responds to public and other Village department complaints in emergency situations.
May work with other Village departments.
Serves in role of Public Works Fleet Foreman during their absence.

Job Requirements
High school diploma or equivalent supplemented by formal course work in heavy equipment and truck
repair and one to three years professional experience in mechanic repair or any combination of training
and experience which provides the knowledge, skills and abilities to perform the job.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of Wisconsin with N
endorsement is required.
ASE (Automotive Service Excellence) certification for medium-heavy truck repairs is desirable.
Candidate must be a team player and able to undertake assigned tasks in a respectful, safe, efficient
manner.

Performance Specifications
•
•
•
•
•
•
•
•

Able to perform all of the essential duties performed by a Public Works Maintenance Worker.
Working knowledge of diesel and gasoline engines, hydraulic and electronic failure diagnosis and
repair.
Knowledge of welding, fabricating and equipment maintenance.
Ability to work with hand and power tools.
Ability to perform basic mathematical calculations.
Ability to follow directions, complete work and establish priorities.
Ability to perform complex diagnostic procedures using computers and diagnostic tools.
Ability to cooperate and communicate with other members of the staff, supervisor and public.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 50 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
Position Created: 2019
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improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) may be required, as there is significant exposure to hazards and conditions where there
is a possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.
The Village of Weston is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the Village will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.
This position description has been prepared to assist in defining job responsibilities, physical demands,
working conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities,
and/or essential functions. This description is not intended to limit or modify the right of any supervisor to
assign, direct and control the work of employees under supervision. The Village retains and reserves any
and all rights to change, modify, amend, add or delete, from any section of this document as it deems, in
its judgment to be proper.
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31‐Jan‐19

Position:

Summary Statistics:

2017 Population Group (12,500 ‐ 17,500)
Pay Ranges
Avg Salary
Min
Max
4
6
6
$
55,806 $
47,861 $
54,575
$
62,085 $
56,160 $
67,392
$
2,460 $
2,931 $
4,422

Number of Responses
Minimum Value
Maximum Value
Standard Deviation

Position Average (Market)
Weston Grade I
% of population group
Weston Grade J
% of population group
Weston Grade K
% of population group

City/Village

$
$

58,005
50,627

$
$

$

55,682

$

$

13,790
16,940
16,693
15,047
13,830
12,753
14,135
14,403
13,400
15,848
16,194
16,464
13,843
12,788
12,515
15,180
13,178
12,698
12,901
14,243
14,579

60,757

Summary Statistics:

Number of Responses
Minimum Value
Maximum Value
Standard Deviation

Position Average
Weston Grade I
% of Pop. and Reg. group
Weston Grade J
% of Pop. and Reg. group
Weston Grade K
% of Pop. and Reg. group

39,063
19,186
18,577
12,515
9,573
7,525
6,825
5,302
4,021
2,212

$
$

63,301
60,736
96%
66,830
106%
72,904
115%

Calculated Market Rate (Min = 87.5%; Max = 120%)
$55,828.03
91%
100%
109%

2017 Population Group (12,500 ‐ 17,500)
Pay Ranges
Min
Max

$
$

62,085 $
55,806
$

53,893 $
56,160 $

65,853 Average of 2 salaries
Equipment Operator/Mechanic
62,400 Mechanic

$

49,067 $

67,309 Mechanic

$

56,368

Mechanic
$

49,608 $

62,275 DPW ‐ Fleet Maintenance (Mechanic, Chief Mechanic)

$

52,666 $

67,392 Mechanic

$

47,861 $

54,575 Mechanic

2017 Regional Group
Pay Ranges
Min
4
$
35,955 $
$
46,883 $
$
4,196 $

$
$
$

$
$

53,452 $
50,627 $

$

55,682

$

$

60,757

$

42,248
44,304
105%
48,714
115%
53,165
126%

$
$
$
$

Max
4
53,933
64,626
4,000

59,540
60,736
102%
66,830
112%
72,904
122%

Calculated Market Rate (Min = 87.5%; Max = 120%)
$48,949.89
103%
114%
124%

$
$

2017 Regional Group
Pay Ranges
Min
Max
Comments
41,080 $
61,610
46,883 $
64,626 Mechanic I (Min); Mechanic II (Max)

56,368
50,898 $
54,226
48,797 $
56,971

Mechanic
57,990 Average of 2 positions ($55,918; $46,457)
Mechanic
53,933 Mechanic
Mechanic (used 7‐1‐2018 rate)

Salary as of
1/1/2018

$
$
$
$
$

Comments

Average of 2 salaries (27.96 and 27.58)

5
48,797
56,971
3,152

Population

Wausau
Marshfield
Wisconsin Rapids
Plover
Merrill
Kronenwetter
Rib Mountain
Rothschild
Mosinee
Schofield

$
$

(1)

Note: 1. Weston grade range is adjusted +2.9% from 2018 matrix

57,762

Avg Salary

Position Average
Weston Grade I
% of Region
Weston Grade J
% of Region
Weston Grade K
% of Region

51,542
44,304
86%
48,714
95%
53,165
103%

Possible Future Position Grade J

$

Summary Statistics:

Number of Responses
Minimum Value
Maximum Value
Standard Deviation

$

Salary as of
1/1/2018

Population

Allouez
Ashwaubenon
Beaver Dam
Bellevue
Chippewa Falls
Glendale
Greendale
Hartford
Hudson
Kaukauna
Menomonie
Oconomowoc
Pewaukee
Platteville
Plover
River Falls
Shorewood
Stoughton
Waunakee
Whitefish Bay
Whitewater

City/Village

Mechanic

45,074 $
35,955 $

2017 Population and Regional Group
Pay Ranges
Avg Salary
Min
Max
9
10
10
$
48,797 $
35,955 $
53,933
$
62,085 $
56,160 $
67,392
$
3,651 $
5,738 $
4,640

$
$

55,476 $
50,627 $

$

55,682

$

$

60,757

$

47,825
44,304
93%
48,714
102%
53,165
111%

$
$
$
$

61,796
60,736
98%
66,830
108%
72,904
118%

Calculated Market Rate (Min = 87.5%; Max = 120%)
$53,076.77
95%
105%
114%

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
5500 SCHOFIELD AVENUE, WESTON, WI 54476
REQUEST FOR CONSIDERATION

PUBLIC MTG/DATE:

HUMAN RESOURCES COMMITTEE – 02/04/2019

DESCRIPTION:

PROPOSAL TO CREATE THE POSITION OF UTILITY SUPERINTENDENT AND
BEGIN RECRUITMENT.

FROM:

KEITH DONNER, DIRECTOR OF PUBLIC WORKS – ACTING ADMINISTRATOR

QUESTION:

SHOULD THE HUMAN RESOURCES COMMITTEE RECOMMEND THE
CREATION OF THE POSITION OF UTILITY SUPERINTENDENT AND BEGIN
RECRUITMENT TO FILL THE POSITION?

BACKGROUND
At their meeting of August 20, 2018, the Board of Trustees met with Department Directors to discuss the status
of the Administrator position and other staffing needs. In action taken at the August 20, 2018 meeting, the
Board appointed Director of Public Works, Donner, to serve as Acting Administrator and, also, authorized the
hiring of an assistant for the Planning and Development Director and an Engineer for the Public Works
Department.
The Assistant to the Planning and Development Director, is the Economic Development Coordinator position
for which a job description has been approved by the Human Resources Committee and the Board of
Trustees. Recruitment for this position is currently underway.
The “Engineer” would fill the role of the new position of Utility Superintendent. This position has been shown
on the current draft of the organization chart. At various times in the past the position of Utility Superintendent
has been filled with the position vacated in 2007 and not re-hired. Most similar sized organizations have a
Superintendent position.
The need and intent of the position is to have a person filling a managerial/administrative role between the
hands-on operator level and the director level. The attempt to have working foremen handle this role does not
work smoothly due to the primary focus of the position being on current tasks and immediate needs. The
Superintendent would be more focused on planning and coordination of work in advance, reporting, policy
development and implementation, and regulatory compliance.
Qualifications for the position would favor a degreed engineer or other science discipline. Also desired is
knowledge/understanding of construction and utility operations. Based on the research from the
class/compensation study in 2018, the Utility Superintendent position would be placed on Grade M of the
matrix. The position will be added to the current class/comp matrix which has a minimum salary of $29.82 per
hour/$62,025.60 per year and mid-point/market rate of $34.09 per hour/$70,907.20 per year. The hiring range
would be expected to fall within the minimum to mid-point.
Based on the action of the Board of Trustees on August 20, 2018, staff has been authorized to begin
recruitment for the position.
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VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
5500 SCHOFIELD AVENUE, WESTON, WI 54476
REQUEST FOR CONSIDERATION

COMMITTEE ACTION:

NONE; PRIOR ACTION BY BOARD OF TRUSTEES, AUGUST 20, 2018

FISCAL IMPACT:

ESTIMATED $100,806, SPLIT BETWEEN WATER UTILITY FUND 60 AND SEWER
UTILITY FUND 61.

RECOMMENDATION:

RECOMMENDATIONS AS OUTLINED ABOVE.

RECOMMENDED LANGUAGE FOR OFFICIAL ACTION
I MOVE TO RECOMMEND THE VILLAGE BOARD CREATE THE POSITION OF UTILITY SUPERINTENDENT WITH
PLACEMENT IN GRADE M OF THE CLASS/COMP MATRIX. I ALSO MOVE TO ACKNOWLEDGE THE BOARD OF
TRUSTEES’ AUTHORIZING STAFF TO BEGIN RECRUITMENT FOR THE POSITION.
OR,
SOMETHING ELSE
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VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
REGULAR MEETING MINUTES OF THE BOARD OF TRUSTEES
August 20, 2018, at 6:00 p.m.

1.

Meeting called to order by President Ermeling at 6:00 p.m.
Ermeling called the regular Board of Trustees meeting to order at 6:05 p.m.

2.

Pledge Allegiance to the Flag.

3.

Roll Call by Clerk
Roll call indicated 7 Board of Trustee members present.
Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Present
YES
YES
YES
YES
YES
YES
YES

4.

Public Comments.
No comments.

5.

Minutes from the previous meetings.
• 07/05/2018 Special Board of Trustees.
• 07/11/2018 Special Board of Trustees.
• 07/16/2018 Board of Trustees.
• 07/17/2018 Special Joint Board of Trustees, CDA and Plan
Commission.
• 07/17/2018 Special Board of Trustees.
Motion by Zeyghami, second by Maloney to approve the minutes.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Not Voting:0

Voting
YES
YES
YES
YES
YES
YES
YES

BOARD OF TRUSTEES MEETING AGENDA 7/16/2018
Prepared by: Sherry Weinkauf, Village Clerk

Result: Pass

VILLAGE OF WESTON, WISCONSIN
OFFICIAL MEETING MINUTES OF THE BOARD OF TRUSTEES

PRESENTATIONS
6.
John Spiros.
a) Recognition of Wally Sparks on his retirement from the Everest
Metro Police Department.
John Spiros recognized former Everest Metro Police Chief Sparks and
thanked him for his service and time in law enforcement.
7.

Carolyn Michalski, Chair, Village of Weston United to Amend
Committee.
a) Resolution No. 2018-042 A Resolution supporting submission of a
referendum to the electors at the November 6, 2018 Election related
to the State of Wisconsin calling for a U.S. constitutional
amendment.
Carolyn Michalski, with United to Amend, thanked the board members for
their unanimous support of Resolution No. 2018-035 supporting a
constitutional amendment. She encouraged the board to approve
Resolution No. 2018-042 supporting a submission of a referendum to the
electors calling for a U.S. constitutional amendment.
Motion by Maloney, second by Zeyghami to approve Resolution No.
2018-042.
Yes Vote: 7 No Votes:0 Abstain:0
Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

8.

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

Cory Toth-LaPointe - 2018/2019 Health Insurance Plan Proposal.
a) Health Insurance Plan Selection for Village/Everest Metro and
SAFER.
Cory Toth-LaPointe, the Village’s insurance agent, said the health
insurance renewal came in at an 8% increase. She stated the group’s
experience loss ratio decreased to 74%. Security Health Plan also
submitted a quote, which came in at a 9.17% increase.
Motion by Sparks, second by Ostrowski to approve the 8% increase
with Group Health Cooperative effective November 1, 2018.
Yes Vote: 7 No Votes:0 Abstain:0

Not Voting:0

BOARD OF TRUSTEES MEETING MINUTES 8/20/2018
Prepared by: Sherry Weinkauf, Village Clerk

Result: Pass

VILLAGE OF WESTON, WISCONSIN
OFFICIAL MEETING MINUTES OF THE BOARD OF TRUSTEES

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong
9.

Voting
YES
YES
YES
YES
YES
YES
YES

50 Years of Service Award from American Water Works Association for
Weston Water Utility.
Donner presented a 50 Years of Service award from American Water Works
Association for Weston Water Utility.

REPORTS/MINUTES FROM BOARDS, COMMITTEES, COMMISSIONS
10.
Community Development Authority.
11.
Joint Community Development Authority and Plan Commission.
12.
Everest Metro Police Commission.
13.
Extraterritorial Zoning.
14.
Finance.
15.
Human Resources.
16.
Joint Review Board.
17.
Parks & Recreation.
18.
Plan Commission.
19.
Public Safety.
20.
Public Works.
21.
SAFER.
22.
Tourism.
23.
Zoning Board of Appeals.
Motion by Ziegler, second by Sparks to acknowledge items 11, 14, 1618, and 22.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Not Voting:0

Voting
YES
YES
YES
YES
YES
YES
YES

BOARD OF TRUSTEES MEETING MINUTES 8/20/2018
Prepared by: Sherry Weinkauf, Village Clerk

Result: Pass
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REPORTS FROM DEPARTMENTS
24.
Clerks.
a) Update on Food Truck Rally.
Weinkauf and Donner reported there would be no food truck rally event,
due to the fact a contract could not be negotiated and signed.
25.
Finance.
No comments.
26.
Fire/EMS.
Finke reported the department recently dealt with a significant residential fire
on Fuller Street.
27.
Legal.
No comments.
28.
Parks & Recreation.
Osterbrink reported there was a good turnout for Teen Night at the Aquatic
Center. Everest Metro helped with the event. Irish Fest will be held at
Kennedy Park this Saturday.
29.
Plan/Dev.
a. Refuse and Recycling
No comments.
30.
Police.
Police Chief Schulz reported there has been an increase of non-compliance
issues.
31.
Public Works.
Donner said he received a request from Rothschild asking if the Village would
allow Keary, formerly Foremost Farms, to put their logo on Weston’s water
tower (Village property in Rothschild). Maloney suggested, along with
allowing the logo, maybe other options are explored to include having them
possibly maintain the tower. Donner will continue discussions with them and
bring this item back to the Board for consideration.
32.
Technology.
No comments.
Motion by Maloney, second by Zeyghami to acknowledge items 24-26,
28, and 29-32.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Not Voting:0

Voting
YES
YES
YES
YES
YES
YES
YES

BOARD OF TRUSTEES MEETING MINUTES 8/20/2018
Prepared by: Sherry Weinkauf, Village Clerk

Result: Pass
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WORK PRODUCT TRANSMITTALS
33.
Acknowledge July 2018 Building Permits
Motion by Maloney, second by Sparks to acknowledge the July 2018
building permits.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

CONSENT AGENDA
34.
Requests to pull items out of consent consideration.
35.
Award a contract to Municipal Well & Pump for test well pumping at the
Yellow Banks Park site.
36.
Approve Appointment of Brook Jorgensen as new agent for The Store
#59, 6606 County Road J.
37.
Approve Operator Licenses.
38.
Approve Vouchers 48648-48718, 90013.
39.
Action on consent agenda items.
Motion by Sparks, second by Ziegler to approve consent items 35-38.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong
40.

Not Voting:0

Voting
YES
YES
YES
YES
YES
YES
YES

Action on items pulled from consent.
There were no items pulled from consent.
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ORDINANCES
41.
Approve Ordinance No. 18-021: An Ordinance Repealing Chapter 94
Zoning, Article 7 Floodplain Overlay Zoning and Amending and
Recreating the Same.
Motion by Zeyghami, second by Xiong to approve Ordinance No. 18-021.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

RESOLUTIONS
42.
Approve Resolution No. 2018-041 – Approving the North Central
Wisconsin Stormwater Coalition Cooperative Agreement
Motion by Ostrowski, second by Xiong to approve Resolution No. 2018041.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong
43.

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

Approve Resolution No. 2018-043 - Approving borrowing for ATC loan.
Motion by Zeyghami, second by Ziegler to approve Resolution No. 2018043.
Yes Vote: 7
Trustee
Ermeling, Barb

No Votes:0 Abstain:0

Not Voting:0

Voting
YES

BOARD OF TRUSTEES MEETING MINUTES 8/20/2018
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Result: Pass
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Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

YES
YES
YES
YES
YES
YES

UNFINISHED BUSINESS
44.
No comments.
NEW BUSINESS
45.
Review and Discuss Tax Incremental District No. 1 Project Plan
Amendment.
Higgins said this is an amendment of the original 1998 TIF #1 plan. In 2002 it
was amended to include a redevelopment and blight elimination project. By
adopting another amendment, the Village would be amending and creating a
redevelopment project area #3 boundary. A public hearing for this item will be
held on September 17th at 4:30 p.m. Residents in the area will be notified of
the hearing.
46.

Review and discuss Redevelopment Area #3 Plan.
a. Approve Resolution No. 2018-040: A Resolution taking initial steps to
establish Redevelopment Project Area #3.
Motion by Zeyghami, second by Ziegler to approve Resolution No. 2018040.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong
47.

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

Acknowledge Rate Order from Public Service Commission of Wisconsin
for Water Rate Increase and Implement Step I of Increase Effective
September 1, 2018
Motion by Maloney, second by Zeyghami to acknowledge the rate order
from the Public Service Commission for a water rate increase and
implement step 1 effective September 1, 2018. Q/Zeyghami asked if there

BOARD OF TRUSTEES MEETING MINUTES 8/20/2018
Prepared by: Sherry Weinkauf, Village Clerk

VILLAGE OF WESTON, WISCONSIN
OFFICIAL MEETING MINUTES OF THE BOARD OF TRUSTEES
were any recent changes to this. Donner said no changes were made after
the public hearing.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong
48.

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

SAFER lease agreement.
Motion by Xiong, second by Maloney to approve the SAFER lease
agreement. It was indicated the lease was reviewed by the attorney.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

CONVENE INTO CLOSED SESSION UNDER WISCONSIN STATE STATUTE 19.85
(1)(c) Considering employment, promotion, compensation or performance evaluation
data of public employees over which the governmental body has jurisdiction or
exercises responsibility relating to the organizational structure of Village staff.
Motion by Zeyghami, second by Maloney to convene to closed session.
Yes Vote: 6 No Votes:1 Abstain:0
Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
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Yee Xiong

NO

RECONVENE INTO OPEN SESSION. ACT ON CLOSED SESSION DISCUSSION IF
NECESSARY.
Motion by Xiong, second by Ostrowski to reconvene into open session.
Yes Vote: 7 No Votes:0 Abstain:0
Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

49.

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

Possible action on changes to the organizational structure of Village
staff.
Motion by Sparks, second by Xiong to approve Keith Donner as Acting
Administrator until the Administrator position is filled, which is
unknown at this time.
Yes Vote: 7

No Votes:0 Abstain:0

Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Not Voting:0

Result: Pass

Voting
YES
YES
YES
YES
YES
YES
YES

Motion by Zeyghami, second by Ziegler to approve hiring an assistant
for the Planning and Development Director and an Engineer for the
Public Works Department. Q/ Sparks asked about the begin dates for these
positions. The Board agreed the position get posted and remain open until the
position is filled. Ermeling said we need to determine where in the budget the
Planning and Development Assistant position will be funded.
Yes Vote: 7

No Votes:0 Abstain:0

Not Voting:0
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Trustee
Ermeling, Barb
Ostrowski, Kevin
Zeyghami, Hooshang
Ziegler, Jon
Wally Sparks
Mark Maloney
Yee Xiong

Voting
YES
YES
YES
YES
YES
YES
YES

REMARKS FROM TRUSTEES
Xiong thanked the Trustees for attending the Hmong Festival.
REMARKS FROM THE PRESIDENT
No comments.
FUTURE ITEMS
50.

Board Budget Retreat on Friday, August 24th at 8 a.m.
The Budget Retreat will be held on September 10th instead of August 24th.

51.

Next meeting date(s):
- Sep 17, 2018 @4:30 p.m.
- Sep 17, 2018 @ 6:00 p.m.
- Oct 15, 2018 @ 6:00 p.m.
- Oct 29, 2018 @ 6:00 p.m.
- Nov 19, 2018 @ 6:00 p.m.
- Dec 17, 2018 @ 6:00 p.m.

52.

TIF #1 Public Hearing (tentative)
Regular Meeting
Regular Meeting
Special Meeting - Budget
Regular Meeting
Regular Meeting

Announcements.
No comments.

WITH NO OTHER PLANNED BUSINESS, THE MEETING IS ADJOURNED UNTIL
SEPTEMBER 10, 2018 @ 8:00 A.M.
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VILLAGE OF WESTON
JOB DESCRIPTION
UTILITY SUPERINTENDENT
Division:
FLSA Status:
Department:

Services
Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Deputy/Director of Public Works
M
February 4, 2019

Purpose of the Position
Under the daily general direction of the Director of Public Works, supervises, schedules and assigns daily
tasks for the utility maintenance staff. The position is responsible for the continuous operation and
maintenance of the municipal utility systems including water supply and distribution, wastewater
collection and transmission, and storm water management. The incumbent is responsible for compliance
with local, state and federal water quality standards in each of the functional areas – water supply,
wastewater collection, and storm water management. Special projects and work assignments are
discussed with the Director of Public Works. There is frequent interaction with the general public, other
governmental agencies and other Village departments.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to oversee the routine daily operation and
maintenance activities for the water, sewer, and stormwater utilities and respond to emergency needs as
required. The following is a description of some of the specific duties and responsibilities for this position.
These are not to be construed as exclusive or all-inclusive as other duties may be required and assigned:
•
•

•
•
•
•
•

Directs and oversees the daily work assignments for the Utility maintenance staff for progress and
quality control including documentation of work performed in accordance with departmental
needs.
Plans, assigns, and supervises daily job assignments for all employees within the Utility
Department, including:
o The operation and maintenance of all pumps, chemical feed equipment, process
equipment, filters, SCADA system and building facilities.
o Meter reading and replacement
o Hydrant flushing, repair and replacement.
o Valve exercise and replacement.
o Leak detection.
o Lift station maintenance
o Sewer Cleaning and televising
o Manhole Inspections and repairs
Receives and resolves complaints from the public.
Provides fire flow data as required and maintains related records.
Prepares capital, operating and maintenance budget recommendations. Assists Director of Public
Works with long range capital and strategic planning.
Purchases equipment and vehicles. Supervises maintenance, recommends equipment and vehicle
replacement.
Supervises water meter installation, removal, repair, reading and testing according to State rules
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•
•
•

•
•
•
•
•
•
•
•
•
•
•
•

and regulations. Maintains related records.
Maintains water mains, services, hydrants and valve records.
Supervises maintaining/preparing chemical dosage rates, regulatory reports, operational reports,
etc.
Responsible for overseeing utility programs mandated by the Wisconsin Department of Natural
Resources and the Public Service Commission of Wisconsin (PSC) such as:
o Cross Connection Control Program,
o Potable Water Routine Sampling and Monitoring – e.g. Bacteriological Sampling, Lead
and Copper, etc
o Private Well Permitting Program
Prepares and submits reports (or oversees the same) to regulatory agencies as needed.
Prepares routine reports related to utility operations for the public, the Public Works & Utility
Committee, Board of Trustees, or others.
Develop an outline of daily, weekly, monthly, quarterly, and annual operation and maintenance
events. Schedule such events. Update outline to reflect new facilities and activities.
Monitor, record and compare monthly water pumping, chemical use, water volume sold,
wastewater volume/strength, and other similar data as required to assure orderly utility
operations.
Perform and/or oversee daily potable water quality sampling and testing. Supervise weekend
testing by other staff and coordinate special testing.
Participates in hiring and training personnel. Assists in evaluating employee performance,
enforces discipline and recommends personnel actions in conjunction with Director of Public
Works, or designee.
In cooperation with the Utility Foreman, establishes training guidelines/expectations for correct
operations and procedures for Village equipment and tasks.
Availability to respond and/or dispatch and supervise personnel for response to emergency events
as warranted, during and after hours. Must be able to respond to events within a reasonable time.
Coordinates equipment and personnel responding to other department property and infrastructure
needs such as street maintenance and Park Department responsibilities.
Conduct, in cooperation with the Director of Public Works, or designee, annual inspections by the
Department of Natural Resources and other regulatory agencies as needed.
In cooperation with the Utility Foreman and other staff, establish policies for the purchasing and
inventory levels of materials, parts, and equipment required for the operation and maintenance of
the utilities.
Assist the Administrator, and other designated staff, in maintaining, updating, and
implementation of the Village Emergency response plan.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Job Requirements (Knowledge/Abilities/Qualification)
•
•

A Bachelor’s Degree in Applied Science, Civil or Environmental Engineering – Water and
Wastewater emphasis is preferred.
One or more years’ experience in the construction field and/or municipal water and sewer utility
operation is required. Knowledge and experience in water/wastewater construction, operation
and maintenance.
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Knowledge of the operation and maintenance of equipment used in providing water,
wastewater, and storm water services such as – sewer “vac” truck, locating equipment,
sewer televising equipment, pumps and controls, chemical feeding pumps and systems,
meter reading equipment, and meter testing equipment,
o Knowledge of practices and procedures for working safely including self-contained
breathing apparatus, respirators, and gas detection equipment.
Effective oral and written communication skills.
Licensed by the Wisconsin Department of Natural Resources as a Public Water Supply Operator,
Grade 1, with Subclasses G, D, V and I or ability to obtain within 1-year.
Within one year, acquire a Wisconsin Department of Natural Resources Basic General
Wastewater Certification and Sanitary Sewer Collection System Certification.
Ability to perform basic functions of all MS Office suite products.
Knowledge of Geographic Information Systems (GIS)
Ability to direct the work of others
o

•
•
•
•
•
•

Candidate must be a team player and able to undertake assigned tasks in a respectful, safe, efficient
manner.

Performance Specifications
•
•
•
•
•
•
•
•
•
•

Knowledge of principles and practices of Civil/Environmental Engineering pertaining to water
and sewer utility projects.
Knowledge and skills in surveying, drafting and plan reading.
Experience with engineering programs for potable water systems.
Knowledge of the basic methods and techniques of construction.
Knowledge of the laws and regulations relating to Public Utilities.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of water and wastewater facilities.
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to perform basic mathematical calculations. Ability to perform algebraic mathematical
calculations.
Ability to interpret a map and as-builts.
Familiarity with using a computer and basic software proficiency with MS-Office, e-mail and
proprietary software for time sheet data entry, facility maintenance management software, and
regulatory compliance reporting software.

Work Environment
Ability to work under moderately safe and uncomfortable conditions where exposure to environmental
factors such as noise, machinery, electrical currents or toxic agents/chemicals can cause discomfort and
where there is a risk of injury.
The Village of Weston is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the Village will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.
This position description has been prepared to assist in defining job responsibilities, physical demands,
working conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities,
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and/or essential functions. This description is not intended to limit or modify the right of any supervisor to
assign, direct and control the work of employees under supervision. The Village retains and reserves any
and all rights to change, modify, amend, add or delete, from any section of this document as it deems, in
its judgment to be proper.
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31‐Jan‐19

Position:

2017 Population Group (12,500 ‐ 17,500)
Pay Ranges
Avg Salary
Min
Max
5
9
9
$
64,212 $
50,304 $
64,212
$
85,059 $
83,231 $
101,088
$
8,775 $
10,237 $
10,681

Summary Statistics:

Number of Responses
Minimum Value
Maximum Value
Standard Deviation

Position Average (Market)
Weston Grade M
% of Market - population group
Weston Grade N
% of Market - population group

City/Village

$
$

75,784
70,907

$
$

$

75,982

$

13,790
16,940
16,693
15,047
13,830
12,753
14,135
14,403
13,400
15,848
16,194
16,464
13,843
12,788
12,515
15,180
13,178
12,698
12,901
14,243
14,579

$

Position Average
Weston Grade M
% of Region
Weston Grade N
% of Market - area

Wausau
Marshfield
Wisconsin Rapids
Plover
Merrill
Kronenwetter
Rib Mountain
Rothschild
Mosinee
Schofield
Summary Statistics:

Number of Responses
Minimum Value
Maximum Value
Standard Deviation

Position Average
Weston Grade M
% of Pop. and Reg. group
Weston Grade N
% of Pop. and Reg. group

98%
105%

81,020 Utility Manager

$

67,424 $

82,408 Utilities Superintendent
Collection System Director

$

50,304
78,624
61,922
60,507
83,231
72,155

$
$
$
$
$
$

62,635 $

2017 Regional Group
Pay Ranges
Min
3
$
59,030 $
$
83,231 $
$
10,085 $

$
$
$

2
79,725
85,059
2,667

$
$

82,392
70,907

$
$

$

75,982

$

Salary as of
1/1/2018

39,063
19,186
18,577
12,515 $
9,573 $
7,525
6,825
5,302
4,021
2,212

Calculated Market Rate (Min = 87.5%; Max = 120%)
$72,388.72

54,013 $

64,212 $
83,116 $
$
$
85,059 $
$

Population

Note: 1. Weston grade range is adjusted +2.9% from 2018 matrix

$

$
$

Avg Salary

(1)

Comments

Utility Ops Supervisor

80,288

Summary Statistics:

Number of Responses
Minimum Value
Maximum Value
Standard Deviation

83,704
85,093
102%
91,166
109%

66,245

$

$

65,646 $
62,026 $
94%
66,477 $
101%

Possible Future Position Grade M

2017 Population Group (12,500 ‐ 17,500)
Pay Ranges
Min
Max

Salary as of
1/1/2018

Population

Allouez
Ashwaubenon
Beaver Dam
Bellevue
Chippewa Falls
Glendale
Greendale
Hartford
Hudson
Kaukauna
Menomonie
Oconomowoc
Pewaukee
Platteville
Plover
River Falls
Shorewood
Stoughton
Waunakee
Whitefish Bay
Whitewater

City/Village

Utility Superintendent

$

85,059 $
79,725 $

72,561 $
62,026 $
85%
66,477 $
92%

64,212
101,088
84,926
78,091
86,760
98,946

75,885 Water Superintendent

Max
3
86,760
96,970
4,449

90,765
85,093
94%
91,166
100%

77,672
70,907

$
$

$

75,982

$

Calculated Market Rate (Min = 87.5%; Max = 120%)
$79,282.26
89%
96%

2017 Regional Group
Pay Ranges
Min
Max
Comments
59,030 $
88,566 Water Operations Superintendent

83,231 $
75,421 $

86,760 Water Manager
96,970 Utility Superintendent

2017 Population and Regional Group
Pay Ranges
Avg Salary
Min
Max
7
12
12
$
64,212 $
50,304 $
64,212
$
85,059 $
83,231 $
101,088
$
8,120 $
10,630 $
9,993

$
$

Water Supervisor
Water Superintendent
Utility Manager
Utility Superintendent
Water Manager
Water Superintendent

67,375 $
62,026 $
92%
66,477 $
99%

85,469
85,093
100%
91,166
107%

Calculated Market Rate (Min = 87.5%; Max = 120%)
$74,112.11
96%
103%

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
2019 CLASSIFICATION AND COMPENSATION MATRIX
Market AVG

87.5%
Minimum

Grade

T

S

R

Q

P

O

N

M

Mid-Point

$
99,444.80 $
$
47.81 $
Administrator

120%
Maximum

113,651.20 $
54.64 $

136,385.60
65.57

91,520.00 $
44.00 $

104,603.20 $
50.29 $

125,507.20
60.34

$
84,240.00 $
$
40.50 $
Director of Public Works

96,262.40 $
46.28 $

115,502.40
55.53

79,788.80 $
38.36 $

91,166.40 $
43.83 $

109,408.00
52.60

$
75,337.60 $
$
36.22 $
Director of Finance
Director of Planning & Development

86,112.00 $
41.40 $

103,355.20
49.69

81,036.80 $
38.96 $

97,240.00
46.75

75,982.40 $
36.53 $

91,166.40
43.83

$
62,025.60 $
70,907.20 $
$
29.82 $
34.09 $
Clerk/Employee Resources Manager
Director of Parks & Recreation
Utility Superintendent

85,092.80
40.91

$
$

$
$

$
$

70,907.20 $
34.09 $

$
66,476.80 $
$
31.96 $
Deputy Director of Public Works

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
2019 CLASSIFICATION AND COMPENSATION MATRIX
Market AVG

Grade
L

K

J

I

H

87.5%
Minimum

Mid-Point

120%
Maximum

$
57,158.40 $
65,353.60 $
$
27.48 $
31.42 $
Deputy Director of Finance
Economic Development Coordinator
Building Inspector/Building Manager

78,416.00
37.70

$
53,164.80 $
60,756.80 $
$
25.56 $
29.21 $
Fleet Foreman
Streets Foreman
Property/Residential Inspector
Public Relations & Employee Resources Assistant
Utility Foreman

72,904.00
35.05

$
48,713.60 $
$
23.42 $
Utility Technician
Utility Senior Operator
Mechanic (Proposed New Position)

55,681.60 $
26.77 $

66,830.40
32.13

$
44,304.00 $
$
21.30 $
Arborist/Forester
Aquatic Center Manager
Assistant Planner
Utility Operator
PW Senior Operator

50,627.20 $
24.34 $

60,736.00
29.20

$
39,852.80 $
45,552.00 $
$
19.16 $
21.90 $
Planning/Development Technician
PW Operator
Administrative Support Specialist/Deputy Clerk 3
Utility Clerk 3
Utility Maintainer

54,641.60
26.27

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
2019 CLASSIFICATION AND COMPENSATION MATRIX
Market AVG

87.5%
Minimum

Grade
G

F

E

D

C

B

A

Mid-Point

120%
Maximum

$
35,422.40 $
40,476.80 $
$
17.03 $
19.46 $
PW Maintainer
Administrative Support Specialist/Deputy Clerk 2
Finance Support Specialist

48,588.80
23.36

$
30,992.00 $
35,401.60 $
$
14.90 $
17.02 $
Administrative Support Specialist/Deputy Clerk 1

42,473.60
20.42

$
$

28,496.00 $
13.70 $

32,552.00 $
15.65 $

39,041.60
18.77

$
26,561.60 $
30,347.20 $
$
12.77 $
14.59 $
Office Assistant
Maintenance Worker/Maintainer II (Seasonal)

36,420.80
17.51

$
24,564.80 $
28,059.20 $
$
11.81 $
13.49 $
Maintenance Worker/Maintainer I (Seasonal)

33,696.00
16.20

$
22,776.00 $
$
10.95 $
WAC Head Lifeguard

26,020.80 $
12.51 $

31,220.80
15.01

$
20,945.60 $
$
10.07 $
Ice Rink Attendent
WAC Lifeguard
WAC SlideTop/Cashier

24,065.60 $
11.57 $

30,076.80
14.46

Wisconsin Minimum Wage is $7.25/hour

Summary of Salary Survey Results - 2018
Administrator
Village of Weston ‐ Grade T
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade ‐ T

Clerk/Employee Resources Manager
Village of Weston ‐ Grade M

Avg Min Range
$99,445
$100,886
$93,046

Calc. Mid Point
$113,651
$108,505
$102,942

Avg Max Range
$136,386
$122,053
$119,455

Act Salary (Min)
Act Salary (Max)
N/A
$100,052
$130,260
$79,186
$112,574

Avg Min Range
$62,026

Calc. Mid Point
$70,907

Avg Max Range
$85,093

Act Salary (Min)
Act Salary (Max)
$73,840

Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade ‐ M

Taxpayer Engagement Coordinator
Village of Weston ‐ Grade K
Study Average ‐ Population Group
Study Average ‐ Local Group

Deputy Clerks
Village of Weston ‐ Grades F, G, H
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grades ‐ F, G, H

Finance Director
Village of Weston ‐ Grade P
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade ‐ P

Deputy Director of Finance
Village of Weston ‐ Grade L
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade L

Population group sample
includes elected Clerks (2) and
$79,093 Clerk Finance Directors (2)
$79,093

$63,320
$52,658

$69,616
$58,372

$80,239
$67,877

Avg Min Range
$53,165
$47,112
$47,486

Calc. Mid Point
$60,757
$52,054
$56,818

Avg Max Range
$72,904
$60,320
$71,240

Act Salary (Min)
Act Salary (Max)
Only 1 population group and 1
$59,800
local comparitive . Position will
N/A
N/A
be re‐evaluated relative to
N/A
N/A
orgainizational and community
needs.

Avg Min Range
$30,992
$35,979
$35,010

Calc. Mid Point
$40,477
$42,777
$40,348

Avg Max Range
$54,642
$53,322
$48,822

Act Salary (Min)
Act Salary (Max)
Minimum is based on Grade F,
$33,280
$36,400 Midpoint on Grade G, and Max
$40,851
$47,715 on Grade H
$31,616
$47,715

Avg Min Range
$75,338
$77,180
$78,597

Calc. Mid Point
$86,112
$84,578
$88,111

Avg Max Range
$103,355
$97,140
$103,676

Act Salary (Min)
Act Salary (Max)
$85,280
$74,328
$103,000
$49,566
$92,183

Avg Min Range
$57,158
$51,060

Calc. Mid Point
$65,354
$55,908

Avg Max Range
$78,416
$64,154

$60,047

$69,048

$83,366

Act Salary (Min)
Act Salary (Max) Population group and average of
population group +local fits
$55,557
$51,500
$59,364 Grade K. Local comparatives (2)
support current Grade L.
Position was put in Grade L
N/A
N/A
during previous recruitment

Recommended Grade ‐ Position being further evaluated

$50,149
$42,432

Recommendation at 11/05/18 HR
meeting was to keep this at
Grade T on the basis of original
Class Comp Study by Carlson
Dettman

Summary of Salary Survey Results - 2018
Finance Support Specialist
Village of Weston ‐ Grade G
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade G

Planning & Development Director
Village of Weston ‐ Grade O
Study Average ‐ Population Group
Study Average ‐ Local Group
Fits Grade (O or P) Recommend Grade P

Economic Development Coordinator
(New Position)
Village of Weston ‐ Grade L
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade (L)

Assistant Planner
Village of Weston ‐ Grade I
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade (I)

Building Inspector
Village of Weston ‐ Grade J, M
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade (K) ‐ Residential Inspector
Recommended Grade (L) ‐ Comm Inspector?

Planning Technician
Village of Weston ‐ Grade H
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade H

Avg Min Range
$35,422
$43,077

Calc. Mid Point
$40,477
$47,690

Avg Max Range
$48,589
$55,379

Act Salary (Min)
Act Salary (Max)
May want to review comparative
$36,920
$49,712
$49,712 job descriptions relative to
Weston position. Currently titled
$45,482
$45,482 Administrative Coordinator

$43,290

$49,085

$58,434

Avg Min Range
$70,907
$77,389
$73,721
$75,338

Calc. Mid Point
$81,037
$84,414
$82,597
$86,112

Avg Max Range
$97,240
$96,461
$97,130
$103,355

Act Salary (Min)
Act Salary (Max)
$75,920
$71,400
$103,760
$59,575
$87,156

Avg Min Range

Calc. Mid Point

Avg Max Range

Act Salary (Min)
N/A
$67,336
N/A

Act Salary (Max)

$57,158
$60,705
$48,952
$57,158

$65,354
$68,241
$56,261
$65,354

$78,416
$80,527
$67,892
$78,416

Avg Min Range
$44,304
$54,109
$49,587

Calc. Mid Point
$50,627
$58,782
$57,308

Avg Max Range
$60,736
$66,870
$69,534

$48,714

$55,682

$66,830

Avg Min Range
$55,682
$55,028
$52,491
$53,165
$57,158

Calc. Mid Point
$63,295
$61,913
$60,840
$60,757
$65,354

Avg Max Range
$85,093
$73,126
$74,029
$72,904
$78,416

Act Salary (Min)
Act Salary (Max)
Minimum is based on Grade J,
$47,840
$73,528
Midpoint is AVG of J & M, and
$54,170
$77,164
Max on Grade M
$54,797
$70,734
Property Inspector
Building Inspector/Bldg. Mgr.

Avg Min Range
$39,853
$45,917
$39,874

Calc. Mid Point
$45,552
$48,113
$44,140

Avg Max Range
$54,642
$52,500
$51,251

Act Salary (Min)
Act Salary (Max)
$44,720
N/A
N/A
$42,750
$47,840

$67,336 The proposed Grade in position
N/A
recruitment was K

Act Salary (Min)
Act Salary (Max)
Comparative positions have titles
$44,720
indicating higher level of
N/A
N/A
responsibility. Recommend
N/A
N/A
remaining at current Grade I
subject to further review.

Summary of Salary Survey Results - 2018
Technology Director
Village of Weston ‐ Grade M
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade N (See Combined Analysis)

Utility Technician
Village of Weston ‐ Grade I
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade J

Parks & Recreation Manager
Village of ‐ Grade M
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade M

Aquatic Center Manager
Village of Weston ‐ Grade I
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade I

Arborist/Forester
Village of Weston ‐ Grade I
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade I

Avg Min Range
$62,026
$61,877
$76,511

Calc. Mid Point
$70,907
$68,579
$84,979

$66,477

$75,982

Avg Min Range
$44,304
$50,343
$48,724
$48,714

Calc. Mid Point
$50,627
$55,489
$55,038
$55,682

Avg Max Range
Act Salary (Min) Act Salary (Max)
$43,056
$60,736
$64,132
$54,142
$59,051
$65,271
$62,338
$62,338
$66,830

Avg Min Range
$62,026
$64,417
$66,905

Calc. Mid Point
$70,907
$71,570
$74,282

Avg Max Range
$85,093
$83,425
$86,521

Act Salary (Min)
Act Salary (Max)
$73,840
$69,264
$101,230
$74,578
$74,578

Avg Min Range
$44,304
$45,678

Calc. Mid Point
$50,627
$49,787

Avg Max Range
$60,736
$56,844

$46,883

$52,444

$61,568

Act Salary (Min)
Act Salary (Max) Position is currently salaried for
$49,192
1/3 of the year for Aquatic
$47,595
$59,124 Center duties and hourly for off‐
season ‐ park and street
N/A
N/A
maintenance.

Avg Min Range
$44,304
$48,141

Calc. Mid Point
$50,627
$53,762

Avg Max Range
$60,736
$63,005

#DIV/0!

#DIV/0!

Avg Max Range
Act Salary (Min) Act Salary (Max)
$73,840
$85,093
$79,728
$53,747
$74,328
$99,019
$71,091
$71,091
$91,166

#DIV/0!

When looking at Pop Group,
Grade M is the recommended
grade, when looking at Local
Group, Grade O Meets, Grade N
fits when combining both groups

Act Salary (Min)
Act Salary (Max) Very few comparatives, position
is involved with park and street
$47,840
$57,801
$57,801 maintenance plus assisting in
office during tax collection
$39,520
$39,520 season.

Summary of Salary Survey Results - 2018
Public Works Director
Village of Weston ‐ Grade R
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade R

Deputy Director of Public Works
Village of Weston ‐ Grade N
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade N

Operations Manager/Engineer
Village of Weston ‐ Grade M
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade M

Fleet Foreman
Village of Weston ‐ Grade K
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade K

Avg Min Range
$84,240
$82,844
$81,805

Calc. Mid Point
$96,262
$90,955
$91,661

Avg Max Range
Act Salary (Min) Act Salary (Max)
$100,880
$115,502
$104,677
$84,350
$113,905
$107,798
$58,000
$101,682

Avg Min Range
$66,477
$72,788
$70,654

Calc. Mid Point
$75,982
$79,753
$78,030

Avg Max Range
Act Salary (Min) Act Salary (Max)
$73,840
$91,166
$91,584
$66,587
$88,000
$90,376
$77,652
$77,652

Avg Min Range
$57,158
$61,186
$64,671

Calc. Mid Point
$70,907
$68,006
$73,448

Avg Max Range
Act Salary (Min) Act Salary (Max)
N/A
$78,416
$79,303
$64,212
$84,549
$87,583
$65,478
$67,919

Avg Min Range
$53,165
$57,481
$54,912

Calc. Mid Point
$60,757
$62,473
$65,698

Avg Max Range
Act Salary (Min) Act Salary (Max)
$57,720
$72,904
$71,105
$64,867
$72,595
$82,368
N/A
N/A

Future Position

Summary of Salary Survey Results - 2018
Street Foreman
Village of Weston ‐ Grade K
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade K

Mechanic
Village of Weston ‐ Grade J
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade J

Public Works/Parks Operators
Village of Weston ‐ Grades G, H, I
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grades ‐ G, H, I

Avg Min Range
$53,165
$54,238
$52,490

Calc. Mid Point
$60,757
$59,387
$59,846

Avg Max Range
Act Salary (Min) Act Salary (Max)
$57,720
$72,904
$68,146
$55,806
$71,251
$71,644
$53,789
$61,027

Avg Min Range
$48,714
$51,542
$42,248

Calc. Mid Point
$55,682
$55,828
$48,950

Avg Max Range
Act Salary (Min) Act Salary (Max)
N/A
$66,830
$63,301
$55,806
$62,085
$59,540
$48,797
$56,971

Avg Min Range
$35,422
$41,630
$35,505

Calc. Mid Point
$45,552
$47,901
$43,624

Avg Max Range
Act Salary (Min) Act Salary (Max)
$60,736
$36,400
$52,749
Grade G for Min, Grade H for
$57,870
$52,485
$58,671
Mid, Grade I for Max
$56,006
$44,600
$56,209

Summary of Salary Survey Results - 2018
Utility Superintendent
Village of Weston ‐ Grade M
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade M

Utility Foreman
Village of Weston ‐ Grade K
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade K

Utility Operators
Village of Weston ‐ Grades H, I, J
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grades ‐ H, I, J

Utility Clerk
Village of Weston ‐ Grade H
Study Average ‐ Population Group
Study Average ‐ Local Group
Recommended Grade H

Avg Min Range
$62,026
$65,646
$72,561

Calc. Mid Point
$70,907
$72,389
$79,282

Avg Max Range
Act Salary (Min) Act Salary (Max)
N/A
$85,093
$83,704
$64,212
$85,059 Future Position (2019)
$90,765
$79,725
$85,059

Avg Min Range
$53,165
$56,501
$53,775

Calc. Mid Point
$60,757
$61,604
$61,198

Avg Max Range
Act Salary (Min) Act Salary (Max)
$57,720
$72,904
$70,362
$59,465
$70,800
$73,126
$57,158
$59,925

Avg Min Range
$38,730
$47,669
$39,707

Calc. Mid Point
$50,627
$53,091
$47,765

Avg Max Range
Act Salary (Min) Act Salary (Max)
$64,938
$44,262
$53,560
Grade H for Min, Grade I for Mid,
$62,043
$56,493
$59,530
Grade J for Max
$60,181
$47,382
$59,530

Avg Min Range
$39,853
$41,807
$46,406

Calc. Mid Point
$45,552
$45,258
$48,898

Avg Max Range
Act Salary (Min) Act Salary (Max)
$54,642
$47,320
$51,285
$48,318
$55,073
$53,713
$38,563
$55,073

VILLAGE OF WESTON, MARATHON COUNTY, WISCONSIN
5500 SCHOFIELD AVENUE, WESTON, WI 54476
REQUEST FOR CONSIDERATION
Public Mtg/Date:

Human Resources Committee – 2/4/2019

Description:

Approve Public Works Department Job Descriptions

From:

Michael Wodalski, Deputy Director of Public Works

Question:

Should the Human Resources Committee approve the
updated/new position descriptions for the Public
Works Department?

Background
As part of the revisions made to the class and compensation matrix, the Department
Directors have determined that each department should be bringing the job descriptions
from their respective departments to the HR Committee for reapproval and to account
for any adjustments or new positions that may have been authorized since the last time
job descriptions were approved.
The positions listed in the packet include: Director of Public Works, Deputy Director of
Public Works, Utility Superintendent (New Position), Utility Clerk, Utility Foreman, Utility
Maintainer, Utility Operator, Utility Senior Operator, Street Foreman, Public Works
Maintainer, Public Works Operator, Public Works Senior Operator, Fleet Foreman and
Mechanic (New Position).
Besides the two new positions (which had previously existed at the Village), the main
change to the Public Works Department job descriptions is consistency with position
titles and pay grades. Many of these positions were initially created in 2014 and as
adjustments had been made the job descriptions were not officially updated to account
for those changes.
Attached Docs:

- Public Works Job Descriptions

______________________________________________________________________

Committee Action:
Fiscal Impact:

N/A

Recommendation:

Staff recommends approving the position descriptions for
all 14 positions within the Public Works Department as
presented.

Recommended Language for Official Action
I Recommend to approve the revised Job Descriptions for the Public Works
Department as presented.
Or, I do not recommend the revised Job Descriptions for the Public Works
Department as presented.
Or, Something else

REQUEST FOR CONSIDERATION
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VILLAGE OF WESTON
JOB DESCRIPTION
DIRECTOR OF PUBLIC WORKS
Division:
FLSA Status:
Department

Services
Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Administrator
R
February 4, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
Under the general direction and supervision of the Administrator, the Director of Public Works is
responsible for the overall management of the Village’s Public Works functions including operation,
maintenance, personnel, and capital improvements. The Department of Public Works includes the
operations groups of Parks, Streets, and Utilities consisting of Storm Water, Water and Wastewater.

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:
1. Carry out the directives of the Administrator, including assisting the Administrator in
accomplishing the mission and goals of the local government agency, and being a contributing
member of the Administrator’s management team.
2. Develop and implement a strategic plan for the Department of Public Works, which focuses
specifically on, but is not limited to: Identifies/prioritizes department functions and tasks;
Develops management objectives based on public, employee and Board of Trustee feedback;
Measures/reports on prior years activities, while creating performance benchmarks for future
work products, Nurtures/develops the talents of subordinate staff to execute strategic goals and
objectives.
3. Manage the Department budget ensuring that the level of expected and approved services are
provided in a timely manner and within budget. Tasks include: budget preparation, budget
forecasting, long-range capital project budgeting, payroll budgeting for department, budget
recommendations, discussion, approval of expenditures, seek sources of funding, and monitor and
approve expenditures.
4. Provide leadership in the operational decisions of the Department with the goal of providing
efficient, productive and safe delivery of municipal services.
5. Plan and organize staff; direct, control and coordinate the activities and services provided by the
department through public works personnel and/or outside contracted services.
a. Establish departmental plans, goals and procedures
b. Prepare operational and capital improvement plans. Implement projects and initiatives
identified in same. Update operational and capital improvement plans annually.
i. Prepare and manage public works budgets including billing for utility services
and other special projects.
Position Created: 2014

Revised: February 4, 2019
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6.

7.

8.
9.

10.
11.
12.

13.
14.

ii. Develops budget requests for construction and maintenance, materials, labor and
equipment needs for public works functions.
Serve as the Village Engineer, coordinating all engineering activities. Make appropriate referrals
of projects and programs to hired professional engineering consultant(s).
a. Responsible for maintenance, capital improvements, and special projects from concept
through completion.
i. Prepares and/or directs the preparation of project cost estimates and approves
same.
ii. Plans and specifications development, review, and approval.
iii. Secures necessary right-of-way interests.
iv. Secures necessary permits from outside agencies.
v. Management of project implementation.
Assure that Federal, State, and local laws, rules, ordinances, resolutions, and orders applicable to
public works operations are enforced and/or complied with relating to, Safe Drinking Water,
Wastewater Collection, Solid Waste Handling, Storm Water Management, and Roadways.
a. Interpret and anticipate the effects that new laws pertaining to public works operations
will have on the community and recommend appropriate actions.
Establish personnel policies and procedures for the areas of responsibility assigned. Hires,
disciplines, and or discharges personnel when appropriate.
Attend regular meetings of the Village Board and Public Works and Utility Committee to report
on department activities and conduct departmental business, carrying out directives obtained from
the aforementioned board and committee. Attends special meetings of the Village Board and any
other Village committees or commissions as necessary. Serves as a staff representative (exofficio) at Village Plan Commission meetings.
Acts as the Department liaison with the Village Board and the general public and consults with
Village officials, Administrator, and staff regarding department activities and progress.
Responds to inquiries and works to resolve complaints from the Village Board and the general
public regarding public works operations, projects, and activities.
Maintains knowledge of current public works practices; administrative and management
principles and techniques; personnel management techniques; and civil engineering techniques
and principles applied to public works.
Prepares reports and recommendations regarding public works matters. Prepares
recommendations and requests for authorization and funding.
Writes grant applications as appropriate.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by management staff.
Perform any other task which the employee is asked to perform.

Education and Experience
•

•
•

Bachelor’s degree in Civil Engineering, Water Resources, Public Administration, Business
Administration or related field with 5+ years of progressively responsible engineering experience
including supervision, or any combination of education and experience that provides equivalent
knowledge, skills and abilities in the areas of public works, utilities, budgeting and management.
Registration as a Professional Engineer in Wisconsin is highly desirable.
Certification as a public water supply operator is highly desirable.
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•

A valid motor vehicle operator’s license is required.

Performance Specifications
•

•
•

Assures that annual reporting for public works is accomplished within timelines specified by
applicable agencies. Reports include water utility annual water quality report, sanitary sewer
compliance maintenance annual report, municipal separate storm sewer system report, and annual
street mileage certification.
Assures that projects are implemented within schedules adopted by the Administrator and /or
Board of Trustees.
Follows time lines prescribed for public works projects bids and public hearings.

Knowledge, Skills, and Abilities
•
•
•
•

•
•

•
•
•
•
•
•
•
•

Knowledge of principles and practices of Civil Engineering pertaining to public works and utility
projects.
Knowledge of principles and practices of government administration, management and
supervision
Knowledge and skills in surveying, drafting and plan reading.
Ability to modify existing policies, strategies and/or methods to meet unusual conditions within
the context of existing management principles. Ability to analyze and categorize data and
information, in order to determine consequences and to identify and select alternatives. Ability to
decide the time, place and sequence of operations within an organizational framework, as well as
the ability to oversee their execution.
Ability to manage and direct a group of workers, including the ability to provide counseling and
mediation. Ability to persuade, convince and train others. Ability to advise and interpret
regarding the application of policies, procedures and standards to specific situations.
Ability to utilize a variety of advisory and design data and information such as budget reports,
contracts, personnel evaluations, labor grievances, vouchers, meeting agendas and minutes,
statistical and narrative reports, requests for proposals, technical specifications, capital
improvement requests, municipal code, State statutes, construction manuals, construction plans,
traffic manuals, photos, maps, plats, accounting methods and engineering manuals.
Ability to communicate orally and in writing with elected officials, appointed committee
members, the general public, Village personnel, union representatives, attorneys, contractors,
developers, news media representatives, students and civic organizations.
Ability to apply algebraic and trigonometric formulas. Ability to interpret inferential statistical
reports and/or formulation and equation data.
Ability to use functional reasoning in performing synthesis functions.
Ability to exercise the judgment, decisiveness and creativity required in situations involving the
direction, control and planning of an entire program or multiple programs.
Ability to operate, maneuver and/or steer equipment and machinery requiring simple but
continuous adjustments, such as computer terminal, calculator, telephone, drafting instruments,
motor vehicle and dictation machines.
Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid
keyboard use.
Ability to exert very moderate physical effort in sedentary to light work, typically involving some
combination of stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling.
Ability to perform basic functions of all MS Office suite products.
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Work Environment
Ability to work under moderately safe and uncomfortable conditions where exposure to environmental
factors such as noise, machinery, electrical currents, or toxic agents/chemicals can cause discomfort and
where there is a risk of injury.

Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
DEPUTY DIRECTOR OF PUBLIC WORKS
Division:
FLSA Status:
Department:

Services
Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Director of Public Works
N
February 4, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
The purpose of this position is to manage and supervise assigned public works and utility projects, activities
and staff for the Village of Weston.
Under the direction of the Director of Public Works, employee is responsible for a broad scope of
administrative and technical functions related to the operation, maintenance and construction of the
Village’s infrastructure with top priority being the oversight of the Village’s storm water utility and
WPDES permit compliance; and street operations activities. Additional responsibilities include project
management and oversight of the (closed) landfill operation.
Supervision received for day to day activities varies from general to very detailed. Overall work plans are
coordinated with the Director of Public Works for periodic review of progress. The Deputy will
frequently collaborate with the Director or other staff on special projects. There is frequent interaction
with the general public and other Village personnel. The employee may be required to respond to
emergencies, provide project oversight, or attend meetings and training outside of regular business hours.

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:
1. Oversight of the Village’s storm water utility including budget preparation and budget discipline;
program compliance with regulatory agency requirements and enforcement/application of utility
policies and procedures.
2. Design, write specifications, let bids and act as construction representative for the Village on
public works construction and maintenance projects throughout the Village.
3. Manage the activities of consultants and contractors.
4. Review construction plans and specifications for conformance with Village codes and
requirements.
5. Prepare and review technical reports.
6. Review site plans for conformance with Village codes.
7. Prepares cost estimates for construction projects.
8. Prepare construction record drawings.
9. Research construction project records, land records, subdivision records and special assessment
records.
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10. Receives, investigates and resolves customer complaints and inquiries
11. Gives reports and presentations at public meetings.
12. Conducts, participates in, and coordinates general and special studies to monitor and/or analyze
public works operations, investigates problems and recommends solutions.
13. Assists the Director of Public Works in developing reports and plans such as, annual budgets,
long range improvement plans, special assessment reports, etc.
14. Maintains and catalogs public works records.
15. Works with Fleet Foreman to research and write equipment specifications. Assists Fleet Foreman
with establishing equipment acquisition priorities and recommendations.
16. Collaborates with maintenance staff to accomplish maintenance work or capital improvements.
17. Oversees daily work plan for the Public Works Operations staff to coordinate resources for each
operational group’s planned tasks.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by management staff.
Perform any other task which the employee is asked to perform.

Education and Experience
•
•
•
•
•

Bachelor’s degree in Civil Engineering or Associate Degree as Civil Engineering Technician.
Certification as Engineer-In-Training; Registration as a Professional Engineer in Wisconsin is
highly desirable.
Work experience in public works construction or equivalent combination of closely related
education and professional experience.
Experience in personnel management and scheduling is highly desirable.
A valid motor vehicle operator’s license is required.

Technical Skills
•
•
•
•

Microsoft Office Products: (Outlook, Word, Excel, PowerPoint)
AutoCAD
WaterCAD
GIS

Performance Specifications
•
•
•
•

Abide by all public bidding law requirements for Public Works projects as required by Wisconsin
Statutes
Submit necessary permit requirements for the Village of Weston’s Municipal Separate Storm
Sewer System (MS4) permit
Assemble, submit and complete all necessary paperwork for grant applications by required
deadlines
Submit all necessary paperwork to the Army Corp and Wisconsin Department of Natural
Resources for various reasons (Notice of Intent, Shoreland permits, etc.)

Knowledge, Skills and Abilities
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•
•
•
•
•
•
•
•
•
•
•

Knowledge of principles and practices of Civil Engineering pertaining to public works and utility
projects.
Knowledge and skills in surveying, drafting and plan reading.
Knowledge of, and ability to operate, a personal computer. Knowledge of, and ability to use,
software for word processing and spreadsheets required (MS Word, Excel, PowerPoint)
Experience with engineering programs for storm water run-off and detention requirements is
required.
Knowledge of Graphical Information Systems (GIS)
Knowledge of the basic methods and techniques of construction.
Knowledge of the laws and regulations relating to public works and utilities.
Ability to acquire knowledge of specialized procedures and subject matter encountered in specific
assignments.
Ability to establish and maintain effective working relationships with employees, administrators
and the public.
Ability to communicate effectively both orally and in writing.
Knowledge, or ability to acquire knowledge, of current literature, developments and trends in the
area of public works.

Work Environment
Ability to work under moderately safe and uncomfortable conditions where exposure to environmental
factors such as noise, machinery, electrical currents, or toxic agents/chemicals can cause discomfort and
where there is a risk of injury.

Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
UTILITY SUPERINTENDENT
Division:
FLSA Status:
Department:

Services
Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Deputy/Director of Public Works
M
February 4, 2019

Purpose of the Position
Under the daily general direction of the Director of Public Works, supervises, schedules and assigns daily
tasks for the utility maintenance staff. The position is responsible for the continuous operation and
maintenance of the municipal utility systems including water supply and distribution, wastewater
collection and transmission, and storm water management. The incumbent is responsible for compliance
with local, state and federal water quality standards in each of the functional areas – water supply,
wastewater collection, and storm water management. Special projects and work assignments are
discussed with the Director of Public Works. There is frequent interaction with the general public, other
governmental agencies and other Village departments.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to oversee the routine daily operation and
maintenance activities for the water, sewer, and stormwater utilities and respond to emergency needs as
required. The following is a description of some of the specific duties and responsibilities for this position.
These are not to be construed as exclusive or all-inclusive as other duties may be required and assigned:
•
•

•
•
•
•
•

Directs and oversees the daily work assignments for the Utility maintenance staff for progress and
quality control including documentation of work performed in accordance with departmental
needs.
Plans, assigns, and supervises daily job assignments for all employees within the Utility
Department, including:
o The operation and maintenance of all pumps, chemical feed equipment, process
equipment, filters, SCADA system and building facilities.
o Meter reading and replacement
o Hydrant flushing, repair and replacement.
o Valve exercise and replacement.
o Leak detection.
o Lift station maintenance
o Sewer Cleaning and televising
o Manhole Inspections and repairs
Receives and resolves complaints from the public.
Provides fire flow data as required and maintains related records.
Prepares capital, operating and maintenance budget recommendations. Assists Director of Public
Works with long range capital and strategic planning.
Purchases equipment and vehicles. Supervises maintenance, recommends equipment and vehicle
replacement.
Supervises water meter installation, removal, repair, reading and testing according to State rules
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•
•
•

•
•
•
•
•
•
•
•
•
•
•
•

and regulations. Maintains related records.
Maintains water mains, services, hydrants and valve records.
Supervises maintaining/preparing chemical dosage rates, regulatory reports, operational reports,
etc.
Responsible for overseeing utility programs mandated by the Wisconsin Department of Natural
Resources and the Public Service Commission of Wisconsin (PSC) such as:
o Cross Connection Control Program,
o Potable Water Routine Sampling and Monitoring – e.g. Bacteriological Sampling, Lead
and Copper, etc
o Private Well Permitting Program
Prepares and submits reports (or oversees the same) to regulatory agencies as needed.
Prepares routine reports related to utility operations for the public, the Public Works & Utility
Committee, Board of Trustees, or others.
Develop an outline of daily, weekly, monthly, quarterly, and annual operation and maintenance
events. Schedule such events. Update outline to reflect new facilities and activities.
Monitor, record and compare monthly water pumping, chemical use, water volume sold,
wastewater volume/strength, and other similar data as required to assure orderly utility
operations.
Perform and/or oversee daily potable water quality sampling and testing. Supervise weekend
testing by other staff and coordinate special testing.
Participates in hiring and training personnel. Assists in evaluating employee performance,
enforces discipline and recommends personnel actions in conjunction with Director of Public
Works, or designee.
In cooperation with the Utility Foreman, establishes training guidelines/expectations for correct
operations and procedures for Village equipment and tasks.
Availability to respond and/or dispatch and supervise personnel for response to emergency events
as warranted, during and after hours. Must be able to respond to events within a reasonable time.
Coordinates equipment and personnel responding to other department property and infrastructure
needs such as street maintenance and Park Department responsibilities.
Conduct, in cooperation with the Director of Public Works, or designee, annual inspections by the
Department of Natural Resources and other regulatory agencies as needed.
In cooperation with the Utility Foreman and other staff, establish policies for the purchasing and
inventory levels of materials, parts, and equipment required for the operation and maintenance of
the utilities.
Assist the Administrator, and other designated staff, in maintaining, updating, and
implementation of the Village Emergency response plan.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Job Requirements (Knowledge/Abilities/Qualification)
•
•

A Bachelor’s Degree in Applied Science, Civil or Environmental Engineering – Water and
Wastewater emphasis is preferred.
One or more years’ experience in the construction field and/or municipal water and sewer utility
operation is required. Knowledge and experience in water/wastewater construction, operation
and maintenance.
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Knowledge of the operation and maintenance of equipment used in providing water,
wastewater, and storm water services such as – sewer “vac” truck, locating equipment,
sewer televising equipment, pumps and controls, chemical feeding pumps and systems,
meter reading equipment, and meter testing equipment,
o Knowledge of practices and procedures for working safely including self-contained
breathing apparatus, respirators, and gas detection equipment.
Effective oral and written communication skills.
Licensed by the Wisconsin Department of Natural Resources as a Public Water Supply Operator,
Grade 1, with Subclasses G, D, V and I or ability to obtain within 1-year.
Within one year, acquire a Wisconsin Department of Natural Resources Basic General
Wastewater Certification and Sanitary Sewer Collection System Certification.
Ability to perform basic functions of all MS Office suite products.
Knowledge of Geographic Information Systems (GIS)
Ability to direct the work of others
o

•
•
•
•
•
•

Candidate must be a team player and able to undertake assigned tasks in a respectful, safe, efficient
manner.

Performance Specifications
•
•
•
•
•
•
•
•
•
•

Knowledge of principles and practices of Civil/Environmental Engineering pertaining to water
and sewer utility projects.
Knowledge and skills in surveying, drafting and plan reading.
Experience with engineering programs for potable water systems.
Knowledge of the basic methods and techniques of construction.
Knowledge of the laws and regulations relating to Public Utilities.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of water and wastewater facilities.
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to perform basic mathematical calculations. Ability to perform algebraic mathematical
calculations.
Ability to interpret a map and as-builts.
Familiarity with using a computer and basic software proficiency with MS-Office, e-mail and
proprietary software for time sheet data entry, facility maintenance management software, and
regulatory compliance reporting software.

Work Environment
Ability to work under moderately safe and uncomfortable conditions where exposure to environmental
factors such as noise, machinery, electrical currents or toxic agents/chemicals can cause discomfort and
where there is a risk of injury.
The Village of Weston is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the Village will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.
This position description has been prepared to assist in defining job responsibilities, physical demands,
working conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities,
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and/or essential functions. This description is not intended to limit or modify the right of any supervisor to
assign, direct and control the work of employees under supervision. The Village retains and reserves any
and all rights to change, modify, amend, add or delete, from any section of this document as it deems, in
its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
UTILITY CLERK
Division:
FLSA Status:
Department:

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Director of Public Works
H
January 2, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
Under the daily general direction of the Director of Public Works performs all clerical functions for the
utility operation and Director including confidential matters. Also performs clerical functions for other
technical staff. The work generally involves day-to-day organization and record keeping for the Utilities
and Department of Public Works. There is frequent interaction with the general public and other Village
departments.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily clerical and
administrative functions for the utility operation and for Director of Public Works and the Technical Staff.
The primary responsibility is to the utility operation and the Director with time allotted to other staff matters
as available. The following is a description of some of the specific duties and responsibilities for this
position. These are not to be construed as exclusive or all-inclusive as other duties may be required and
assigned:
1. Answer telephone calls for the Utilities. Receive and handle customer complaints and
concerns. Record and dispatch work orders as necessary.
2. Prepare agendas, record minutes and attend Property and Infrastructure Committee meetings.
3. Code vouchers with general ledger account numbers for Utility accounts payable.
4. Maintain utility customer records – enter new customers into computer, change customer
records, bill production, payment posting and disconnect notices. Call past due customers
prior to disconnection and prepare final bills.
5. Issue water/sewer permits.
6. Prepare documents using tax records/maps for distribution to property owners for public
hearings and related notices.
7. Prepare customer special assessment bills. Record and maintain all special assessment
records. Place all special assessment installments on property owner’s property tax bills.
8. Place delinquent utility bills/miscellaneous bills on the tax roll.
9. Collect data for PSC report and audit reports.
10. Word processing and spreadsheet preparation for Director of Public Works and Utility
Department (and other departments when needed).
11. Prepare miscellaneous billing for the Utilities and Village.
12. Prepare special assessment certificates and billings for Title Companies.
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13. Answer telephone for Village, assist customers with property description files and receipt
money for payment.
14. Assist in training new staff in various areas (i.e. utility records, land records, assessment files,
accounting, miscellaneous billing, assessments and various other procedures).
15. Count currency, coin and checks in cash drawer at end of day, reconcile to system, and
prepare bank deposit. Identify and rectify balancing errors. Scan bank deposit.
16. Assist with tax collection.
17. Prepare various annual reports: e.g. water withdrawal report, compliance maintenance annual
report, lead & copper sampling report, consumer confidence report, etc.
18. Coordinate area utilities meetings.
19. Maintain records for and coordinate cross connection control program.
20. Maintain records for special assessments

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Education and Experience
•
•

Associate Degree in Administrative Assistant, accounting or directly related field with one to
three years increasingly responsible administrative experience; or any combination of experience
and training which provides the knowledge, skills and abilities to perform the job.
A valid Wisconsin driver’s license

Performance Specifications
•
•
•
•
•

Contributes data/information to Finance Department to complete water utility annual report to the
Wisconsin Public Service Commission.
Contributes data/information to Finance Department to complete annual financial audit.
Completes entries of special assessments for annual property tax roll preparation.
Prepares public relations information
Prepares public notifications for public hearings.

Knowledge, Skills, and Abilities
•
•

•
•
•
•
•
•

Candidate must be a team player and able to undertake assigned tasks in a respectful, safe,
efficient manner.
Knowledge of Wisconsin Public Service Commission rules and procedures.
Knowledge of utility operating rules and procedures
Physical ability to lift carry and/or move up to 25 pounds.
Ability to interact pleasantly and effectively with other staff and the public.
Effective oral and written communication skills.
Proficiency with word processing software – preferably MS Word
Proficiency with voice processing equipment
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•
•
•
•
•
•
•

Familiarity with spreadsheet programs – preferably MS Excel
Familiarity with Windows operating systems
Proficiency with proprietary software systems for land records, customer accounts, financial
records, maintenance management, timesheet reporting.
Ability to organize and maintain written records and correspondence
Willingness to attend training for new methods and technology to help the department and self,
work more effectively
Must be detail oriented to prepare and/or review billing and bill payment reports, meter reading
reports, preparation of bills, etc.

Ability to make judgments/decisions as to whether customer and other stakeholder
requests should be acted upon and, if action is appropriate, determine the urgency of a
response; e.g. sanitary sewer back-ups, frozen service laterals, water leaks, etc; based on
established policies and procedures.

Work Environment
The employee must have the ability to work under safe and comfortable conditions where exposure to
environmental factors is minimal and poses little to no risk of injury.

Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
UTILITY FOREMAN
Division:
FLSA Status:
Department:

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Utility Superintendent
K
February 4, 2019

Purpose of the Position
Under the daily general direction of the Utility Superintendent, oversees the daily tasks for the utility
maintenance staff and performs advanced level operation and maintenance functions on the water and
wastewater infrastructure. Able to work independently and lead staff in performing day to day tasks. The
work shall generally include a variety of skilled tasks, related to the operation of the wells, reservoirs,
booster pumps, chemical feed equipment, water storage tanks, lift stations, water distribution system and
wastewater collection system. Special projects and work assignments are discussed with the Director of
Public Works, or designee. There is frequent interaction with the general public, other governmental
agencies and other Village departments.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily operation and
maintenance activities for the water and sewer utilities and respond to emergency needs as required. The
following is a description of some of the specific duties and responsibilities for this position. These are not
to be construed as exclusive or all-inclusive as other duties may be required and assigned:
•
•
•
•
•
•
•
•
•
•

Employee is the Certified Operator in Responsible Charge for the Water Utility.
Prepares and submits reports to regulatory agencies as needed.
Assists the Utility Superintendent with the daily work assignments for the Utility maintenance
staff for progress and quality control including documentation of work performed in accordance
with departmental needs.
Develop an outline of daily, weekly, monthly, quarterly, and annual operation and maintenance
events. Schedule such events. Update outline to reflect new facilities and activities.
Monitor, record and compare monthly water pumping, chemical use, water volume sold,
wastewater volume/strength, and other similar data as required to assure orderly utility
operations.
Perform and/or oversee daily potable water quality sampling and testing. Supervise weekend
testing by other staff and coordinate special testing.
Participates in hiring and training personnel. Assists the Director of Public Works, or designee in
evaluating employee performance.
Instructs and teaches others on correct operations and procedures for Village equipment and
tasks. Establishes training guidelines/expectations for same.
Rotate evening/weekend/holiday first responder stand-by duties with other utility maintenance
staff.
Respond and/or dispatch and supervise personnel for response to emergency events as warranted,
during and after hours.
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•
•
•
•

Conduct, in cooperation with the Director of Public Works, or designee, annual inspections by the
Department of Natural Resources and other regulatory agencies as needed.
Responsible for the purchasing of materials, parts, and equipment required for the operation and
maintenance of the utilities.
Responsible for the maintenance, cleaning, flushing and repair of sanitary sewers, gauging
stations and lift stations.
Perform any of those duties performed by the Utility Senior Operators more than 25% of the
time.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Job Requirements (Knowledge/Abilities/Qualification)
•
•

•
•
•
•

High school diploma or equivalent.
Knowledge and experience in water/wastewater construction, operation and maintenance
including:
o Village Utility policies and procedures
o Proficiency in the operation and maintenance of special equipment – sewer “vac” truck,
locating equipment, sewer televising equipment, pumps and controls, chemical feeding
pumps and systems, meter reading equipment, meter testing equipment, self-contained
breathing apparatus, and gas detection equipment.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement.
Effective oral and written communication skills.
Licensed by the Wisconsin Department of Natural Resources as a Public Water Supply Operator,
Grade 1, with Subclasses F, D and V.
Ability to direct the work of others

Candidate must be a team player and able to undertake assigned tasks in a respectful, safe, efficient
manner.

Performance Specifications
•
•
•
•
•
•
•

Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of water and wastewater facilities.
Availability to be on 24 hour call to respond to emergencies including serving as utility first
responder on a rotating basis. Must be able to report to job within a reasonable time in such
instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds (meters, tools, manhole covers, chemical barrels, etc).
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to perform basic mathematical calculations.
Ability to follow directions and complete work and establish priorities.
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•
•
•
•

Ability to interpret a map and as-builts.
Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to always interact with the public in a polite and respectful manner
Familiarity with using a computer and basic software proficiency with MS-Office, e-mail and
proprietary software for time sheet data entry, facility maintenance management software, and
regulatory compliance reporting software.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 25 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) is required, as there is significant exposure to hazards and conditions where there is a
possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.

The Village of Weston is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the Village will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.
This position description has been prepared to assist in defining job responsibilities, physical demands,
working conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities,
and/or essential functions. This description is not intended to limit or modify the right of any supervisor to
assign, direct and control the work of employees under supervision. The Village retains and reserves any
and all rights to change, modify, amend, add or delete, from any section of this document as it deems, in
its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
UTILITY MAINTAINER
Division:
FLSA Status:
Department

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Utility Foreman
H
February 4, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
Under the daily general direction of the Utility Foreman, performs operation and maintenance functions
on water and wastewater physical infrastructure. The work shall generally include a variety of tasks
related to the operation of wells, reservoirs, booster pumps, chemical feed equipment, water storage tanks,
lift stations, water distribution system and wastewater collection system. Daily work plans are reviewed
each day with the Utility Foremen. Supervision received, for day-to-day activities, is general. Overall
work plans are discussed with the Utility Superintendent for periodic review of progress. Special projects
and work assignments may be directed by the Director of Public Works, or designee. There is frequent
interaction with the public and other Village departments.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily operation and
maintenance activities for the water and sewer utilities and respond to emergency needs as required. The
following is a description of some of the specific duties and responsibilities for this position. These are not
to be construed as exclusive or all-inclusive as other duties may be required and assigned:
1. Water meter reading, testing and repair, installation and removal of meters and accessories.
2. Water main flushing, operating valves and hydrants, valve and hydrant maintenance, curb stop
locating and repair.
3. Maintenance, cleaning, flushing and repair of sanitary sewers, gauging stations, and lift stations.
4. Maintenance of mechanical equipment such as pumps, sewer cleaning equipment, service vans,
etc.
5. Maintenance, cleaning, and repair of wells, pumps, towers, and other utility structures and
equipment.
6. Investigate customer complaints.
7. Be familiar with street and utility locations.
8. Locate Village infrastructure for Digger’s Hotline Tickets.
9. Perform cold weather operations such as water service line and sewer main thawing following
approved procedures and policies.
10. Perform daily well house and water treatment plant inspections that include checking pump and
motor operation, checking chemical feed operations, recording pertinent data such as flow,
pumping level, chemical feed quantities, etc.
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11. Purchase materials, parts and equipment required for the operation and maintenance of the
utilities.
12. Frequently subject to work outside of a normal work hour/week schedule as weather or
circumstances dictate, e.g. snow storms, rain/wind storms, tornados, fires, accidents, broken water
mains, sewer failures, or other events requiring response to protect the public as a result of natural
or man-made circumstances. Typically, these events occur on an un-scheduled basis
13. Respond to equipment failures both during and after regular work hours.
14. Performs manual labor e.g. shoveling, raking and sweeping.
15. Performs all duties in conformance with Village policies as described in the employee handbook.
16. Know and comply with Village, State and Federal safety policies and standards.
17. Employee relations: Foster a productive and collaborative work environment by coordinating
work efforts with other Village departments and employees.
18. Operation of the various vehicles and equipment within the Village fleet in a manner consistent
with care and knowledge necessary to not put any other employee or the public in peril.
19. Collect weekly, monthly and quarterly water samples for bacteriological tests, water chemical
analysis, and others as required by regulatory agencies and/or village staff.
20. Perform chemical residual tests on water supply and collect other samples as directed by the
Utility Foreman.
21. Maintain chemical feed systems including transfer containers, receiving and transferring stock,
maintaining equipment, etc.
22. Repair/rebuild chemical feed pumps as needed
23. Remove and repair wastewater pumps
24. Perform maintenance on pump control valves

Additional Duties and Responsibilities
•
•
•
•
•

Prepare and submit reports to regulatory agencies
Conduct, in cooperation with the Utility Foreman, annual inspections by the Department of
Natural Resources and other regulatory agencies as needed.
Develop an outline of daily, weekly, monthly, quarterly, and annual operation and maintenance
events. Schedule such events with the Utility Foreman, Utility Superintendent and/or the
Director of Public Works. Update outline to reflect new facilities and activities.
Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Due to the Village’s focus on cross training and utilizing employees across traditional department lines,
Utility Maintainers will occasionally, or seasonally be responsible for working in either the Parks or
Street Operations functions within the Department of Public Works. The tasks assigned in these
departments include:
•

•

Street Operations:
o Snow plowing: Ability to operate a 1-ton truck with plow, end loader with plow, and/or
single/tandem axle dump truck with front and wing plows, and spreader for salt/sand
application,
o Driving tri/quad axle trucks to haul material,
o Adjustment of valves and manholes,
o Drainage system maintenance,
Parks Operations:
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o

o
o
o
o
o

Maintenance of grass areas in all park and public places, including mowing, trimming,
fertilizing, watering and weed control. Utilizing all types of mowing and trimming
equipment.
Tree trimming,
Custodial work including: cleaning shelters, restrooms, collecting and disposing of
refuse, shoveling snow and other tasks;
Brushing, trimming, planting and care of trees and shrubs
Maintenance of park shelter buildings, refuse containers, picnic tables, benches, play
equipment, fencing and parking areas
Maintenance and repairs to irrigation systems

Education and Experience
•
•
•

High school diploma or equivalent with one to three years’ experience in water/wastewater
construction, operation and maintenance or any equivalent combination of experience and
training which provides the knowledge, skills and abilities to perform the job.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement or ability to obtain one within 90 days.
Certification as a Public Water Supply Operator, Grade T, with subclasses D, G, and V.
Certification to Grade 1 level is highly encouraged.

Performance Specifications
•
•
•
•
•
•
•
•
•
•
•

Must be able to pass physical evaluation, pre-employment screening and drug test
Availability to be on 24 hour call to respond to emergencies including serving as street operations
first responder on a rotating basis. Must be able to report to job within a reasonable time in such
instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds (meters, tools, manhole covers, chemical barrels, etc).
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to effectively communicate with Department of Public Works personnel, Village
residents, other Village Department personnel, inspectors, vendor representatives and agencies
doing business with and within the Village.
Ability to perform basic mathematical calculations using addition, subtraction, multiplication, and
division; calculate percentages and work with fractions and decimals.
Ability to follow directions and complete work and establish priorities.
Ability to interpret a map and as-builts.
Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to always interact with the public in a polite and respectful manner.
Familiarity with using a computer and basic software proficiency with MS-Office, e-mail,
Microsoft Office Suite, and proprietary software for time sheet data entry and facility
maintenance management software.
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Knowledge, Skills, and Abilities
•
•

Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of water and wastewater facilities.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 25 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) is required, as there is significant exposure to hazards and conditions where there is a
possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.

Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
UTILITY OPERATOR
Division:
FLSA Status:
Department:

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Utility Maintenance Foreman
I
February 4, 2019

Purpose of the Position
Under the daily general direction of the Utility Foreman, performs advanced level operation and
maintenance functions on the water and wastewater physical plant. The work shall generally include a
variety of skilled and semi-skilled tasks, related to the operation of the wells, reservoirs, booster pumps,
chemical feed equipment, water storage tanks, lift stations, water distribution system and wastewater
collection system. Daily work plans are reviewed each day with the Utility Foremen. Supervision
received, for day-to-day activities, is general. Overall work plans are coordinated with the Utility
Superintendent for periodic review of progress. Special projects and work assignments may be directed
by Director of Public Works, or designee. There is frequent interaction with the public and other Village
departments.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily operation and
maintenance activities for the water and sewer utilities and respond to emergency needs as required. The
following is a description of some of the specific duties and responsibilities for this position. These are not
to be construed as exclusive or all-inclusive as other duties may be required and assigned:
•
•
•
•
•
•
•

•

Water main flushing, operating valves and hydrants, valve and hydrant maintenance, curb stop
locating and repair.
Perform maintenance, cleaning, flushing and repair of sanitary sewers, gauging stations, and lift
stations including the operation of the sewer vac truck.
Perform maintenance of mechanical equipment such as pumps, sewer cleaning equipment,
service vans, etc.
Perform maintenance, cleaning, and repair of wells, pumps, towers, and other utility structures
and equipment.
Perform cold weather operations such as water service line and sewer main thawing in a safe
manner.
Perform daily well house and water treatment plant inspections that include checking pump and
motor operation, checking chemical feed operations, recording pertinent data such as flow,
pumping level, chemical feed quantities, etc.
Assist with maintenance activities in other functional areas or departments such as streets and
parks. Examples include snow plowing, adjustment of valves and manholes, drainage system
maintenance, mowing, tree trimming, refuse pickup, irrigation system maintenance, emergency
repairs, etc.
Frequently subject to work outside of a normal work hour/week schedule as weather or
circumstances dictate, e.g. snow storms, rain/wind storms, tornados, fires, accidents, broken water
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•
•
•
•
•
•

mains, sewer failures, or other events requiring response to protect the public as a result of natural
or man-made circumstances. Typically these events occur on an un-scheduled basis.
Purchase materials, parts and equipment required for the operation and maintenance of the
utilities.
Perform all duties in conformance with Village policies as described in the employee handbook
Know and comply with Village, State and Federal safety policies and standards.
Foster a productive and collaborative work environment by coordinating work efforts with other
Village departments and employees.
Operation of the various vehicles and equipment within the Village fleet in a manner consistent
with care and knowledge necessary to not put any other employee or the public in peril.
Perform any of those duties performed by employees in a lower classification in the Utility
Department or other duties as assigned.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Job Requirements (Knowledge/Abilities/Qualification)
•
•

•
•
•

High school diploma or equivalent.
Knowledge and experience in water/wastewater construction, operation and maintenance
including:
o Village Utility policies and procedures
o Proficiency in the operation and maintenance of special equipment – sewer “vac” truck,
locating equipment, sewer televising equipment, pumps and controls, chemical feeding
pumps and systems, meter reading equipment, meter testing equipment, self-contained
breathing apparatus, and gas detection equipment.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement.
Effective oral and written communication skills.
Licensed by the Wisconsin Department of Natural Resources as a Public Water Supply Operator,
Grade 1, with Subclasses F, D and V.

Candidate must be a team player and able to undertake assigned tasks in a respectful, safe, efficient
manner.

Performance Specifications
•
•
•
•

Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of water and wastewater facilities.
Availability to be on 24 hour call to respond to emergencies including serving as utility first
responder on a rotating basis. Must be able to report to job within a reasonable time in such
instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds (meters, tools, manhole covers, chemical barrels, etc).
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•
•
•
•
•
•
•

Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to perform basic mathematical calculations.
Ability to follow directions and complete work and establish priorities.
Ability to interpret a map and as-builts.
Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to always interact with the public in a polite and respectful manner.
Employees shall work toward learning the tasks and responsibilities associated with the Utility
Senior Operator Position

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 25 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) is required, as there is significant exposure to hazards and conditions where there is a
possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.

The Village of Weston is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the Village will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.
This position description has been prepared to assist in defining job responsibilities, physical demands,
working conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities,
and/or essential functions. This description is not intended to limit or modify the right of any supervisor to
assign, direct and control the work of employees under supervision. The Village retains and reserves any
and all rights to change, modify, amend, add or delete, from any section of this document as it deems, in
its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
UTILITY SENIOR OPERATOR
Division:
FLSA Status:
Department

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Utility Foreman
J
February 4, 2019

Purpose of the Position
Under the daily general direction of the Utility Foreman, performs advanced level operation and
maintenance functions on the water and wastewater physical plant. Able to work independently and lead
staff in performing day to day tasks. The work shall generally include a variety of skilled tasks, related to
the operation of the wells, reservoirs, booster pumps, chemical feed equipment, water storage tanks, lift
stations, water distribution system and wastewater collection system. Daily work plans are reviewed each
day with the Utility Foreman or Utility Superintendent. Supervision received, for day-to-day activities, is
general. Overall work plans are discussed with the Utility Superintendent for periodic review of progress.
Special projects and work assignments may be coordinated with the Director of Public Works, or
designee. There is frequent interaction with the public, other governmental agencies and other Village
departments.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily operation and
maintenance activities for the water and sewer utilities and respond to emergency needs as required. The
following is a description of some of the specific duties and responsibilities for this position. These are not
to be construed as exclusive or all-inclusive as other duties may be required and assigned:
•
•
•
•
•
•
•
•
•
•

Perform any of those duties performed by the Utility Operator Position.
Collect weekly, monthly and quarterly water samples for bacteriological tests, water chemical
analysis, and others as required by regulatory agencies and/or village staff.
Perform chemical residual tests on water supply and collect other samples as directed by the
Utility Foreman.
Maintain chemical feed systems including transfer containers, receiving and transferring stock,
maintaining equipment, etc.
Repair/rebuild chemical feed pumps as needed
Pull and repair wastewater pumps
Perform maintenance on pump control valves
Prepare and submit reports to regulatory agencies
Conduct, in cooperation with the Utility Foreman, annual inspections by the Department of
Natural Resources and other regulatory agencies as needed.
Develop an outline of daily, weekly, monthly, quarterly, and annual operation and maintenance
events. Schedule such events with the Director of Public Works, or designee. Update outline to
reflect new facilities and activities.
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Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform

Job Requirements (Knowledge/Abilities/Qualification)
•
•

•
•
•

High school diploma or equivalent.
Knowledge and experience in water/wastewater construction, operation and maintenance
including:
o Village Utility policies and procedures
o Proficiency in the operation and maintenance of special equipment – sewer “vac” truck,
locating equipment, sewer televising equipment, pumps and controls, chemical feeding
pumps and systems, meter reading equipment, meter testing equipment, self contained
breathing apparatus, and gas detection equipment.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement.
Effective oral and written communication skills.
Licensed by the Wisconsin Department of Natural Resources as a Public Water Supply Operator,
Grade 1, with Subclasses F, D and V.

Candidate must be a team player and able to undertake assigned tasks in a respectful, safe, efficient
manner.

Performance Specifications
•
•
•
•
•
•
•
•
•
•
•

Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of water and wastewater facilities.
Availability to be on 24-hour call to respond to emergencies including serving as utility first
responder on a rotating basis. Must be able to report to job within a reasonable time in such
instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds (meters, tools, manhole covers, chemical barrels, etc).
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to perform basic mathematical calculations.
Ability to follow directions and complete work and establish priorities.
Ability to interpret a map and as-builts.
Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to always interact with the public in a polite and respectful manner.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 25 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
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hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) is required, as there is significant exposure to hazards and conditions where there is a
possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.

The Village of Weston is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the Village will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.
This position description has been prepared to assist in defining job responsibilities, physical demands,
working conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities,
and/or essential functions. This description is not intended to limit or modify the right of any supervisor to
assign, direct and control the work of employees under supervision. The Village retains and reserves any
and all rights to change, modify, amend, add or delete, from any section of this document as it deems, in
its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
STREET FOREMAN
Division:
FLSA Status:
Department:

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

DPW/Deputy DPW
K
February 4, 2019

Purpose of the Position
The Street Foreman is responsible for scheduling and assigning daily tasks for the public works
maintenance staff related to Village property and infrastructure. The employee is expected to work
independently and lead operations staff in performing day to day tasks. The Director of Public Works, or
designee, provides direction and oversight on special projects and work assignments. There is frequent
interaction with the general public and other Village departments. The Director of Public Works, or
designee, reviews and evaluates job performance.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to schedule, assign and perform routine daily
operation and maintenance activities for the village’s streets and drainage infrastructure and to respond to
emergency needs as required. The following is a description of some of the specific duties and
responsibilities for this position. These are not to be construed as exclusive or all-inclusive as other duties
may be required and assigned:
1. Assigns tasks and reviews work on maintenance/construction of streets and drainage
infrastructure.
2. Inspects infrastructure and establishes priorities for work and repair.
3. Schedules and coordinates snow and ice removal from Village streets.
4. Participates in hiring and training personnel. Assists in evaluating employee performance,
recommends personnel actions in conjunction with Director or Deputy Director of Public Works.
5. Coordinates equipment and personnel responding to other departments for repair and
maintenance of water and sewer systems.
6. Responds to public complaints, service requests and inquiries regarding streets and drainage.
7. Monitors material inventory and delivery for projects. Orders materials as needed. Maintains
labor and material records and reviews daily job-costing work orders.
8. Assists Director of Public Works or designee with planning major maintenance work.
9. Assists in preparing Public Works annual budget.
10. Serves in stand-by duty for the department to respond to after-hours emergencies.
11. Assists in purchasing equipment and materials for Departmental need.
12. Performs those duties performed by employees in the Public Works Senior Operator or lower
classifications more than 25% of the time.
13. Instructs and teaches others on correct operations and procedures for Village equipment and
tasks. Establishes training guidelines/expectations for same.
14. Foster a productive and collaborative work environment by coordinating work efforts with other
Village departments and employees.
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Additional Duties and Responsibilities
•
•
•
•
•
•

Perform related work as required or assigned by the management staff.
Responds to public and other Village department complaints in emergency situations.
Contacts Diggers’ Hotline for public works excavation projects to locate underground utilities.
Performs any other task which the employee is asked to perform.
Serves in role of Fleet Foreman during their absence.
Able to perform all of the essential duties performed by the Public Works Senior Operator
Position

Education and Experience
•
•
•
•

Associate Degree in technical/construction trades with four to six years of progressive
responsibilities in street and drainage maintenance and construction, or any combination of
education and experience that provides equivalent knowledge, skills and abilities.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement is required.
Must be able to pass physical evaluations, pre-employment screening and drug test.
Candidate must be a team player and able to undertake assigned tasks in a respectful, safe,
efficient manner.

Technical Skills
•
•
•
•

Ability to operate all types of tools used in the maintenance of light machinery used in the Public
Works operation
Ability to operate all types of tools used in the maintenance of the public works infrastructure
Ability to operate heavy equipment for snow plowing and public works maintenance activities
Ability to utilize a computer
o MS Outlook
o MS Word
o MS Excel

Performance Specifications
•

Complete necessary paperwork for proper record keeping of the Village’s compost at the
yard waste site.

Knowledge, Skills and Abilities
•
•
•

Ability to counsel, mediate and/or provide first line supervision. Ability to train others. Ability
to advise and provide interpretation regarding the application of policies, procedures and
standards to specific situations.
Ability to effectively communicate with Department of Public Works personnel, Village
residents, other Village Department personnel, inspectors, vendor representatives and agencies
doing business with and within the Village.
Ability to perform basic mathematical calculations using addition, subtraction, multiplication, and
division; calculate percentages and work with fractions and decimals.
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Ability to use functional reasoning in performing influence functions such as supervising,
managing, leading, teaching, and directing.
Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against sensory and/or judgmental criteria.
Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of street pavements and sewer/structures.
Knowledge of welding, fabricating and equipment maintenance.
Ability to work with hand and power tools, must maintain good mechanical abilities and aptitude.
Availability to be on 24 hour call to respond to emergencies including serving as street operations
first responder on a rotating basis. Must be able to report to job within a reasonable time in such
instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds.
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to follow directions and complete work and establish priorities.
Ability to interpret a map.
Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to always interact with the public in a polite and respectful manner.
Familiarity with using a computer and basic software proficiency with MS-Office e-mail and
proprietary software for time sheet data entry and facility maintenance management software.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 50 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) may be required, as there is significant exposure to hazards and conditions where there
is a possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.
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Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
Public Works Maintainer
Division:

Services

Reports To:

FLSA Status:
Department:

Non-Exempt
Public Works

Pay Grade:
Last Updated:

Director of Parks, Street/Fleet
Foreman
G
February 4, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
The Public Works Maintainer performs a variety of semi-skilled to skilled tasks utilizing hand
tools and operates a wide variety of small and heavy equipment for the construction and
maintenance of Village property and infrastructure including parks, right-of-ways, Aquatic Center,
buildings, equipment and other village property.
Work is discussed daily with the Director of Parks or Street Foreman. Employees are expected to
perform routine tasks with minor supervision. The Director of Parks or Street Foreman provide
direction and oversight on special projects and work assignments. There is frequent interaction
with the general public and other Village departments. The Director of Public Works, or designee,
reviews and evaluates job performance.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily operation and
maintenance activities for the village’s streets, parks and drainage infrastructure and to respond to
emergency needs as required. The following is a description of some of the specific duties and
responsibilities for this position. These are not to be construed as exclusive or all-inclusive as
other duties may be required and assigned:
Parks
1. Perform routine daily operation and maintenance activities for the village’s parks,
landscaping and respond to emergency needs as required.
2. Maintains and operates the Aquatic Center. Understand and operate the mechanical and
chemical systems of the pool. Perform pool building and equipment repairs.
3. Perform maintenance duties such as electrical, plumbing, masonry and carpentry work
4. Perform custodial work including cleaning shelters, restrooms, collecting and disposing
of refuse, shoveling snow and similar tasks.
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5. Maintain grass areas in all parks, right-of-ways, and other public places, including
mowing, trimming, fertilizing, watering and weed control, utilizing all types of mowing
and trimming equipment.
6. Understand the basics of traffic control requirements.
7. Understand and be able to perform maintenance and repairs to irrigation systems.
8. Maintain ball fields and other outdoor play areas.
9. Able to work independently on routine tasks.
10. Flood, spray, plow and sweep ice rinks.
11. Conduct maintenance of park shelter buildings, refuse containers, picnic tables, benches,
play equipment, fencing and parking areas.
12. Brushing, trimming, planting and care of trees and shrubs.
13. Performs all duties in conformance with Village policies as described in the employee
handbook and adherence to state and federal safety policies and standards.
14. Required to work weekend or evening hours if directed.
15. Foster a productive and collaborative work environment by coordinating work efforts with
other Village departments and employees.
Streets and Drainage
1. Performs manual labor i.e. hand shoveling of snow, sand, asphalt, granite and other
materials on an occasional basis as well as raking and sweeping.
2. Learn and become proficient in Village procedures for all types of work performed (e.g.
asphalt patching and paving, concrete pavement and curb and gutter repairs, snow
plowing and removal, yard waste handling, shouldering, ditching, storm sewer
maintenance and repairs, etc.).
3. Routine servicing and light maintenance of equipment.
4. Frequently subject to work outside of a normal work hour/week schedule as weather or
circumstances dictate, e.g. snow storms, rain/wind storms, tornados, fires, accidents,
broken water mains, sewer failures, or other events requiring response to protect the
public as a result of natural or man-made circumstances. Typically these events occur on
an un-scheduled basis.
5. Gain an understanding of setup and use of a level and transit for setting grades.
Employees shall learn to be able to determine and set grades.
6. Operation of the following equipment at a minimum: Lawn Mowers (deck and flail);
Tractor with mower/broom attachments; brush cutter; chain saw; plate and jumping jack
compactors; brush chipper; cut-off saw; water pumps; 1 ton pickup truck with a plow;
skid steer; trackless tractor with various attachments; small steel compactor; rubber tire
roller; water truck; shoulder machine; tar kettle; crack router; asphalt patcher.
7. Learn to operate the following equipment: street sweeper, leaf vacuum truck, front end
loader with all attachments, vibratory compactor, and all single/tandem/tri and quad axle
dump trucks.
8. Strive to operate the Excavator, Bulldozer and Grader.
9. Employees shall become proficient in winter maintenance: ability to plow with a
single/tandem axle plow truck with front and wing mounted plows while operating a
spreader and dump body for sand/salt application.
10. Be able to use a front end loader to properly load a dump truck
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11. Ability to operate a tri/quad axle dump truck and use proper unloading and backing
techniques.
Additional Duties and Responsibilities
•
•
•
•

Ability to operate heavy equipment used in the construction and maintenance of village
road and facilities.
Assist with snow removal on sidewalks.
Assist with polling station set up and breakdown during election.
Assist with administrative duties that may include answering phones, drafting
letters/documents and various other office work.

Due to the Village’s focus on cross training and utilizing employees across traditional
department lines, Public Works Maintainers will occasionally, or seasonally be responsible to
work in other operational areas. Examples of tasks which could be assigned include:
•

Sewer and Water Utility:
o hydrant flushing,
o valve exercising,
o valve box/curb box repairs and/or adjustments,
o sewer jetting,
o manhole adjustments,
o manhole repairs,
o emergency repairs (i.e. main breaks),
o meter change outs
o thawing service lines

•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Education and Experience
•

•
•
•
•

High school diploma or equivalent with one to three years of experience in construction,
operation, and maintenance of aquatic facilities, parks, streets, buildings and grounds, or
any equivalent combination of experience and training which provides the knowledge,
skills and abilities to perform the job.
Possession of a valid Wisconsin Driver’s License with a good driving record and a valid
Class A Commercial driver's license (CDL) issued by the State of Wisconsin with N
endorsement or ability to obtain one within 90 days of employment is required.
Possession of an Aquatic Facility Operator (AFO) or Certified Pool Operator (CPO)
Certification or ability to obtain one within one year of employment is desired.
Must be able to pass physical evaluation, pre-employment screening and drug test.
Candidate must be a team player and able to undertake assigned tasks in a respectful,
safe, efficient manner.
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Technical Skills
•
•
•
•
•
•

Ability to operate all types of tools used in the trimming, pruning and cutting of trees.
Ability to operate all types of tools utilized in the construction/repair of buildings,
facilities, maintenance of machinery and the maintenance of public works infrastructure.
Ability to operate equipment used in the maintenance of turf.
Ability to operate heavy equipment used in snow removal, hauling of brush/grass and
other materials used in the construction and maintenance of village road and facilities.
Ability to operate equipment used in the maintenance and construction of baseball
diamonds and other sports related fields.
Ability to utilize a computer.

Performance Specifications
•
•

Complete necessary requirements to retain Aquatic Facility Operators or Certified Pool
Operators Certification.
Complete necessary requirements to retain forklift certification

Knowledge, Skills and Abilities
•
•
•
•
•
•
•
•
•
•
•
•

Knowledge of safe and efficient operation of conventional and specialized large and
small vehicles and construction equipment typically used in a municipal parks
department.
Ability to perform physical labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of park equipment, street pavements and sewer/structures.
Availability to be on 24 hour call to respond to emergencies. Must be able to report to job
within a reasonable time in such instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or
move up to 100 pounds.
Ability to cooperate and communicate with other members of the staff, supervisor, and
public.
Ability to perform basic mathematical calculations.
Ability to follow directions and complete work and establish priorities.
Ability to evaluate situations and determine how to approach and undertake assigned
tasks in a safe and efficient manner.
Ability to interact with the public in a polite and respectful manner.
Ability to use computer software such as Word and Excel.
Knowledge of the Manual on Uniform Traffic Control Devices (MUTCD) and ability to
design, set up, and maintain traffic control for maintenance, construction, and emergency
repair projects.
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Work Environment

Employee performs standard activities requiring physical effort. The duties of the job include
physical activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects
weighing 60 pounds or less, and push or pull objects weighing up to 100 pounds), fingering,
grasping, talking, hearing/listening (perceiving sounds in order to understand signals such as
spoken directions, warning alarms, or requests for information), seeing/observing,
bending/twisting (of the neck, back, or torso in order to reach, lift, tend machines, move
materials, etc.), reaching (extending the hands or arms in any direction in order to push, pull, or
grasp an object or control), feeling (using the sense of touch in fingers, hands, or other body parts
to sense the position or quality of objects) and climbing (ascending or descending steps, stairs,
ladders, scaffolding, or machines). Specific vision abilities required include close, distance, and
peripheral vision; depth perception; the ability to adjust focus; and distinguish objects clearly at
20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures.
The employee may be exposed to repetitive activities; intense or continuous noise; dirty
environment; improper illumination; chemical hazards, and air contamination. The use of
personal protection equipment (PPE) may be required, as there is significant exposure to hazards
and conditions where there is a possible danger to life, health, or bodily injury, which may
include mechanical, electrical, air contaminations, and heights. May be required to work in a
physically confined worksite with cramped, small or restricted workplace making it difficult to
stand, sit, or walk.
Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
PUBLIC WORKS OPERATOR
Division:
FLSA Status:
Department:

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Street/Fleet Foreman
H
February 4, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
Under the daily general direction of the Street or Fleet Foreman, performs semi-skilled and skilled tasks
and utilizes hand tools and operates a wide variety of small and heavy equipment for the construction and
maintenance of Village infrastructure.
Employees in this classification are responsible for performing work associated with the operation of
single/tandem/tri/quad axle trucks under a variety of conditions and performing snow removal operations
with front and wing mounted plows.
Work is discussed daily with the Street or Fleet Foreman and employees are expected to perform routine
tasks with minor supervision as well as provide guidance to employees in a lower class. The Street Fleet
Foreman provides direction and oversight on special projects and work assignments. There is frequent
interaction with the general public and other Village departments. The Director of Public Works, or
designee, reviews and evaluates job performance.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily operation and
maintenance activities for the village’s streets and drainage infrastructure and to respond to emergency
needs as required. The following is a description of some of the specific duties and responsibilities for this
position. These are not to be construed as exclusive or all-inclusive as other duties may be required and
assigned:
1. Perform any of those duties performed by employees in the Public Works Maintainer Position or
other duties as assigned.
2. Be proficient in winter maintenance: ability to plow with a single/tandem axle plow truck with
front and wing mounted plows while operating a spreader and dump body for sand/salt
application.
3. Be proficient in using a front end loader to properly load a dump truck.
4. Ability to use proper unloading and backing techniques while operating a loaded dump truck.
5. Understand the basics of traffic control requirements.
6. Able to work independently on routine tasks
7. Become proficient in determining and setting grades
8. Ability to properly adjust manholes for pavement resurfacing projects.
9. Operation of the various vehicles and equipment within the Village fleet in a manner consistent
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with the care and knowledge necessary to not put any other employee or the public in peril.
10. Frequently subject to work outside of a normal work hour/week schedule as weather or
circumstances dictate, e.g. snow storms, rain/wind storms, tornados, fires, accidents, broken water
mains, sewer failures, or other events requiring response to protect the public as a result of natural
or man-made circumstances. Typically these events occur on an un-scheduled basis.
11. Performs all duties in conformance with Village policies as described in the employee handbook
and adherence to state and federal safety policies and standards.
12. Proficient operation of the following equipment: Single/Tandem axle truck with front plow, wing
plow and spreader; tri/quad axle trucks; large steel/vibratory compactor; front end loader with all
attachments; street sweeper; leaf vacuum truck; transit.
13. Foster a productive and collaborative work environment by coordinating work efforts with other
Village departments and employees.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Perform any other task which the employee is asked to perform.

Education and Experience
•
•
•
•

High school diploma or equivalent with one to three years’ experience in field maintenance and
construction work or any equivalent combination of experience and training which provides the
knowledge, skills and abilities to perform the job.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement or ability to obtain one within 90 days of employment.
Must be able to pass physical evaluation, pre-employment screening and drug test
Candidate must be a team player and able to undertake assigned tasks in a respectful, safe,
efficient manner.

Technical Skills
•
•
•

Ability to operate all types of tools used in the maintenance of light machinery used in the Public
Works operation
Ability to operate all types of tools used in the maintenance of the public works infrastructure
Ability to operate heavy equipment for snow plowing and public works maintenance activities

Performance Specifications
•

Complete necessary requirements to retain forklift certification

Knowledge, Skills and Abilities
•
•
•

Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of street pavements and sewer/structures.
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•
•
•
•
•
•
•
•
•

Availability to be on 24 hour call to respond to emergencies. Must be able to report to job within
a reasonable time in such instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds.
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to perform basic mathematical calculations.
Ability to follow directions and complete work and establish priorities.
Ability to interpret a map.
Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to interact with the public in a polite and respectful manner.
Employee shall work towards learning the tasks and responsibilities associated with the Public
Works Senior Operator Position.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 60 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) may be required, as there is significant exposure to hazards and conditions where there
is a possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.

Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________
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The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
PUBLIC WORKS SENIOR OPERATOR
Division:
FLSA Status:
Department:

Services
Non-Exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Street/Fleet Foreman
I
February 4, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
Under the daily general direction of the Street or Fleet Foreman, performs advanced level operation and
maintenance functions on the Village’s street and drainage infrastructure. Employees are expected to be
able to work independently and lead operations staff in performing day to day tasks. The Street or Fleet
Foreman provides direction and oversight on special projects and work assignments. There is frequent
interaction with the general public and other Village departments. The Director of Public Works, or
designee, reviews and evaluates job performance.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily operation and
maintenance activities for the village’s streets and drainage infrastructure and to respond to emergency
needs as required. The following is a description of some of the specific duties and responsibilities for this
position. These are not to be construed as exclusive or all-inclusive as other duties may be required and
assigned:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

11.
12.

Perform any of those duties performed by a Public Works Operator or other duties as assigned
Be able to handle all aspects of the operations with minimal supervision
Be able to instruct and teach others on correct operations and procedures
Be able to perform automotive and heavy equipment service, maintenance and repair.
Replaces and repairs parts and components on a wide variety of small equipment, automotive,
heavy machinery and attachments
Welds and fabricates components or attachments as needed.
Ability to set up and design traffic control for maintenance and construction projects
Knowledge of the Manual on Uniform Traffic Control Devices (MUTCD) and ability to
repair/replace signs as needed
Ability to proficiently operate all equipment in the Village’s fleet
Frequently subject to work outside of a normal work hour/week schedule as weather or
circumstances dictate, e.g. snow storms, rain/wind storms, tornados, fires, accidents, broken water
mains, sewer failures, or other events requiring response to protect the public as a result of natural
or man-made circumstances. Typically these events occur on an un-scheduled basis.
Performs all duties in conformance with Village policies as described in the employee handbook
and adherence to state and federal safety policies and standards.
Proficient operation of the following equipment: Backhoe; Excavator; Bulldozer; Grader
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13. Foster a productive and collaborative work environment by coordinating work efforts with other
Village departments and employees.

Additional Duties and Responsibilities
•
•

Perform related work as required or assigned by the management staff.
Performs any other tasks which the employee is asked to perform

Education and Experience
•
•
•
•

High school diploma or equivalent with experience in field maintenance and construction work or
any equivalent combination of experience and training which provides the knowledge, skills and
abilities to perform the job.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement is required.
Must be able to pass physical evaluation, pre-employment screening and drug test.
Candidate must be a team player and able to undertake assigned tasks in a respectful, safe,
efficient manner.

Technical Skills
•
•
•

Ability to operate all types of tools used in the maintenance of light machinery used in the Public
Works operation
Ability to operate all types of tools used in the maintenance of the public works infrastructure
Ability to operate heavy equipment for snow plowing and public works maintenance activities

Performance Specifications
•
•

Complete necessary requirements to retain forklift certification
Obtain certification as a Certified Excavation Competent Person

Knowledge, Skills and Abilities
•
•
•
•
•
•
•
•
•

Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of street pavements and sewer/structures.
Availability to be on 24 hour call to respond to emergencies including serving as street operations
first responder on a rotating basis. Must be able to report to job within a reasonable time in such
instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds.
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to perform basic mathematical calculations.
Ability to follow directions and complete work and establish priorities.
Ability to interpret a map.
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•
•

Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to interact with the public in a polite and respectful manner

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 60 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) may be required, as there is significant exposure to hazards and conditions where there
is a possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.

Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
FLEET FOREMAN
Division:
FLSA Status:
Department:

Services
Non-exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

DPW/Deputy DPW
K
February 4, 2019

This description is not an announcement of a position opening. To view current openings please visit www.westonwi.gov/jobs. The
following statements are intended to describe, in broad terms, the general functions and responsibility levels characteristic of positions assigned
to this classification. They should not be viewed as an exhaustive list of the specific duties and prerequisites applicable to individual positions
that have been so classified.

Purpose of the Position
The Fleet Foreman is responsible for scheduling and assigning daily tasks for the maintenance and repair
of automotive and heavy equipment for the Village of Weston. The employee is expected to work
independently and lead operations staff in performing day to day tasks. The Director or Deputy Director
of Public Works provides direction and oversight on special projects and work assignments. There is
frequent interaction with the general public and other Village departments. The Director of Public Works,
or designee, reviews and evaluates job performance.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to schedule, assign and perform routine daily
maintenance activities for the village’s equipment fleet along with streets and drainage infrastructure and
to respond to emergency needs as required. The following is a description of some of the specific duties
and responsibilities for this position. These are not to be construed as exclusive or all-inclusive as other
duties may be required and assigned:
1. Assigns tasks and reviews work on maintenance/repair of the Village’s equipment fleet.
2. Performs automotive and heavy equipment service, maintenance and repair.
3. Diagnoses and repairs failures of all types; engines, transmissions, hydraulics, electronicscomputer, electrical, suspension, drive train, fuel system, chassis and other mechanical
components.
4. Replaces parts and components on a wide variety of small equipment, automotive, heavy
machinery and attachments.
5. Welds and fabricates components or attachments as needed.
6. Inspects equipment for necessary repairs or replacement parts.
7. Assists in the planning and preparation of personnel, equipment, maintenance budgets.
8. Maintains current knowledge of the methods, practices, materials and tools used in the
maintenance and repair of Village equipment including thorough knowledge of potential hazards
and safety precautions.
9. Prepares maintenance schedules for all equipment; plans and schedules corrective and
preventative maintenance with the appropriate level and combination of Village or outside
resources.
10. Assists with the preparation of equipment replacement schedules and specifications for new
equipment, researches and compiles data and information on the repair and purchase of
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11.
12.
13.
14.
15.
16.
17.
18.
19.

equipment, communicates with vendors in the evaluation of new equipment, and provides
technical assistance to the Deputy/Director of Public Works in the purchase of new equipment
and disposal of equipment and assets through auction or other means.
Maintains maintenance records on the operational cost of equipment and repairs.
Assists other departments in the purchase and repair of equipment.
Schedules and coordinates snow and ice removal from Village streets.
Participates in hiring and training personnel. Assists in evaluating employee performance, and
recommends personnel actions in conjunction with Director or Deputy Director of Public Works.
Responds to public complaints, service requests and inquiries regarding streets and drainage.
Monitors material inventory and delivery for equipment. Orders materials as needed. Maintains
labor and material records and reviews daily job-costing work orders.
Serves in stand-by duty for responding to needs of the public outside of scheduled work time.
Instructs and teaches others on correct operations and procedures for Village equipment and
vehicle fleet. Establishes training guidelines/expectations for same.
Foster a productive and collaborative work environment by coordinating work efforts with other
Village departments and employees.

Additional Duties and Responsibilities
•
•
•
•
•
•

Perform related work as required or assigned by the management staff.
Responds to public and other Village department complaints in emergency situations.
Road test vehicles
Able to perform all of the essential duties performed by the Public Works Senior Operator
Position
Direct the daily duties of the Public Works Maintenance Staff in the absence of the Street
Foreman
May work with other Village departments.

Education and Experience
•
•
•
•

Associate Degree in heavy equipment or automotive and/or diesel mechanics with four to six
years of progressive responsibilities in heavy equipment and auto/diesel mechanics, or any
combination of education and experience that provides equivalent knowledge, skills and abilities.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of
Wisconsin with N endorsement is required.
Must be able to pass physical evaluation, pre-employment screening and drug test.
Candidate must be a team player and able to undertake assigned tasks in a respectful, safe,
efficient manner.

Technical Skills
•
•

Ability to operate all types of tools used in the maintenance of light and heavy machinery used in
the Public Works operation
Ability to utilize a computer
o MS Outlook
o MS Word
o MS Excel
o J-Pro Engine Diagnostics
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Performance Specifications
•

Complete necessary paperwork for proper submittal of salt use with the Department of Natural
Resources

Knowledge, Skills and Abilities
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Ability to counsel, mediate and/or provide first line supervision. Ability to train others. Ability
to advise and provide interpretation regarding the application of policies, procedures and
standards to specific situations.
Ability to effectively communicate with Department of Public Works personnel, Village
residents, other Village Department personnel, inspectors, vendor representatives, and other
agencies doing business with and within the Village.
Ability to perform basic mathematical calculations using addition, subtraction, multiplication, and
division; calculate percentages and work with fractions and decimals
Working knowledge of diesel and gasoline engines, hydraulic and electronic failure diagnosis and
repair.
Ability to use functional reasoning in performing influence functions such as supervising,
managing, leading, teaching, and directing.
Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against sensory and/or judgmental criteria.
Knowledge of safe and efficient operation of conventional and specialized large and small
vehicles and construction equipment typically used in a municipal public works department.
Ability to perform manual labor.
Knowledge of the proper methods, tools, materials and equipment used for the repair and
maintenance of street pavements and sewer/structures.
Knowledge of welding, fabricating and equipment maintenance.
Ability to work with hand and power tools, must maintain good mechanical and electrical
abilities and aptitude.
Availability to be on 24 hour call to respond to emergencies including serving as street operations
first responder on a rotating basis. Must be able to report to job within a reasonable time in such
instances.
Must be able to frequently lift and/or move up to 25 pounds and occasionally lift and/or move up
to 100 pounds.
Ability to cooperate and communicate with other members of the staff, supervisor, and public.
Ability to follow directions and complete work and establish priorities.
Ability to interpret a map.
Ability to evaluate situations and determine how to approach and undertake assigned tasks in a
safe and efficient manner.
Ability to always interact with the public in a polite and respectful manner.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 50 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
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alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) may be required, as there is significant exposure to hazards and conditions where there
is a possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.

Acknowledgement
All requirements of the described position are subject to change over time. The employee may be
required to perform other duties as requested by the Village.
Signature of Department Director: ____________________________

Date: __________

I acknowledge that this job description is neither an employment contract nor a legal document. I have received,
read, and understand the expectations for the successful performance of this job.
Printed Name: ________________________

Signature: ____________________________

Date: __________

The Village of Weston is an Equal Opportunity Employer. In compliance with the American with Disabilities Act,
the Village will provide reasonable accommodations to qualified individuals and encourages both prospective and
current employees to discuss potential accommodations with the employer.
This position description has been prepared to assist in defining job responsibilities, physical demands, working
conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities, and/or essential
functions. This description is not intended to limit or modify the right of any supervisor to assign, direct and control
the work of employees under supervision. The Village retains and reserves any and all rights to change, modify,
amend, add or delete, from any section of this document as it deems, in its judgment to be proper.
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VILLAGE OF WESTON
JOB DESCRIPTION
MECHANIC
Division:
FLSA Status:
Department:

Services
Non-exempt
Public Works

Reports To:
Pay Grade:
Last Updated:

Fleet Foreman
J
February 4, 2019

Purpose of the Position
The Mechanic is responsible for the daily maintenance and repair of automotive and heavy equipment for
the Village of Weston. The employee is expected to work semi-independently under the direction of the
Fleet Foreman. The Director or Deputy Director of Public Works provides direction and oversight on
special projects and work assignments. There is frequent interaction with the general public and other
Village departments. The Director of Public Works, or designee, reviews and evaluates job performance.

Essential Duties and Responsibilities
The general duties and responsibilities of the position are to perform routine daily maintenance activities
for the village’s equipment fleet along with streets and drainage infrastructure and to respond to emergency
needs as required. The following is a description of some of the specific duties and responsibilities for this
position. These are not to be construed as exclusive or all-inclusive as other duties may be required and
assigned:
•
•
•
•
•
•
•
•
•
•
•
•
•

Performs automotive and heavy equipment service, maintenance and repair.
Maintains vehicle functional condition by listening to operator complaints; conducting
inspections and performing preventive maintenance.
Diagnoses and repairs failures of all types: engines, transmissions, hydraulic, electronicscomputer, electrical, suspension, drive train, fuel system, chassis and other mechanical
components.
Replaces parts and components on a wide variety of small equipment, automotive, heavy
machinery and attachments.
Rebuilds and repairs several types of specialty equipment and attachments.
Up-fits new equipment to meet the special requirements of the Village.
Welds and fabricates components or attachments as needed.
Maintains vehicle records by recording service and repairs.
Provides roadside service repairs.
Operates heavy equipment.
Subject to work outside of a normal work hour/week schedule as weather or circumstances
dictate: i.e. snow, tornados, etc.
Reviews with the Fleet Foreman the equipment needs for the Village.
Foster a productive and collaborative work environment by coordinating work efforts with other
Village departments and employees.

Additional Duties and Responsibilities
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•
•
•
•

Perform related work as required or assigned by the Fleet Foreman.
Responds to public and other Village department complaints in emergency situations.
May work with other Village departments.
Serves in role of Public Works Fleet Foreman during their absence.

Job Requirements
High school diploma or equivalent supplemented by formal course work in heavy equipment and truck
repair and one to three years professional experience in mechanic repair or any combination of training
and experience which provides the knowledge, skills and abilities to perform the job.
Possession of a valid Class A Commercial driver's license (CDL) issued by the State of Wisconsin with N
endorsement is required.
ASE (Automotive Service Excellence) certification for medium-heavy truck repairs is desirable.
Candidate must be a team player and able to undertake assigned tasks in a respectful, safe, efficient
manner.

Performance Specifications
•
•
•
•
•
•
•
•

Able to perform all of the essential duties performed by a Public Works Maintenance Worker.
Working knowledge of diesel and gasoline engines, hydraulic and electronic failure diagnosis and
repair.
Knowledge of welding, fabricating and equipment maintenance.
Ability to work with hand and power tools.
Ability to perform basic mathematical calculations.
Ability to follow directions, complete work and establish priorities.
Ability to perform complex diagnostic procedures using computers and diagnostic tools.
Ability to cooperate and communicate with other members of the staff, supervisor and public.

Work Environment
Employee performs standard activities requiring physical effort. The duties of the job include physical
activities such as stooping, kneeling, standing, walking, lifting (lift and carry objects weighing 50 pounds
or less, and push or pull objects weighing up to 100 pounds), fingering, grasping, talking,
hearing/listening (perceiving sounds in order to understand signals such as spoken directions, warning
alarms, or requests for information), seeing/observing, bending/twisting (of the neck, back, or torso in
order to reach, lift, tend machines, move materials, etc.), reaching (extending the hands or arms in any
direction in order to push, pull, or grasp an object or control), feeling (using the sense of touch in fingers,
hands, or other body parts to sense the position or quality of objects) and climbing (ascending or
descending steps, stairs, ladders, scaffolding, or machines). Specific vision abilities required include
close, distance, and peripheral vision; depth perception; the ability to adjust focus; and distinguish objects
clearly at 20 inches or less with glasses, if needed.
The employee may be exposed to disagreeable elements of high and low outdoor temperatures. The
employee may be exposed to repetitive activities; intense or continuous noise; dirty environment;
Position Created: 2019

Revised:

Page 2 of 3

improper illumination; chemical hazards, and air contamination. The use of personal protection
equipment (PPE) may be required, as there is significant exposure to hazards and conditions where there
is a possible danger to life, health, or bodily injury, which may include mechanical, electrical, air
contaminations, and heights. May be required to work in a physically confined worksite with cramped,
small or restricted workplace making it difficult to stand, sit, or walk.
The Village of Weston is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the Village will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.
This position description has been prepared to assist in defining job responsibilities, physical demands,
working conditions and skills needed. It is not intended as a complete list of jobs, duties, responsibilities,
and/or essential functions. This description is not intended to limit or modify the right of any supervisor to
assign, direct and control the work of employees under supervision. The Village retains and reserves any
and all rights to change, modify, amend, add or delete, from any section of this document as it deems, in
its judgment to be proper.
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