
Finance and Labor Relations Committee 
Regular Meeting 

Thursday, September 3, 2020 at 6:00 p.m.  
 

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

 
Agenda and materials can be found at: 

https://www.ci.evansville.wi.gov/city_government/public_agendas_minutes/finance_and_labor.php  
 

 
AGENDA 

1. Call to order. 
2. Roll call. 
3. Approval of Agenda. 
4. Motion to waive the reading of the minutes of the August 6, 2020 regular meeting and to approve them 

as printed. 
5. Citizen appearances other than agenda items listed. 
6. Motion to accept the City bills as presented in the amount of $1,325,716.63 
7. New Business:  

A. Motion to approve City Clerk job description 
B. Review of City Treasurer and Deputy City Clerk job descriptions 
C. Motion to recommend to Common Council Resolution 2020-19 Existing Employer Update, 

Wisconsin Public Employer’s Health Insurance Program 
8. City Administrator/Finance Director Report. 

A. Budget 
9. Unfinished Business:  
10. Meeting Discussion:  

A. Next regular meeting October 8, 2020 at 6:00 p.m.  
11. Adjourn 

12. Rick Cole, Chair 
 
Requests for persons with disabilities who need assistance to participate in this meeting should be made to 
the City Clerk’s office by calling 882-2266 with as much advance notice as possible.   
 
Please turn off all cell phones while the meeting is in session.  Thank you. 

https://meet.google.com/ctf-zfdm-ojz
https://www.ci.evansville.wi.gov/city_government/public_agendas_minutes/finance_and_labor.php
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Finance and Labor Relations Committee 
Regular Meeting 

Thursday, August 6, 2020 6:00 p.m.  
Due to the COIVD 19 orders of social distancing this meeting was held virtually 

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

MINUTES 

1) Call to order.  Cole called the meeting to order at 6:00 pm.
2) Roll Call:  Members present:  Alderpersons Rick Cole, Joy Morrison and Dianne

Duggan.  Others present:  Mayor William Hurtley, City Administrator/Finance Director
Ian Rigg, Clerk/Treasurer Judy Walton, Utility Finance Accountant Julie Roberts
Alderperson Bill Lathrop and Chris Ruskin.

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

4) Minutes.  Duggan made a motion, seconded by Morrison to waive the reading of the
minutes of the July 9, 2020 meeting and to approve them with a correction of wording to
item number 3.  Motion approved 3-0.

5) Citizen appearances.  None.
6) Bills.  Duggan made a motion, seconded by Morrison to approve the City bills as

presented in the amount of $906,705.57.  Motion approved 3-0 on roll call.

7) New Business:
a) Motion to recommend to Common Council an agreement with Key Benefit

Concepts for the Subsequent OPEB Valuation for the City of Evansville.  Duggan
made a motion, seconded by Morrison to recommend to Common Council an agreement
with Key Benefit Concepts for the subsequent OPEB valuation for the City of Evansville.
Rigg stated that this is an actuary service that we have to have for the audit each year.  It
became required with GASB (Government Accounting Standards Board) 75.  Motion
approved 3-0.

b) Motion to approve intermediate pay increase for Electric Lineworkers.  Duggan
made a motion, seconded by Morrison to approve the intermediate pay increase for
Electric Lineworkers.  Rigg discussed compensation of surrounding communities and
where we are in comparison.  This increase would an intermediate step of one dollar
across the board with the Foreman and the Department head able to provide up to an
additional dollar beyond that.  Motion carried 3-0 on roll call.

8) City Administrator/Finance Director Report.  Rigg shared that the PSC moratorium has
been extended to September 1st.  Sewer credit are being cleaned up.  He has been attending
some online trainings and while still finding them beneficial they are not as engaging as in
person learning.  Samantha Jozefowicz will be leaving her position as Deputy
Clerk/Treasurer.  Her last day with be August 12, 2020.  Committee members expressed
appreciation for all she has done and she will be missed.

a) Solid Waste.  Discussion took place regarding some of the differences in bids and
services offered as well as the impact of changing providers.  Rigg stated there will be a
much more in depth discussion regarding this at the next Common Council meeting.

Item 4

https://meet.google.com/ctf-zfdm-ojz
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b) Budget. Rigg stated that there was an error in calculations so some of the packet inserts
are not accurate.  We have approximately $68,000 to trim from the budget.  Health
insurance costs are a concern.  For each percentage point that it goes up is a cost in the
area of $3,400 to $4,000.

c) Audit.  Rigg shared that the committee was sent full copies of the draft audit.  Four key
pages were included in the packet.  Our general fund balance at 39%.  Our policy is
between 35% and 40%.  Approximately $142,000 of non-assigned funds could be used
and we would still be in line with our policy.  All assessments were going to the debt
service fund.  This has be corrected and will split out to the appropriate funds for future
assessments.

9) Unfinished business: None.

10) Meeting Discussion:  The next regular meeting will be held virtually September 3 at 6:00
p.m.

11) Closed Session: motion to convene in closed session pursuant to Sec. 19.85(1)(c) of the
Wis. Stats. to consider possible employment, promotion, compensation or performance
evaluation data of a public employee over which the governing body has jurisdiction.
Upon completion, Finance and Labor Relations Committee will not reconvene in open
session.  Cole made a motion, seconded by Duggan to convene in closed session pursuant to
Sec. 19.85(1)(c) of the Wis. Stats. to consider possible employment, promotion,
compensation or performance evaluation data of a public employee over which the governing
body has jurisdiction. Upon completion, Finance and Labor Relations Committee will not
reconvene in open session.  Motion carried on roll call 3-0 at 6:56pm.

Respectfully Submitted 
Julie Roberts – Utility and Finance Accountant 
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CITY CLERK 
POSITION DESCRIPTION 

General Statement Of Duties: 
Performs all required statutory duties of the city clerk/treasurer as set forth in Wisconsin Statutes 
§§ 62.09 (11) and performs such additional duties as may from time to time be directed by the city
council, city administrator/finance director; performs responsible administrative work in
organizing, coordinating, and supervising the duties of the city clerk’s office; and does related
work as required.

Distinguishing Features of the Position: 
The employee reports to the city administrator.  Appointment is the responsibility of the mayor. 
The employee is reviewed annually.  The position is exempt.  

The employee will provide information on an advisory basis to the mayor, common council, city 
administrator, and other department supervisors. The employee will also be responsible for 
maintaining the City’s records, operation and supervision of the clerk’s office, and all duties as 
required by Wisconsin Statutes §§ 62.09 (11) and city ordinances. 

The employee is required to attend the meetings of the common council and record the proceedings 
of the body and other assigned meetings by the mayor, common council or city administrator.  

Examples of work (illustrative only): 

Administrative: 
• Plans, assigns, and supervises work in the clerk’s office.
• Implements policies and directives of the mayor, common council, and city administrator.
• Assists citizens, outside agencies, developers, and staff in bringing matters to the attention

of the mayor, city administrator, and common council for resolution.
• The employee may be required to assist in wire transfers and ACH transfers.

Human Resources: 
• In the absence of the executive assistant, assists new employees in completing

employment tax withholding forms, gives new employees a copy of the Employee
Handbook and obtaining a signed statement that they received a copy, orients new city
employees to fringe benefits options available to them and assists them with filling out
the enrollment forms.

• In the absence of the executive assistant, assists employees with making changes in their
fringe benefits and recognizing when changes are needed.

• In the absence of the executive assistant, answers questions from employees about
payroll, benefits, collective bargaining agreements, employment contracts, and the
Employee Handbook or, where appropriate, refers such questions to the city
administrator.

• In the absence of the executive assistant, provides information about COBRA to
separated employees.
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• In the absence of the executive assistant, assists department heads and the city
administrator with recruitment and job testing, including preparing job postings and
advertisements, evaluating completed applications to determine those that best meet the
desired education and skills, conducting applicant interviews, and contacting and
evaluating references.

 Elections 
• Responsible for the oversight and administration of the election process.
• Provides the appropriate notices and publications regarding the election.
• Conducts and report official canvass of election results.
• Recruits and trains Election Inspectors.
• Schedules & trains election Inspectors and special voting deputies at care facilities.
• Supplies official declarations of candidacy to those seeking local office.
• Reviews and checks for accuracy of all petitions and declarations of candidacy.
• Distributes election forms.
• Conducts testing of election machines.
• Responsible for organizing, scheduling, and setting up Election Day activities.
• Posts election activities.
• Maintains poll lists, assists residents with voter registration, absentee ballots and all other

necessary or required actions to conduct a free and fair election.
• When acting as the City Clerk, maintains a non-partisan persona and non-political stance

on ballot issues.

Taxes: 
• Assists city administrator and city treasurer by publishing budget hearing notice,

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

• Works with the contracted assessor service on updating, noticing and conducting a Board
of Review hearing.

Records, Permits & Licenses: 
• Processes all permits and licenses as required by the City excluding conditional use

permits, building permits and historic preservation.
• Keeps the official files of the city. Responsible for the care and custody of the corporate

seal of the city.
• Responds to requests by the public for information.
• Custodian of all municipal public records including the City code, ordinances, resolutions,

minutes of public meetings, contracts, intergovernmental agreements, legal opinions and
other similar documents..

• Organize, update and maintain all electronic records on the server. Directs staff on
maintenance and storage of records.

• Updates all permits and forms regularly for accuracy, ease of use/understanding, and
maintaining public access through various methods such as but not limited to: websites,
kiosks, and social media.



• Administers and maintains the accuracy of the website through file management, posting
updates and editing.

Cemetery: 
• Answers questions about lot sales and cemetery policies.
• Processes sales of lots and maintains lot ownership records, including acting as the

primary cashier for cemetery transactions.
• Receives information for interments and maintains interment records.
• Receives questions and concerns about the operations of the cemetery and communicates

them to the Municipal Services Department and the City Administrator.

Meetings:
• Attends meetings as directed by the mayor and common council and records the

proceedings. Prepares agendas and public hearing notices and assembles other supporting
documents for meetings of the council and board of review.

• Responsible for ensuring that all public hearing notices are published in a timely fashion
and that all agendas are posted in the three designated locations in a timely fashion,
distributed by email to requesting parties, and posted on the city’s web site.

• Responsible for meeting follow-up, including writing and publishing meeting minutes and
posting such minutes on the city’s web site. Serves as secretary for the board of review.

Miscellaneous: 
• May be assigned responsibility for sending payroll ACH file to the bank in the absence of

the City Treasurer, assist in wire transfers and other ACH transfers.
• In the absence of available staff, acts as a cashier, including daily cash counts, preparation

of daily deposit slips for review and other related cash receipting procedures.

Required knowledge, skills, and abilities: 
• Graduation from high school or GED equivalent.
• Must be a certified municipal clerk or certified public manager, or have the ability to obtain

certification.
• Thorough knowledge of the functions and organization of municipal government and of

the workings of the common council; good knowledge of administrative practices and
procedures.

• Ability to coordinate and direct the functions and activities of city government.
• Ability to write clear and concise reports, directives, and letters.
• Ability to prepare official rules and proceedings.
• Ability to read, interpret, and apply provisions of laws, rules, and regulations; ability to

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

and other city employees
• Ability to exercise good professional judgment.
• Responsible experience in municipal government, preferably including supervisory

experience.



• A degree in public administration, or related field. Any equivalent combination of
experience and training, which provides the required knowledge, skills, and abilities.

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

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

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

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

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

The noise level in the work environment is moderately noisy. 

To maintain consistency and availability for residents, department heads, elected officials and 
other staff members the hours of work range from 7:30 AM to 5:00 PM; Monday through Friday. 
An unpaid lunch break at a mid-point of the shift and additional hours for meetings may be 
required. 

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

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

Approved by Finance & Labor Relations Committee 



CITY TREASURER/UTILITY ACCOUNTANT 
POSITION DESCRIPTION 

General Statement of Duties: 
Performs a variety of routine and complex accounting, finance and administrative work.  Performs 
duties of the City Treasurer as set forth in Wisconsin Statutes §§ 62.90(9) as directed from time to 
time by the City Administrator.  

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

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

Examples of work (illustrative only): 

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

Management of Cash, Revenues and Investments: 
• Manage the collection, receipting and depositing of all monies paid to the city.
• Maintain proper records of all monies received by the city.
• Manage disbursement of funds from the treasury upon proper authorization.
• Invest city funds as authorized by statute and City Council.
• Manage funds to meet city’s cash flow needs.

Accounting: 
• The employee is not permitted to act as a cashier as the employee reconciles general ledger

accounts and accounts receivable.
• Assists the City Administrator with the annual budget.
• Prepares documents and completes entries essential for the annual audit
• Balances the general ledger and prepares other financial statements.
• Calculates debt service payments and tax settlement payments.
• The employee prepares and enters monthly journal entries to be approved by the City

Administrator or designee.
• The employee is responsible for wire transfers and ACH transfers.
• The employee is the administrator of the Business On-Line Banking system.
• Calculates annual developer agreement invoices.
• Administers utility fixed assets and depreciation schedules.
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• Oversees the maintenance of general property inventory and depreciation of fixed asset
accounts.

• Oversees the tracking and balancing of utility material inventory.
• Administers project estimates, tracks construction deposits, and performs other related

aspects of project accounting.
• Oversees Accounts Receivable transactions.
• Performs the clearing of checks as part of the bank reconciliation process.

Taxes: 
• Calculates final mill rates, adding special assessments and delinquent water and light bills

to tax roll, preparing statement of taxes and statement of assessment reports, preparing
annual TIF certification and mailing tax bills to property owners.

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

• Prepares correspondence for and monitors room tax collections.  Prepares and submits
annual reports to the State of Wisconsin.

Financial Reporting: 
• Prepares monthly quarterly Treasurer’s Report.
• Assists in the annual budget preparation.
• Assists the City Administrator with budget data entry and in assembling documents for

yearly audit. Assists with TIF certification and reporting and the annual review of
development agreements.

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

Miscellaneous: 
• Attends the Finance and Labor Relations meetings to provide the Treasurer’s Report and

drafts minutes for approval.
• All other duties as assigned.

Required knowledge, skills, and abilities: 
• Minimum of an Associate Degree in Accounting or a related business field; three to five

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

• Ability to write clear and concise reports, directives, and letters.
• Thorough knowledge of modern accounting methods and practices.
• Ability to read, interpret, and apply provisions of laws, rules, and regulations.
• Ability to perform difficult and responsible work with independent discretion.
• Ability to establish and maintain satisfactory working relationships with department heads

and other city employees.



• Ability to exercise good professional judgment.
• Responsible experience in municipal government and finance.
• Displays the highest of ethical standards in maintaining the public’s confidence and

strives for the inclusion of the public, applicants and staff.

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

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

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

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

The noise level in the work environment is moderately noisy. 

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

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

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

Approved by Finance & Labor Relations 12/08/2016 





DEPUTY CITY CLERK 
POSITION DESCRIPTION 

General Statement Of Duties: 

Performs all required statutory duties of the deputy city clerk/treasurer as set forth in Wisconsin 
Statutes § 62.09 (11)(i) such as elections and licensing.  Performs such additional duties as may, 
from time to time, be directed by the City Administrator.   

Distinguishing Features Of The Position: 
The Deputy Clerk is filled by recommendation of the City Clerk as per the authority under state 
statutes and approved by and under the supervision of the City Administrator. In the absence of 
the City Clerk, the Deputy Clerk performs the statutory duties as directed by the City 
Administrator. 

Examples of work (illustrative only): 

Customer Service and Front Counter: 
• Responsible for assisting citizens at the front counter and on the phone.
• When Utility Billing Clerks are unavailable, assists with receipt of payments of utility

bills.
• Responds to requests by the public for information, including but not limited to, record

search, title search, city information, licenses, permits, meeting schedules, tax bills,
assessments, mill rate, elections, and copies.

• Processes requests for reservations of park shelters and other park facilities.
• Acts as a cashier, including daily cash counts, preparation of daily deposit slips for

review and other related cash receipting procedures.

Records, Permits & Licenses: 
• Processes all permits and licenses as required by the City excluding conditional use

permits, building permits and historic preservation.
• Assists, as needed, the building and code enforcement officer when other staff are not

available.
• Assists the City Clerk in keeping the official files of the city.
• Assists the City Clerk on requests by the public for information.
• Assists the City Clerk in maintaining the ordinance and resolution books with proof of

publication.
• Assists the City Clerk in organizing, updating and maintaining all electronic records on the

server. Directs staff on maintenance and storage of records.
• Assists the City Clerk on all updates of permit forms.
• Assists the City Clerk in administering and maintains the accuracy of the website through

file management, posting updates and editing.
• Assists the City Clerk in keeping records of all licenses and permits granted.

Records: 
• Processes applications for all permits and licenses issued by the City in accordance with

applicable state statute or City ordinance.
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• Whenever the number of a particular kind of license or permit is limited by state statute
or City ordinance, maintains a record of the number of licenses or permits issued and the
number available to be issued.

• Prepares and publishes notices of licenses or permits whenever required by state statute.

Meetings:
• Assists with posting agendas, minutes, schedules, calendars, public notices, and public

hearing notices.
• Assists with assembling and mailing or delivering packets of information to committees

in a timely fashion.
• Assists with the agendas, public hearing notices and assembles other supporting

documents for meetings of the Common Council, committees, commissions (excluding
the Police Commission), and boards of the City as assigned.

• Assists with all agendas so that they are posted in the designated locations in a timely
fashion, distributed by email to requesting parties, and posted on the City’s web site.

• In addition, prepares and distributes the monthly calendar of the municipal meetings and
clips and organize published public hearing notices.

Cemetery: 
• In the absence of the City Clerk, answers questions about lot sales and cemetery policies.
• In the absence of the City Clerk, processes sales of lots and maintains lot ownership

records, including acting as the primary cashier for cemetery transactions.
• In the absence of the City Clerk, receives information for interments and maintains

interment records.
• In the absence of the City Clerk, receives questions and concerns about the operations of

the cemetery and communicates them to the Municipal Services Department and the City
Administrator.

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

administering elections.
• Assists in the scheduling & training of election supervisors and special voting deputies at

care facilities.
• Assists with election poll lists, voting districts, polling place, citizen voting records,

absentee ballots, and voter registration records.
• Assists with posting election notices so that they are published and posted in a timely

fashion.
• Assists with distributing election forms.
• Assists with testing of election machines.
• Assists with organizing, scheduling, and setting up Election Day activities.
• Assists with posting election activities.
• When acting as a member of the City Clerk’s Office, maintains a non-partisan persona

and non-political stance on ballot issues.



Miscellaneous: 
• Assists the general public with problems pertaining to city matters and handles general

complaints, either in person or on the telephone.
• Assists the City Clerk with maintaining the City web site, including updates on municipal

ordinances, as needed or directed.
• Takes daily bank deposits to the bank and pickup utility payments from various

businesses.
• Take outgoing mail to the post office and pick up incoming mail for City Hall.
• Responsible for mailing all information in officials’ mail boxes in a timely fashion.
• Assists citizens, outside agencies, developers, and staff in bringing matters to the

attention of the Mayor, City Administrator, and Common Council for resolution.
• Responsible for coordinating youth sports programs by collecting fees & registrations,

developing rosters, drafting schedules, placing orders and assigning coaches.

Required knowledge, skills, and abilities: 
• Thorough knowledge of the functions and organization of municipal government and of

the workings of the Common Council.
• Ability to write clear and concise reports, directives, and letters.
• Ability to read, interpret, and apply rules and regulations.
• Ability to perform difficult and responsible work with independent discretion.
• Ability to establish and maintain satisfactory working relationships with department

heads and other city employees.
• Ability to exercise good professional judgment.

Job standards (acceptable experience, training and education): 
• Graduation from high school or GED equivalent with specialized course work in general

office practices such as typing, filing, and bookkeeping.
• A minimum of one (1) year of related experience, or equivalent combination of related

education, training and experience that provides the required knowledge, skills and
ability.

• Working knowledge of computers and electronic data processing, website managements,
and other modern office practices and procedures.

• Ability to carry out assigned projects to their completion.
• Ability to communicate effectively verbally and in writing, and ability to establish and

maintain effective working relationships with employees and the public.
• Ability to make decisions and process requests in accordance with laws, regulations,

ordinances and established procedures.
• Any equivalent combination of the above experience, education, and training which

provides the knowledge, skills and abilities required for this position and satisfy the job
standards at the discretion of the city clerk and city administrator.

• Ability to obtain a notary commission from the State of Wisconsin.
• As part of the job, must be able to attend and complete training with the Wisconsin Clerks

Institute
• Continued education in the field of municipal clerk operations, licensing laws, elections

laws and customer support.



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

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

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

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

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

The noise level in the work environment is moderately noisy. 

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

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

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

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

Approved by Finance & Labor Relations Committee 



CITY OF EVANSVILLE 
RESOLUTION #2020-19 

Existing Employer Update, Wisconsin Public Employer’s Group Health Insurance Program. 

WHEREAS, the City of Evansville is a participant in the Wisconsin Public Employer’s Group 
Health Insurance program; and 

WHEREAS, the City is affirming its continued participation; and 

WHEREAS, all participants in the WPE Group Health Insurance program need to be enrolled in 
a program option. Individual employees cannot choose between program options, and 

WHEREAS, a resolution must be received by the Department of Employee Trust Funds no later 
than October 1, in order to continue participation.      

NOW, THEREFORE, BE IT RESOLVED that the City of Evansville adopts the attached 
document in the form of a resolution, authorizing the City Administrator to sign and submit this 
Resolution to the Wisconsin Department of Employee Trust Funds.  

Passed and adopted this 8th day of September 2020. 

William C. Hurtley, Mayor 

ATTEST:      
Judy L. Walton, City Clerk 

Item 7C



ET-1169 (REV 3/14/2019) 

Wisconsin Department of Employee Trust Funds 

EXISTING EMPLOYER UPDATE RESOLUTION 
WISCONSIN PUBLIC EMPLOYERS' GROUP HEALTH INSURANCE PROGRAM 

RESOLVED, by the Common Council  of the _City of Evansville_________________________ 
 (Governing Body)          (Employer Legal Name) 

that pursuant to the provisions of Wis. Stat. § 40.51 (7) hereby determines to continue in the Wisconsin Public Employers 
(WPE) Group Health Insurance program that is offered to eligible personnel through the program of the State of Wisconsin 
Group Insurance Board (Board), and agrees to abide by the terms of the program as set forth in the Local Employer Health 
Insurance Standards, Guidelines and Administration Manual (ET-1144). 

We will continue to participate in the program option in which we are currently enrolled. If we wish to elect a new program 
option for 2020 we will file a separate resolution to do so. 

All participants in the WPE Group Health Insurance program need to be enrolled in a program option. Individual employees 
cannot choose between program options.  

The resolution must be received by the Department of Employee Trust Funds as soon as possible, but no 
later than October 1, in order to continue participation without lapse. If more time is needed, contact ETF. 

The proper officers are herewith authorized and directed to take all actions and make salary deductions for premiums and 
submit payments required by the Board to provide such Group Health Insurance. 

Certification 
I hereby certify that the foregoing resolution is a true, correct and complete copy of the resolution duly and regularly passed 
by the above governing body on the          day of                        , year            and that said resolution has not been repealed 
or amended, and is now in full force and effect. 

Dated this  day of   , year    . 

I understand that Wis. Stat. § 943.395 provides criminal penalties for knowingly making false or fraudulent statements, and 
hereby certify that, to the best of my knowledge and belief, the above information is true and correct. 

Federal tax identification number (FEIN/TIN)    

69-036-0978000

Authorized employer representative signature 

ETF employer identification number Authorized employer representative printed name 

Number of eligible employees 43____________________ Authorized representative title 

Employer county 

Employer benefit contact email address Mailing address 

Submit completed form to ETF at ETFSMBESSNewEmployer@etf.wi.gov 
or fax to 608-267-4549. 

39-6005445

Rock

melanie.crans@ci.evansville.wi.gov

31 S. Madison Street, PO Box 529

Evansville, WI 53536

Patrick Ian Rigg

City Administrator

mailto:ETFSMBESSNewEmployer@etf.wi.gov
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2021 2020
Government 286,711.91$                   305,989.07$                          
Municipal Court 83,686.75$                      83,323.19$                            
Police 1,350,662.70$                1,287,306.93$                       
Fire District /  Building Inspection 536,661.98$                   520,069.52$                          
Public Works 962,074.80$                   977,225.16$                          
Health & Human Services 81,017.67$                      80,527.56$                            
Parks and Recreation 267,693.01$                   266,159.77$                          
Economic Development 135,505.05$                   110,509.06$                          
EMS Levy 102,862.50$                   102,862.50$                          
Library Levy 292,670.82$                   283,991.00$                          
Cemetery Levy 91,720.44$                      89,236.35$                            
Debt Service 573,284.00$                   613,278.97$                         
CIP 305,209.00$                   159,105.00$                          
Levy Eligible Expenses 5,069,759.62$                4,879,583.07$                       

General Levy Debt Levy
Assessed Value 373,827,693$                 373,827,693$                        
Levy Limit (6.7439767)$                   (1.53355)$                              
Levy Revenue (2,521,085)$                    (573,283)$                              
Other Revenues (2,065,231)$                    -$                                        

(4,586,316)$                    (573,283)$                              
Expense 4,496,477$                      573,283$                               

(89,840)$                          -$                                        
Less TID Contribution 120,158$                         
Final Balance 30,318$                           

Rate per $1,000 Exp Cuts/Rev Gaps
Current Mill Rate Need (8.358628)$                     -$                                        

(8.277525)$                     30,318.44$                            
Equal Tax Impact as Prev. Year (7.999900)$                     134,102.52$                          

ERP 2020 2019
Total Taxed for Expense 5,069,759.62$                Current Total
Subtract Debt (573,284.00)$                  
2020 Eligible Expense 4,496,475.62$                Allowed ERP Growth
Subtract allowed Expense for ERP -$                                  

Current Over / (Under) 4,496,475.62$            Available Expenditure

Amendment available -$                                      

Total Over / (Under) 4,496,475.62$                    

Levy Balance and Totals





Budget Highlights to Finance and Labor 09-03-20 

Key Points on Finance Office Operating Budget 
• Training Budget – Use of training budget in 2019 is less than 2021 budget.  Cuts should

not alter opportunity for staff training.
• Election spending reduced due to no large general election like in 2018 and 2020.
• Increase in Council and Mayor salaries starting May 2021.
• Legal Services have been reduced due to more limited use lately
• Building Maintenance reduced due distribution to other funds directly.
• Salary adjustments due to recent plans to shift roles and titles.

Key Points on Whole Operating Budget 
• Assuming now an 8% increase in Health Care and 0% in Dental.
• Small increase in WRS
• All requests are in from Department Heads
• Recent Salary survey is in from similar community for 2020 wages. Evaluating study

rates with current rates.

Key Points on Capital 
• The Referendum alters some of the financing plans and budget amounts.  Currently it is

calculated as passing on Option 1.
• There was a large increase in requests for capital in DPW and Police.  Police is mostly

technology and squad car.  DPW is for mowers, painter, and other wheeled equipment.
• Wage Study is in capital and split between utilities and general fund.
• Smart Growth Plan Update is planned in 2021 and is split between utilities and general

fund.

Tax Rate 
• Currently with all department requests we are $30,000 above our legal limit and

$134,000 above our goal of $7.9999 mill rate.
• With some deferments on capital equipment and a few obvious reductions in requests the

budget is within $30,000 of the targeted $7.9999 mill rate.
• Every 1% of health care cost increases equals about $3,400 in general fund levy.

Remaining Questions 
• We do not know the expenditure restraint grant amount for 2021. It should be higher than 

current estimate
• Revenue outcomes for the state prior to the pandemic were far greater than first 

anticipated leaving more reserve funds. First round of post pandemic revenue reports are 
expected in October

• As we approach hiring a new City Clerk, we will be able to determine the time line on 
how soon we have to hire the revised position of Accounts Clerk.

• Final Health Care costs 
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