City of Oconomowoc
Personnel Committee
Aldermen: Rosek, Chairman / Strey, Secy / Rogers

Wednesday, September 04, 2019 - 5:00 PM

City Hall - Conference Room 3
Notice: If a person with a disability requires that the meeting be accessible or that materials at the
meeting be in accessible format, call the City Clerk at least 48 hours prior to the meeting to request
adequate accommodations. Tel: 569-2186.

1.

Call to order and confirmation of appropriate meeting notification

2.

Committee Business

3.

a.

Consider/recommend Approval of Position Request for a Police Officer

b.

Consider/recommend an Addition to the 2020 Electric Utility Budget to Hire Two Cable
Installers/Grounds-Persons and Purchase of a Boring Rig

c.

Consider/recommend Reclassification for the Utility Purchasing Coordinator

d.

Consider/recommend an Addition to the 2020 Wastewater Utility Budget to Hire an Additional
Utility Technician

Adjourn
________________________________
Diane Coenen, City Clerk
City of Oconomowoc

Notice is hereby given that a majority of the Common Council will be present at the above scheduled meeting to gather information
about a subject over which they have decision-making responsibility. This constitutes a meeting of the Common Council pursuant to
State ex rel. Badke v. Greendale Village Board, 173Wis. 2d 553, 494 N.W. 2d 408 (1993) and must be noticed as such, although the
Common Council will not take any formal action at this meeting.
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MEMORANDUM
POLICE DEPARTMENT
Date:

August 26, 2019

To:

Personnel Committee

From: Chief Ronald Buerger
Re:

New Officer Position Request for 2020

RELATES TO THE STRATEGIC PLAN
Strategic Goal: I. PROVIDE A SAFE AND SECURE COMMUNITY Objective: A. Maintain Quality of Police, Fire, and
EMS Services.
BACKGROUND
In the 2020 budget, the police department is requesting one additional sworn police officer position. If approved,
a new position would be created in the Detective Bureau.
In 2016, a Five-Year Strategic Staffing Plan was conducted by the University of North Texas for the Oconomowoc
Police Department. The Staffing Plan evaluated a number of components based on data and objectives, which
included:









Calls for Service and Service Time
Self-Initiated and Administrative Time
Response Time
Immediate Availability
Visibility
Performance Objectives
Leave Percentage
Patrol Supervision

The Summary of the Staffing Recommendations (Sworn Positions) is as follows:






2016 – 2017
2017 – 2018
2018 – 2019
2019 – 2020
2020 – 2021

2 Patrol Officers
2 Patrol Officers and 1 Detective
3 Patrol Officers and 1 School Resource Officer
2 Patrol Officers
2 Patrol Officers and 1 Detective

As a result of the staffing plan, one additional patrol officer was added in 2017. The Detective Bureau has had two
detectives since the early 1980s. Today, they typically have 15-20 open investigations at a time. With crimes
becoming more complex, and often involve social media and electronics, the time spent on an investigation has
increased significantly. To assist in decreasing their case load, in 2013 the department instituted a case
management system, whereas officers are required to follow up on investigations until the case was closed, the
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investigation continued outside the city, or it required warrants or subpoenas. In recent months, it has become
necessary to periodically assign a patrol officer to work for a week to assist the detectives. While both of these
initiatives help to alleviate some of the case load on detectives, it significantly takes away from patrol staffing and
the department’s proactive patrol.
If approved, the additional detective’s position would be filled by a senior officer through an interview process.
The new officer would start as a patrol officer.
ADDITIONAL ANALYSIS
See attached Police Department organizational chart.
FINANCIAL IMPACT
New Police Officer 2020 Estimate
Wages
FICA (SS & Med)
Benefits (WRS, Health, Life Insurance)
Total

$80,308.80
$6,143.62
$27,789.57
$114,241.99

RECOMMENDATION
Recommend the hiring of a new officer in the Detective Bureau for 2020.
SUGGESTED MOTION
Motion to recommend the hiring of a new officer in the Detective Bureau for 2020.
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PUBLIC SAFETY
Mayor
City Council

City Administrator /
Treasurer

Public Safety Director

Emergency Government

Police Lieutenant

Dispatchers (4)
Lead Dispatcher (1)

Administrative
Assistants (2)

Police Captain

1st Shift Sergeant
(6am - 2pm)

2nd Shift Sergeant
(2pm - 10pm)

3rd Shift Sergeant
(10pm - 6am)
Patrol Officers (4)

Patrol Officers (5)
Patrol Officers (6)

Community Service Officers
(7)
Detectives (2)

Police Clerk/Evidence and
Property Custodian (1)

Part-Time Patrol Officers (3)

School Liaison

Boat Patrol (1)
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MEMORANDUM
ELECTRIC AND WATER UTILITY
Date:

August 26, 2019

To:

Personnel Committee

From: Joe Pickart, Electric and Water Utility Manager
Re:
Consider/Recommend hiring two (2) Cable Installers/Grounds-persons and purchase of a Boring Rig in the
2020 Budget
RELATES TO THE STRATEGIC PLAN
Strategic Goal: II. IMPROVE AND MAINTAIN OUR INFRASTRUCTURE Objective: II.B. Maintain Our Existing
Infrastructure
BACKGROUND
Oconomowoc Electric Utility’s infrastructure currently has 351 miles of underground cable and 42 miles of overhead
lines (pending conversion to underground as part of the Strategic Plan). As underground cable has a projected life
expectancy of about 20 years, there is a consistent need to address replacement of underground lines as they age
and fail. This combined with the high rate of growth the City is experiencing generates a constant need for boring
equipment and crew to stay current with infrastructure updates.
In order to keep up with demand, the Utility has historically contracted out all the installation and directional boring
of our underground cable. In reviewing the annual costs of contracted services, it became evident that there are
cost savings and work-related efficiencies to be gained by bringing some of the directional boring work “in house”
by adding staff and boring equipment, as follows:
1) The Utility would have control of job scheduling. Contractors come and go and do not work during the
winter months. This disrupts the work flow of our electric crews. In house crews and equipment would
allow for a more consistent, year-round focus on underground work.
2) Additional boring staff could also be utilized as Utility Groundmen. They will be trained to work on deenergized power lines and are therefore, able to fill in as needed.
3) Other City departments can utilize boring technology at a reduced cost (Water, Wastewater, DPW, Parks).
My expectations for the in-house staff would be at least ten months of cable work performed, which equals 3,200
hours of work- a significant increase over contractor for less money. Review of the attached cost evaluations shows
a substantial benefit to the Utility by having the full-time staff and boring capabilities.
The overall goal is to reduce and potentially eliminate the need for contracted boring services. However, due to
the rate of growth the City is experiencing, and the capital projects associated with replacing aging infrastructure,
there may be years in which a contractor is still necessary to supplement in house staff. The addition of two (2)
boring crew members and the boring equipment will move us toward more contractor independence long term. A
review of some of the long-term capital projects indicate a very consistent need for the boring work, as list of
examples as follows:
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Replacing injected cable. This is 18 miles of aged cable that, 15 years ago, was injected with a
compound to extend its life 10 years, a term that has well been exceeded
Replacing feeder cable that is undersized
Converting 4kV system in north-west area
Installing fiber cable for future Smart Grid technology
Expanding service territory due to annexation and new development
Maintenance and upkeep of underground infrastructure

In conclusion, I have been evaluating this for two years to make sure this is the right move for the Utility. I believe
we can get more work done for less money and improve the efficiency of the workforce making the Utility better
suited to perform the work required of us and keep the lights on in a growing community.
ADDITIONAL ANALYSIS
See attached cost evaluation.
See attached Utility Department organization chart.
FINANCIAL IMPACT
The financial impact expected is a savings. The savings will vary depending on the workload for the year. For
example in the year 2017, the utility would anticipate that the bore rig crew would have been able to do all of the
work that year for an estimated cost savings of $25,000. This is a conservative estimate as the annual savings is
dependent on the workload for the year. There may be years where the workload may dictate bringing in
supplemental help from a contractor.
RECOMMENDATION
Recommend the approval to add two (2) Cable Installers/Grounds-persons in the 2020 budget. With Personnel
Committee’s recommendation, a job description, job description questionnaire, and wage classification for the
Cable Installer crew will be finalized and presented to Personnel and Council for approval.
SUGGESTED MOTION
Motion to recommend the addition of two (2) Cable Installers/Grounds-persons to the Electric Utility in the 2020
budget and direct staff to proceed in developing job descriptions to submit to Carlson Dettmann Consulting for
recommended grade placement.
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Annual Cost Estimate of Cable Installer/Grounds Person Crew
Annual cost of equipment ($350,000 cost / 10 years)
Labor (Minimum 2 Employees Needed)
1. Lead Cable Installer/Grounds Person (Assumed Electric Foreman Market Wage $45.89/hr + Benefits)
2. Cable Installer/Grounds Person (Assumed Line Worker Market Wage $41.63 + Benefits)
Annual Cost (Equipment and Labor)

$35,000
$61.37
$56.76

Hours
2080
2080

$127,644.82
$118,059.32
$280,704.14

Cost of Cable Installer Crew- 7 Year History
Year
2018
2017
2016
2015
2014
2013

Actual Contractor Cost
$
322,014.00
$
305,000.00
$
328,405.70
$
649,910.00
$
423,365.75
$
400,386.30

Costing of Supplies (Contractor vs In-House)
Difference in Supply Cost
*Note: The Utility Dept is responsible for paying supply costs with contractors. Net effect is zero.
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$0.00

WATER & ELECTRIC UTILITIES
Mayor
City Council

City Administrator /
Treasurer

Energy Service
Representative

Fleet Foreman

Mechanic

Contracted
Engineer

Utility Manager

Water
Superintendent

Water Foreman

SR Utility Engineer

Electrical Foremen
(2)

Substation / Meter
Foreman

Utility Engineer

Lead Linemen (2)

Maintenance
Electrician

(Electric)

Engineer Technician
Water Crew
Employees (4)

Electric Linemen (4)

(shared w/ Wastewater)

Apprentices (1)
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Utility Clerk
and
Administrative
Assistant

Purchasing
Coordinator

Supplemental
Workforce

MEMORANDUM
HUMAN RESOURCES
Date:

August 26, 2019

To:

Personnel Committee

From: Laurie Sullivan, Director of Finance and Administrative Services
Tony Posnik, Human Resources Manager
Re:

Position Reclassification Requests- Utility Purchasing Coordinator to Grade 10

RELATES TO THE STRATEGIC PLAN
Strategic Goal: V. ENHANCE THE EFFECTIVENESS OF OUR GOVERNMENT Objective: B. Recruit, Retain, Engage,
Recognize and Develop Employees and Future Leaders
BACKGROUND
As part of our classification and compensation system, employees can submit a request to have their position
reclassified if significant changes have been made to the position. This process is as follows:
 Reclassification requests are limited to once per year and must be submitted by May 1.
 The immediate supervisor and Department Head must sign off on the request.
 Request is reviewed by the Human Resource Manager and City Administrator and forwarded to the City’s
compensation consulting firm, Carlson Dettmann Consulting (CDC).
 Recommendation forwarded to Personnel Committee and Common Council.
 If approved, position changes are included in the following year’s budget where individuals would be
placed at the step closest to their current pay that provides an increase.
For 2019, the City received three reclassification requests. Carlson Dettmann Consulting reviewed all three
requests and is recommending only one position, the Utility Purchasing Coordinator position be re-classified.
The assignment of two office employees to the Utility Coordinator position and the additional responsibilities of
higher-level work (project management, software management and etc.) are the primary reasons for the higherlevel reclassification recommendation by Carlson Dettmann Consulting. Carlson Dettmann is recommending the
position be reclassified one-level from Grade 9 to Grade 10. Assigning the office employees to the Utility
Purchasing Coordinator position reduces the number of direct reports of the Utility Manager from 12 reports to
10 reports (see organizational chart). Reducing the Utility Manager’s number of direct reports will provide the
Utility Manager more time to spend on higher level tasks and responsibilities. The Utility Purchasing Coordinator
position is better suited to supervise the office employees as the Coordinator works with the clerical staff on a
regular basis. This position will be responsible for the office staff’s daily work assignments, work product,
performance evaluations, and etc. If approved, the position’s job title would change from Utility Purchasing
Coordinator to Utility Office Supervisor.
ADDITIONAL ANALYSIS
See attached Carlson Dettmann Consulting’s recommendation, Job Description and Utility Department Organizational
Chart.
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FINANCIAL IMPACT
Implementation costs are as follows:
Position
Utility Purchasing Coordinator
FICA & WRS Benefits
Total – Utility Fund

Current
Grade/Step
G9, S8

New
Grade/Step
G10, S7

Current
Pay
$58,887

New
Pay
$60,069

Annual
Increase
$1,182
168
$1,350

%
Increase
2.00%

RECOMMENDATION
Recommend the Utility Purchasing Coordinator position to Grade 10 (Non-Exempt Salary Schedule) and changing
the job title to Utility Office Supervisor.
SUGGESTED MOTION
Motion to recommend the Utility Purchasing Coordinator position to Grade 10 (Non-Exempt Salary Schedule) with a
job title change to Utility Office Supervisor.
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WATER & ELECTRIC UTILITIES
Mayor
City Council

City Administrator /
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Energy Service
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Fleet Foreman
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Engineer
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Mechanic
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CITY OF OCONOMOWOC
WASTEWATER UTILITY
JOB DESCRIPTION

Utility Office Supervisor
REPORTS TO: Utility Manager
CHARACTERISTICS OF THE CLASS:
Provides administrative office support for the Utility and Utility Manager and is
responsible for the procurement of all Utility inventories. Administrative office support to
include managing office operations, serving as project manager on office/Utility related
technologies and programs, coordinating office workflow, supervising Utility
Administrative Assistant and part-time office staff. Procurement to include inventory
demand forecasting, proper bidding procedures, material procurement ads, quote/bid
evaluations, preparation of Consider/Recommendations for Utility Committee/Common
Council, warehouse inventory management, manage delivery, and process accurate
billing. Compile expenditures for budgeting processes. Works with Utility Manager on
all required City related projects and assignments. Develops relationships with product
vendors and Utility staff.
EXAMPLES OF DUTIES:
Administrative Office Support
a. Assist Utility General Manager with all departmental functions as directed, to
include any and all Utility special events.
b. Type and design general correspondences, memos, charts, tables, graphs,
business plans, etc.
c. Attend all appropriate public meetings.
d. Assist in all overall day to day office operations as directed.
Project Management
a. Serve as lead on office and Utility related projects and systems.
b. Initiate, plan, and implement various projects for the Utility ranging from new
systems/software to light construction.
c. Provide direction and manage communications, workflow, and deadlines
amongst teams.
d. Serve as the primary contact for all involved parties while keeping the Utility
manager in the loop throughout the project.
e. Ensure the successful completion of the project.
General Supervision
a. Provide general supervision of the office staff, creating and maintaining a
productive and cohesive working environment. This includes the entire
performance management process, scheduling, work, and etc.
b. Prepare departmental updates for employee meetings.
Safety
a. Directs, schedules and leads all OU employee safety meetings (6-10
annually).
Revised April 23, 2019 (ADA)
X:\Word\Job Descriptions\new\WW Utility Technician
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b. Address and provide information related to safety, equipment, and material
concerns.
c. Manages application processes for MEUW and APPA safety awards and
certifications including RP3 (every 3 years).
Purchasing
a. Procure all Utility related materials, tools, and services.
b. Evaluate and advices on all purchase in relation to insuring quality and cost.
c. Meet with appropriate vendors.
Bids, Quotes, and Proposals
a. Prepare proposals for services, advertisements, and written ads.
b. Attend bid openings with the appropriate recommendation documentation.
c. Prepare appropriate documentation for Utility Committee/Common Council.
Inventory
a. Insure inventory is in place for all related construction deadlines.
b. Insure lead times of all appropriate inventory meets daily needs.
c. Participate in physical count and keeper of overall inventory documentation.
Accounts Payable
a. Confirm product delivery and following through with accounting stream
process.
b. Assign appropriate account numbers for all Utility services.
c. Reconcile Utility credit card statement with appropriate coding and approval.
Construction
a. Attend all construction meetings and be able to communicate product vs.
schedule.
b. Communicate product issues back to the appropriate vendors.
Budgeting
a. Compile budgetary, maintenance, and capital expenditure for appropriate
forecasting.
b. Prepare budget estimates, assist in labor hour allocations, and prepare rough
and final drafts for submittal.
c. Prepare all reports and presentation as directed.
QUALIFICATIONS:
Training and Experience:
 Associate’s degree in business, office management, or purchasing required.
Bachelor’s degree preferred.
 Two years of administrative office experience required. Purchasing experience a
plus.
Special Requirements:
 Ability to operate a motor vehicle and possession of a motor vehicle.
 Valid state driver’s license or the ability to obtain one.
Knowledge, Skill, and Abilities:
 High degree of experience and proficiency with computer hardware and various
office related software applications.
 Knowledge of appropriate quality, bidding, and budgetary relationships of all
Utility related products and services.
Revised April 23, 2019 (ADA)
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 General knowledge of the principles of budgeting.
 Knowledgeable of effective office operations and work-flow.
 Experience and high level of proficiency with Internet and Microsoft Office
required (MS Word, Excel, Access, PowerPoint).
 Ability to routinely take initiative and is resourceful in handling and solving office
related situations and issues.
 Strong problem-solving abilities.
 Possess strong organizational and communication skills.
 Ability to effectively communicate in both written and verbal formats including
strong detail in composing, proofing and typing materials.
 Strong attention to detail.
 Ability to effectively lead the work of others and supervise staff.
 Ability to establish and maintain effective working relationships with departments,
staff, internal customers, and external customers.
 Ability to work independently.
 Ability to use good judgment to effectively solve problems.
 Willingness to participate in a team-oriented environment.
 Ability to maintain confidentiality.
TOOLS AND EQUIPMENT USED:
Personal computer including word processing and spreadsheet software; copy
machine; postage machine; fax machine; phone and calculator
PHYSICAL DEMANDS:
The physical demands described here are representative of those which must be met
by an employee to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.
While performing the duties of this job, the employee is frequently required to sit and
talk or hear, use hands to finger, handle, or feel objects, tools, or controls; and reach
with hands and arms. The employee is occasionally required to walk.
The employee must occasionally lift and/or move up to 25 pounds. 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 usually quiet.
SELECTION GUIDELINES:
Formal application, rating of education and experience; oral interview and reference
check; job related test may be required.
Revised April 23, 2019 (ADA)
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The duties listed above are intended only as illustrations of the various types of work
that may be performed. The omission of the 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 job description 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.
EMPLOYEE SIGNATURE
Employee signature below constitutes employee's understanding of the position’s
essential duties, qualifications/requirements, necessary knowledge, skills, and abilities.
Employee__________________________________ Date_____________

Revised April 23, 2019 (ADA)
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MEMORANDUM
WASTEWATER UTILITY
Date: August 26, 2019
To:

Personnel Committee

From: Kevin L Freber, Wastewater Operations Manager
Re:

Consider/Recommend hiring an additional Utility Technician in the 2020 Budget

RELATES TO THE STRATEGIC PLAN
Strategic Goal: II. IMPROVE AND MAINTAIN OUR INFRASTRUCTURE Objective: II.B. Maintain Our
Existing Infrastructure
BACKGROUND
Prior to 2010, the Wastewater Utility had two utility technician positions. One of the Utility Technician
positions was eliminated in 2010 on a trial basis with the intent of evaluating needs in the future.
The Wastewater Department is requesting the addition of one employee with the title of Utility Technician
be approved for the 2020 budget. The Utility Technician position is an established position with an
established job description. The pay range is set in the City pay scale structure.
This employee would be a second person on collection system cleaning and lift station maintenance. The
two Utility Technicians would be working as a two-man crew on daily sanitary collection system cleaning
and lift station maintenance, which will increase productivity and provide a safer work environment. The
position characteristics according to the job description are as follows: Under general supervision,
efficiently operates and maintains the sanitary collection system, including pump stations, meter stations,
and sanitary mains. Assists in treatment plant maintenance, operation, and repair. Performs related work
as assigned by the Operations Manager and Foreman.
Since 2010 miles of sanitary collection system sewer mains have increased 10% or 10 miles and the
manholes have increased by 76% or 1,570.
Digger’s hotline tickets have increased by 26% or 1066 tickets since 2015. The Digger’s hotline tickets
are time sensitive and locates take staff away from cleaning of the collection system and lift station
maintenance. The Utility Technician marks areas in Oconomowoc, Town of Oconomowoc Utility District,
Silver Lake Utility District and Village of Oconomowoc Lake Utility District.
Lift Station inspections and maintenance and call outs have increased due to the age of equipment.
ADDITIONAL ANALYSIS
See attached form titled “City of Oconomowoc Wastewater Utility Job Description Utility Technician”.
See attached summary titled “Utility Technician Reasons to add another person at the WWTP”.
See attached organizational chart for WWTP
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FINANCIAL IMPACT
The wage range for a Utility Technician in 2019 is $52,968 to $68,101 depending upon experience or
$79,670 to $96,953 with wage, taxes, and benefits included.
RECOMMENDATION
Recommend the approval of an additional Wastewater Utility Technician position effective in 2020.
SUGGESTED MOTION
Motion to recommend to Common Council approval of an additional Wastewater Utility Technician
position effective in 2020.

2
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Utility Technician Position
Rationale for Additional Employee at WWTP
August, 2019
1. Total Sanitary Collection Mains in 2010 and 2019: In 2010 we had 105 miles of sanitary collection
mains and 2,065 manholes and in 2019 we have 115 miles of sanitary collection system and 3,635
manholes. This is a 10 % increase in miles of sanitary sewer and 76 % increase in manholes. The crew is
responsible for cleaning one third of our collection system, approximately 38.3 miles, yearly. This
requirement is part of our Capacity, Maintenance, Operation, and Maintenance Program required by the
Wisconsin Department of Natural Resources (WDNR). On a productive day a technician can clean about
one-half to one mile of collection system (PVC pipe only). If problems are encountered, this number can
decrease dramatically. We are currently keeping up with this requirement, but often are not done until
late November.
2. Total Manhole Inspections: We have over 3,635 manholes and of those 1,218 manhole inspections
need to be done yearly. This, too, is part of our Capacity, Maintenance, Operation, and Maintenance
Program required by the WDNR.
3. Digger’s Hotline tickets: 4,100 were located for 2015 and 5,166 were located for 2018. This is a timeconsuming task and time sensitive.
4. New infrastructure: Most streets that get added to the City have sanitary sewers under them and the
infrastructure must be maintained.
5. Assisting Other Departments: The Utility Technician position also helps Public Works by cleaning
storm sewer pipes and catch basins to comply with the City WDNR MS4 permit. Additionally, another
Utility Technician would provide another snow plow operator.
6. Assisting Operators and Lab Manager: When an Operator or Maintenance Mechanic/Electrician is not
available, the Utility Technician gets pulled off the streets to help in plant operations. This includes filling
in for Operators by doing daily rounds, sampling and observations and completing lab duties in the Lab
Manager’s absence.
In addition, this employee could assist the Solids Operator with weekly gravity belt thickener runs and
storage tank cleaning. Utility Technician could also assist with major projects such as tank cleaning, large
repairs, and equipment replacements.
7. Fill in for Maintenance Mechanic/Electrician: When one of our operators retired in 2016, his position
was changed to Maintenance Mechanic/Electrician. As a result, we are down approximately one half of
an operator position. When he is assisting other departments doing electrical work, the second Utility
Technician could step in to cover his wastewater duties.
When the Utility Technician is out on vacation, sick or comp time, sanitary sewers don’t get cleaned
because we don’t have the staff.
8. Collection System Maintenance: A two-man crew would ensure that collection system maintenance
continues on a daily basis with minimal interruptions. When the Utility Technician is out on vacation,
sick or comp time, sanitary sewers don’t get cleaned because we don’t have the staff.
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9. Building and Grounds Maintenance: Utility Technician could assist with painting, grass cutting and
miscellaneous building repairs.
10. Plant Age: Due to the age of the equipment at the wastewater facility, maintenance, repairs and
rebuilds will only increase. The main plant was built in 1977 and went on line completely in 1978.
Equipment has been upgraded in some instances, but the structures are still the same.
11. Industrial Sampling: Sampling requirements will increase in the coming years due to Chloride testing
per our new permit and we need personnel to set up and collect samples. This is in the Lab Manager’s
job description but with the added testing required for OWPP and Chloride reduction we will need
additional help to get this done.
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CITY OF OCONOMOWOC
WASTEWATER UTILITY
JOB DESCRIPTION
UTILITY TECHNICIAN
REPORTS TO: Operations Manager and Wastewater Foreman
CHARACTERISTICS OF THE CLASS:
Under general supervision, efficiently operates and maintains the sanitary collection system,
including pump stations, meter stations, and sanitary mains. Assists in treatment plant
maintenance, operation, and repair. Performs related work as assigned by the Operations
Manager and Foreman.
EXAMPLES OF DUTIES:
 Inspects, maintains, repairs, and operates pumping stations, metering stations, and
general collection system infrastructure.
 Runs reports from SCADA system and analyzes pump station data.
 Responds to and troubleshoots pump station alarms.
 Responds to sewer locate requests and sanitary collection system complaints.
 Uses equipment to clean and clear sanitary collection system lines of debris and roots.
 Flushes sanitary collection system lines using jet rodder truck.
 Removes manhole covers and inlet grates.
 Cleans dirt, sand, sediment, trash and debris from sanitary collection system lines and
inlets using hand tools, pumps, and mechanical equipment.
 Operates snowplows, drives trucks, operates truck crane, and operates other
equipment.
 Repairs and/or installs manholes.
 Cuts grass, shovels snow, and paints.
 Performs plant repairs and maintains buildings and grounds.
 During an assigned shift, which may include weekends, performs any combination of
tasks at the wastewater treatment facility such as monitoring gauges, meters, and
control panels.
 Inspects plant processes and equipment and records variations in operating conditions.
 Collects samples and performs laboratory analysis for BOD, suspended solids, pH, and
other analysis as required.
 Performs other duties as assigned.
QUALIFICATIONS:
Training and Experience:
 Graduation from High School or GED.
 Experience in sanitary collection system and pump station maintenance and operation.
Experience or training in wastewater treatment plant operation and laboratory analysis
a plus.
 Ability to acquire Collection System Certification through the DNR within two years.
Knowledge, Skill, and Abilities:
 General knowledge of wastewater collection, treatment, and laboratory functions.
 Good mechanical aptitude with ability to perform calculations, read gauges and meters
accurately and record data.
 Extensive knowledge and skills in equipment repair and maintenance.
 Skill in problem solving and electrical troubleshooting of motor controls.
 Knowledge of SCADA systems and remote telemetry equipment.
Revised March 1, 2019 (ADA)
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 Knowledge, skills, and abilities to perform the essential job duties and responsibilities.
 Computer literate with familiarity and experience with Excel spreadsheets and word
documents.
 Knowledge of all applicable safety practices, procedures, and regulations, including
Confined Space Entry.
 Ability to understand and follow oral and written instructions including the ability to read
instructions for operation of equipment and use of supplies, labels of chemical supplies,
and to determine quantity and quality of application of chemicals and set calibration of
equipment for application.
 Strong attention to detail.
 Ability to work as a team member and maintain effective working relationships with
individuals at all levels of the organization.
 Ability to effectively communicate in a courteous and tactful manner.
 Ability to effectively lead the work of others and train personnel in the proper job
procedures, skills, and methods of wastewater operations when needed.
 Ability to complete related work as required.
 Ability to perform tasks on a regular basis which require frequent standing, climbing,
lifting, reaching, bending, squatting and carrying.
 Ability to perform duties with varying heights.
 Ability to work in a variety of temperatures, weather and working conditions.
 Ability to be available and work expanded hours and/or be called in for emergency work
with little or no advanced notice and willingness to attend special classes outside of
normal work hours.
 Ability to work independently with minimum of supervision.
SPECIAL REQUIREMENTS:
1. Possess and maintain a valid Commercial Driver’s License from the State of Wisconsin
In addition, must be able to obtain and maintain the tanker endorsement within 6 months
of hire.
2. Employee must be able to report to work.
3. Occasionally work weekends, holidays and must be able to respond to call-ins, work
overtime, and report to work with little or advanced notice if required.
PHYSICAL DEMANDS:
The physical demands described here are representative of those which must be met by an
employee to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
While performing the duties of this job, the employee is regularly required to use hands to
finger, handle, feel or operate objects, tools, or controls and reach with hands and arms. The
employee is frequently required to stand and talk or hear. The employee is regularly required to
walk, sit, climb or balance, stoop, kneel, crouch or crawl and smell. The employee must
frequently lift and/or move up to 50 pounds and occasionally move up to 100 pounds. Specific
vision abilities required by this job include close vision, distance vision, color vision, peripheral
vision, depth perception 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.
While performing the duties of this job, the employee regularly works in outside weather
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conditions. The employee is occasionally exposed to wet and/or humid conditions and vibration.
The employee occasionally works near moving mechanical parts, in high, precarious places and
is occasionally required to work in areas containing fumes, airborne particles, toxic or caustic
chemicals, extreme cold, extreme heat, risk of electrical shocks, risk of radiation, and vibration.
The employee may occasionally be required to work underground, in a confined space, or with
electrical equipment. Will be exposed to sanitary waste regularly. The noise level in the work
environment is moderate to loud at times.
SELECTION GUIDELINES:
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 job description 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.
EMPLOYEE SIGNATURE
Employee signature below constitutes employee's understanding of the position’s essential
duties, qualifications/requirements, necessary knowledge, skills, and abilities.
Employee__________________________________ Date_____________
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WASTEWATER UTILITIES
Mayor
City Council

City Administrator /
Treasurer

Operations Manager

Operations Foreman

Civil Engineer
(shared w/ Water & Electric)

Engineer Technician
(shared w/ Water & Electric)

Administrative
Assistant

Lab Manager

Operators (3)

Utility Technician
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Maintenance
Mechanic/Electrician

