
  
 
 

FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 
TUESDAY, FEBRUARY 17, 2015 

Council Chambers, Lower Level, City Hall Plaza 
5:30 P.M. 

 
1. Call to Order – Alanna Feddick, Chairperson 
 
2. Citizen Comments 
 
3. Consent Agenda 

a) Approval of Minutes of February 3, 2015 meeting 
b) Approve Bills and Payroll 
c) Report of Personnel Actions 
d) Treasurer’s Report 
 
Recommended Action: Approve the Consent Agenda, as presented 
 

4. Consideration of items removed from the consent agenda, if any. 
 

5. Request to recommend approval of Budget Resolution No. 04-2015 transferring $15,000 
within the Cable Television fund to extend fiber from McMillan Street to the Marshfield 
Community Television Studio at 101 West McMillan Street to the Common Council.  
Presented by Steve Barg, City Administrator 

 
Recommended Action: Recommend approval of Budget Resolution No. 04-2015 to 

the Common Council 
 
6. Request to recommend approval of Resolution No. 2015-07 authorizing the carry-over of 

the 2014 appropriations into 2015 for various capital outlay projects and other 
operation/maintenance projects that were not expended/completed in 2014, to the 
Common Council.  Presented by Keith Strey, Finance Director 

 
Recommended Action: Recommend approval of Resolution No. 2015-07 to the 

Common Council 
 
7. Discuss plans to replace retiring Parks & Recreation Director.  Presented by Steve Barg, 

City Administrator 
 

a) Authorize Human Resources Manager to begin the process of refilling this position 
 

Recommended action:  Authorize Human Resources Manager to fill the position 
 

b) Appointment search team to review applications, select top candidates, conduct 
interviews, and make a recommendation to the Council 

 
Recommended Action: Appoint the search team as presented 
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8. Discuss plans to replace Human Resources Manager, who is leaving City employment in 

March.  Presented by Steve Barg, City Administrator 
 
 Recommended Action: None, for information only 
 
9. Update – Implementation of staffing study recommendations.  Presented by Steve Barg, 

City Administrator 
 
 Recommended Action: None, for information only 
 
10. Suggested items for future agendas 
 
11. Adjourn 
 
 
 
Posted this day, February 13, 2015 at 11:30 a.m., by Deb Hall, City Clerk 

 
 

NOTICE 
 

 
It is possible that members of and possibly a quorum of other governmental bodies of the municipality may be in 
attendance at the above-stated meeting to gather information; no action will be taken by any governmental body at the 
above-stated meeting other than the governmental body specifically referred to above in this notice.   
Upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals through appropriate 
aids and services.  For additional information or to request this service, contact Deb M. Hall, City Clerk, at 630 South 
Central Avenue or by calling (715) 384-3636. 



 
FINANCE, BUDGET AND PERSONNEL COMMITTEE 

MINUTES OF FEBRUARY 3, 2015 
 
Meeting called to order by Chairperson Feddick at 5:30 p.m., in the Common Council Chambers, City 
Hall Plaza. 
PRESENT:  Alderpersons Alanna Feddick, Gordon Earll, Rebecca Spiros, Peter Hendler and Char 
Smith  
ABSENT:   None 
ALSO PRESENT:  Alderperson Wagner, City Administrator Barg and City Personnel (Keith Strey, 
Lara Baehr, Joan Spencer, Brenda Hanson and Deb Hall) 
 
Citizen Comments 
None 
 
FBP15-013    Motion by Smith, second by Spiros to approve the items on the consent agenda:  

1. Minutes of the January 20, 2015 meeting 
2. Payroll in the amount of $833,048.87 and the Bills in the amount of $779,373.94 
3. Monthly Position Control Report of January 31, 2015 

Motion carried 
  
No items were removed from the consent agenda. 
  
FBP15-014    Motion by Hendler, second by Spiros to approve writing off the 2014 Real Estate taxes for 
Center City Church in the amount of $4,528.19 and direct the Clerk to file the paperwork for rescinded 
tax.                   
Motion carried 
 
FBP15-015    Motion by Earll, second by Spiros to approve Revised Policy 3.145, Hiring, Promotions, 
Transfers and Temporary Assignments.  
Motion carried 
 
FBP15-016    Motion by Earll, second by Hendler to authorize staff to sign the requested engagement 
letter for services with bond counsel (Quarles & Brady), in an amount not to exceed $2,500, and to 
continue working with Wood County and others in order to move this project (TID #5 Incentive Fund) 
forward.  
Motion carried 
 
Discussion was held on which committee should be assigned to handle lease agreements at City Hall. 
 
Alderperson Smith indicated that she failed to find any reference in the Municipal Code who is 
responsible for Leases but feels that it should be part of the code.  Leases represent revenue that offsets 
expenses and expenses and revenues are budgets.  Therefore the Finance, Budget and Personnel 
Committee should handle leases. 
 
FBP15-017    Motion by Smith, second by Hendler that the Finance, Budget and Personnel Committee 
will supervise all leases of City facilities between the City and other parties.  Nay - Earll                           
Motion carried 
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City Administrator Barg updated the committee on the implementation of the staffing study 
recommendations. 

 A Strategic Planning Session will be held on Tuesday, February 10, 2015 at 5:30 p.m. in Room 
108.  Council members were asked to send the Administrator information on what they feel are 
the top issues facing the City in the next 5 years. 

 He is still working on putting together a committee that will look at some of the other 
recommendations made by the consultant.  He is hoping to have a group pulled together in the 
next couple of weeks.     

  
FUTURE AGENDA ITEMS 
None 
 
Motion by Smith to adjourn at 6:04 p.m. 
 
 
 
 
Deb M. Hall 
City Clerk  















 
REPORT OF PERSONNEL ACTIONS 

FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 
OF FEBRARY17, 2014 

 
  
  
NAME POSITION/DEPARTMENT EFFECTIVE DATE 
      
HIRED   
   
None    
   
RETIREMENT:   
   
Ed Englehart Director of Parks & Recreation March 13, 2015 
 Parks & Recreation  
   
Ted Bratton Wastewater Operator – Level 4 April 13, 2015 
  Wastewater Utility  
   
Resignation     
   
Sam Tennessen Firefighter February 23, 2015 
 Fire & Rescue Department  
   
Lara Baehr Human Resources Manager March 6, 2015 
  Administration   
   
COMPLETION OF 
PROBATIONARY 
PERIOD 

  

   
  None     
    
   
     
   
   
   
   
  
 







 

 
 
 
 

DATE:  February 13, 2015 
TO:  Finance, Budget & Personnel Committee        
FROM: Steve Barg, City Administrator 
RE:  Budget Resolution #04-2015:  Extension of fiber to cable TV studio    
 
 

Background 

Now that fiber is available on McMillan Street, there is an opportunity to extend it to the 
Marshfield Community Television (MCTV) location at 101 West McMillan Street.  The 
attached report from Technology Director Eng Ng highlights the many benefits this could 
offer to MCTV and its staff.  As noted in Eng’s report, the initial cost of this extension is 
expected to be a little under $15,000, and an annual savings of about $2,000 is anticipated 
from reducing services required from Charter. On January 26th, the Cable TV Committee 
voted to recommend approval of funding this project as follows: 

• $7,000 from its 2015 budget for contractual services (52900) 

• $5,000 from its 2015 budget for repairs/maintenance (52500) 

• $3,000 from fund balance applied (surplus of at least $10,000 surplus is estimated 
from the 2014 Cable TV budget)       

 

Recommendation 

Staff recommends that the FBP Committee recommend that the Council approve Budget 
Resolution transferring $15,000 to cover this expense as noted on the attached resolution.        
 

City of Marshfield 

Memorandum 



 

 

 
 

BUDGET RESOLUTION NO. 04-2015 
 
 
 
 
A resolution changing the 2015 budget of the City of Marshfield, Wisconsin. 
 
BE IT RESOLVED by the COMMON COUNCIL of the CITY OF MARSHFIELD as 
follows: 
  

1. That the sum of $15,000 is hereby transferred within the Cable Television 
Fund, from Cable Access operations budget ($12,000), a/c# 
2355112001.010000 and Fund Balance Applied ($3,000), a/c# 
2354900008.080000 to the Cable Access capital outlay budget, a/c# 
2355112001.010000. 

 
 2. That upon the adoption of this resolution by a two-thirds vote  
         of the entire membership of the COMMON COUNCIL, and within ten  
         (10) days thereafter, the CITY CLERK publish notice of this  
         change in the official newspaper. 
 
 
  
 
ADOPTED _______________     ______________________________________ 
                                            Mayor 
 
 
APPROVED ______________       ______________________________________  
                                   Attest – City Clerk 
 
 
PUBLISHED ___________________  
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DETAIL OF BUDGET RESOLUTION NO. 04-2015 BY OBJECT NUMBER 
 
 
 
 
 
 
 
TRANSFERRED FROM: 
 
 
 Cable Television Fund Other Financing Sources, a/c# 2354900008.080000: 
 

1. 49300 – Fund Balance Applied     $       3,000 
 
 
 Cable Television Fund Cable Access operations, a/c# 23515112001.010000: 
 

1. 52900 – Other Contractual Services      7,000 
2. 52500 – Repairs & Maintenance      5,000 

 
 
 
 
 
TRANSFERRED TO: 
 
 
 Cable Television Fund Cable Access capital budget, a/c# 23515112001.010000: 
 
 1.  58890 – Other Capital Improvements             15,000 
 
 
 
 
 
 
                                                     

* * * *     



Fiber Extension to MCTV Proposal 

Project Scope: To extend Fiber from East Side Fiber loop to the MCTV building, so that MCTV could be 

part of the City Network.  Once connected, MCTV would be able to share and utilize many technology 

services that the City Data Center could offer. 

Details of the Fiber Extension:  

Page 1 of the attached (Adobe) Maps is showing the area of the fiber extension in circle, which is in 

north side of the City on McMillan Street. 

Page 2 of the attached Maps is showing the proposed fiber route.  Marshfield Utilities is planning to 

string the fiber from pole number 12228 to pole number 8187.  From pole 8187, it would go 

underground in a vacant 1.25” duct running parallel to the existing power duct feeding the MCTV 

building.  The fiber pulled in would be 12 strands.  A splice case would be placed on pole 12228.   

Projected Cost 

Estimated Total Fiber Installation Fees $11,451.49 

Cisco Network Switch   $  1,675.00 

2 Cisco Fiber Modules   $  1,204.00 

Total Estimated Initial Cost  $14,330.49 

* The Fiber Cable also carries an estimated annual lease cost of $281.65 (increases 3% annually) to cover 

for its maintenance. 

Benefits for MCTV 

1) WISCNet Internet Connection.  MCTV could utilize the City’s internet connection and drop its 

current Charter Internet connection.  The City has WISCNet Internet connection that could 

deliver up to 1,000 Mbps (for both download and upload speed) vs. the current MCTV’s Charter 

Internet speed of up to 80 Mbps download and 5 Mbps upload.  Currently, time taken to upload 

videos is one of the major issues experienced by MCTV. 

2) Cisco VoIP Phone System.  MCTV could join the City’s Cisco VoIP (Voice over IP) Phone System 

and drop its current phone system.  The City has enough capacity to handle the additional VoIP 

phones that would be utilized by MCTV.  If MCTV is willing to use the old surplus (spare) phones 

that the City has, it would be practically no cost for MCTV to join.  If necessary, new Cisco VoIP 

phone could be purchased at around $380 each. 

Return on Investment:  Breanna Speth has estimated that the cost savings from dropping the 

Charter Internet and Phone Services for MCTV would have paid for the total project cost in 6 to 

7 years. 

3) Firewall Protection.  By joining the City’s Network and utilizing the City’s WISCNet connection, 

MCTV internet connection would be protected by the City’s Cisco Firewall. 

4) Anti-virus Protection.  The same anti-virus program that the City has been using to protect City’s 

computers could be extended to include MCTV computers. 



5) File Serving, Backup and Recovery Services.  MCTV could utilize the existing City’s file server, 

and the backup and recovery services that the City already have in place.  The City’s file server 

has the storage capacity and speed that would help alleviate file sharing issue that MCTV is 

currently experiencing between its computers in City Hall basement and the MCTV building. 

6) Technical Support.  Within reasons, the City’s Technology Department could provide technical 

support for MCTV.  The City utilizes remote control software (Team Viewer) that would allow us 

to provide technical help without physically being at the MCTV location.  We would still visit the 

MCTV location, if necessary.   

7) Other Technology Services.  There are other technology services that the City’s Data Center 

could share and enable for MCTV as the needs arise, such as email, VDI (Virtual Desktop 

Infrastructure), EDMS (Enterprise Document Management System), Video Conferencing etc.  

Any future technology services that the City acquires would potentially be sharable with MCTV 

as well.   



 



 



  

 

TO:         FINANCE, BUDGET AND PERSONNEL COMMITTEE & COMMON COUNCIL 

FROM: KEITH R. STREY, FINANCE DIRECTOR 

SUBJECT: RESOLUTION 2015-07  12/31/2014 COMMITTED FUND BALANCES 

DATE: 2/12/2015 

BACKGROUND 

As a result of Governmental Accounting Standards Board (GASB) 54 requirements, the City of Marshfield recently updated Fund 

Balance Policy 4.310 and Policy 4.370 Continuing Appropriations & Budget Resolutions.  Policy 4.310, in part, establishes a 

framework for reporting classification of fund balances.  Policy 4.370 states, in part, that “appropriations may be made by the Council, 

to be paid out of income of the current year, in furtherance of improvement or other objects or works which will not be completed 

within such year, and any such appropriation shall continue in force until the purpose for which it was made has been accomplished or 

abandoned.”  

ANALYSIS 

To comply with requirements of GASB 54, the previous one step procedure related to Policy 4.370 Continuing Appropriations was 

split into two.  Step one requires the Common Council to take specific action to identify and approve items they “Commit” to funding 

beyond the current fiscal year.  GASB 54 requires approval action to occur before fiscal year end to classify these specific items as 

committed.  This was accomplished for fiscal year 2014 with approval of Resolution 2014-76 in December 2014. 

Following fiscal year end, the second step requires the Common Council to take separate action to approve amounts for items the 

Council wishes to commit funding for when determined for financial reporting purposes.  These actions are only required for General 

Fund items as other fund classifications and continuing appropriations are addressed in Policies 4.310 & 4.370. 

Several department/division heads have requested that various 2014 appropriations for specific general fund capital outlay, operations 

and projects be carried over to 2015 so they can be completed.  When appropriate, the respective committees/boards have previously 

approved these items.  The attached resolution summarizes the 2014 appropriation items and amounts requested to be carried over 

into 2015 and classified as Committed Fund Balance.  Other than updates for final amounts requested, the Parks project to install 

Automated Door Locks was completed in 2014 and is not included in Resolution 2015-07 in comparison to Resolution 2014-76. 

RECOMMENDATION 

I recommend approval of Resolution 2015-07 approving Committed Fund Balance classifications for 2014 continuing appropriations, 

as presented. 

 

__________________________________ 

Concurrence- Steve Barg, City Administrator 



 

RESOLUTION NO. 2015-07 

 
 
 
A resolution of the Common Council approving Committed Fund Balance classifications for continuing certain 
appropriations related to fiscal year 2014 to be carried over into 2015. 
 
 BE IT RESOLVED by the COMMON COUNCIL of the City of Marshfield, as follows: 
 

1. The appropriations and accounts set forth in Exhibit “A” attached hereto are hereby classified 
as committed and carried forward into 2015; and  

  
2. The Finance Director is hereby authorized to make the necessary entries in the ledgers of the 

City of Marshfield to reflect the foregoing. 
 
This resolution is recommended by the Finance, Budget and Personnel Committee. 
 
 
ADOPTED  _________________________               _____________________________________ 
      Mayor 

 
APPROVED  ________________________  _____________________________________ 
       Clerk 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



EXHIBIT “A” 

         ESTIMATED 

         12/31/14 
         AMOUNTS 
 
General Fund #101 
 
Building Services/Inspection: 
 Nuisance Property Abatement     $       2,250 
 
Engineering 
 Sidewalk Repair              10,000 
 
Information Systems 
 Enterprise Business System Software Upgrade          95,855 
 Electronic Document Management System           57,235 
 
Library 
 Net Operations & Maintenance per WI Statutes Ch. 43.58(1)         70,234 
 
Parks and Recreation 
 Special Recreation Programs              4,130 
 Tennis/Racquetball Center             11,156 
 Adult Athletics                2,257 
 
Planning & Economic Development 
 Downtown Master Plan – general fund 50% share            3,750 
         _________ 
 
         $   256,867 



 

 

 

 

 

DATE:  February 13, 2015 

TO:  Finance, Budget & Personnel Committee        

FROM: Steve Barg, City Administrator 

RE:  Refilling vacant Parks & Recreation Director position   
 

 

Background 

Recently, Ed Englehart retired from his position as Parks & Recreation Director with the 

City, effective March 13
th
.  For your review, I’ve attached the current job description for 

this position, our organizational chart, and a brief summary of the services offered by our 

Parks & Recreation Department. I’m aware that there might be interest in using this as an 

opportunity to look at restructuring; but based on the fact that no changes were suggested 

in the recent staffing study completed by Springsted, I don’t believe this is warranted. 

 

Recommendation 

I would recommend that the FBP Committee authorize the Human Resources Manager to 

immediately begin the process of refilling the vacancy of Parks & Recreation Director.          

 

 

 

City of Marshfield 

Memorandum 



 

 

 

JOB TITLE:  Parks and Recreation Director 
DEPARTMENT: Parks and Recreation 
SUPERVISOR: City Administrator 
COMPENSATION GRADE: S 
 

JOB SUMMARY  

 

The Director of Parks & Recreation administers, directs, plans and supervises the 

activities of the Parks & Recreation Department. Responsible for parks and zoo 

development and maintenance; fairgrounds and Oak Avenue Community Center 

operations and maintenance; and recreation programming. Directs the development 

and implementation of policies and procedures.  Develops an annual department 

budget and five-year Capital Improvement Program. Supervises the activities of the 

Parks and Recreation Supervisors. Works closely with Parks, Recreation and Forestry 

Committee preparing and distributing meeting agendas and minutes. 

 

JOB DESCRIPTION 

 

Task Description Frequency 

1. Assesses community recreation program needs and works with 
staff, community, and civic groups, and the Parks, Recreation, and 
Forestry Committee to plan, develop, organize, and implement 
recreation programs. Develops goals and objectives which meet the 
needs of city residents in relation to the department mission 
statement and remains current with trends in the Parks and 
Recreation field. 

15% 

2. Administers appropriations assuring that revenues are properly 
accounted for and that expenditures are coded properly and that 
goods and services were received/ performed as invoiced. 

10% 

3. Directs the preparation of the annual operating budget and Capital 
Improvement Program (C.I.P.), administers appropriations, and 
implements new programs by assigning personnel and resources. 

10% 

4. Hires, supervises, trains and evaluates the work of the Parks and 
Recreation Supervisors to ensure compliance with established 
goals, objectives and policies of the city. 

5% 

5. Works with supervisory staff directs the operation and maintenance 
of all park, recreation, fairgrounds, and zoo facilities including Oak 
Avenue Community Center while establishing process and 

20% 



 

procedures required meeting the service needs of the city. Identifies 
and implements changes and/or modifications in department 
operations, methods, procedures that result in improved service 
delivery and/ or cost efficiencies. 

6. Plans for the long-term needs of the Parks & Recreation System 
including park land acquisition and open space requirements.  
Pursues development of parkland in accordance with long range 
plans. 

5% 

7. Coordinates and secures funding sources for the department 
including grants, donation programs, fees, and charges, 
sponsorship and other funding sources that assists the department 
in performance of responsibilities and services. 

10% 

8. Prepares agendas and minutes of Parks, Recreation, and Forestry 
Committee and represents the department at city meetings. Works 
with department staff to develop marketing and public relations 
programs to promote parks and recreation opportunities within the 
community. Develops and makes presentation to community groups 
regarding department activities and services. Serves as staff 
representative for the Fair Commission attending their meetings, 
presenting reports, and providing information and recommendations. 

15% 

9. Responds to citizens and elected/ appointed officials questions, 
concerns, and input regarding services provided by the Parks and 
Recreation Department. 

10% 

10. Performs other related tasks.  

 

QUALIFICATIONS 

 

Bachelor’s Degree in Parks & Recreation, Administration or related area with an 

accredited program in Parks & Recreation. Master’s Degree preferred. 5-7 years of 

experience in an upper level management capacity within a municipal leisure services 

agency required. Certification as a Certified Leisure Professional through the National 

Recreation and Park Association desirable.  Thorough knowledge of the objectives and 

ideals of public parks and recreation including an understanding of the diverse activities 

which constitute a community parks and recreation system. Ability to demonstrate 

enthusiasm, motivation and creativity in planning, directing and supervising. Knowledge 

of standards pertinent to the profession. Ability to prepare, analyze and administer 

budgets, projects and operations of a comprehensive leisure services system.   

 

2014 



Quality of Life

Parks and Recreation

The Parks and Recreation Department’s mission is to provide quality recreation 
opportunities for the citizens of Marshfield that are both accessible and affordable, and 
to plan, promote, acquire, develop, and maintain parks and recreation facilities that
enhance the City of Marshfield and meet the recreational needs of the community.

Summary of Services Provided

Parks and Recreation

Manages and maintains the Wildwood Zoo, Oak Avenue Community Center, 
Wildwood Station Building, Marshfield Skate Park, Hefko Swimming Pool, 
Tennis/Racquetball Center, community athletic fields, 280 acres of park land in 
19 parks, over twelve miles of pedestrian/bicycle trails and high quality 
community athletic facilities including six soccer fields, three softball fields, four 
baseball fields, and eight tennis courts.

Provides management and maintenance services for the City owned facilities at 
the Marshfield Fairgrounds Park and works cooperatively with the Central 
Wisconsin State Fair Association and Marshfield Fair Commission to improve the 
facilities and increase utilization of the Marshfield Fairgrounds Park.

Provides activities for all ages in aquatics, athletics, trips, instructional programs, 
and special events.  Provides support services and program assistance to a 
variety of non-city recreation organizations whose programs serve the citizens of 
Marshfield.

Provides management and maintenance services for the Marshfield Senior 
Center and works cooperatively with the Marshfield Senior Citizens Council, 
Marshfield Committee on Aging, Senior Citizens Employment and Training, and 
the Aging and Disability Resource Center of Central Wisconsin to provide
activities and services for older adults including social recreation activities, 
educational programs, and special events.
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DATE:  February 13, 2015 

TO:  Finance, Budget & Personnel Committee        

FROM: Steve Barg, City Administrator 

RE:  Search team for refilling vacant Parks & Recreation Director position   
 

 

Background 

Recently the City’s Parks & Recreation Director, Ed Englehart, submitted his resignation, 

effective March 13
th
, as he decided to retire.  Assuming that the Committee authorizes the 

Human Resources Manager to begin the process of refilling this vacancy in the previous 

agenda item, I would suggest the following persons for consideration for the search team, 

using the recently-adopted policy (copy attached) on recruitment and hiring: 

• Chris Meyer, Mayor 

• Chairperson (or designee) from FBP or BPW, or both  

• Steve Barg, City Administrator 

• Keith Strey, Finance Director 

• John White, Parks & Recreation Committee member 

• Adam Fischer, Manager, Central Wisconsin State Fair       

• Marty Kosobucki, Parks, Recreation & Forestry Director, City of DePere 

 

Recommendation 

I recommend appointment of the above-referenced list of individuals to serve as a search 

team for refilling the Parks & Recreation Director vacancy.       

 

City of Marshfield 

Memorandum 



NEW RECRUITMENT AND HIRING GUIDELINES 
(as modified by the FBP Committee on 1/6/15) 

 
 

 

For City Administrator 

• External/internal recruitment, going well beyond the State of Wisconsin 

• Professional consultant used to solicit and narrow the field of candidates 

• Search team:  Mayor, the Finance, Budget & Personnel chairperson (or his/her designee), 

the Board of Public Works chairperson (or his/her designee), HR manager, and others (a) 

• Search team: interviews finalists (Council members invited to attend) 

• Recommendation by search team, subject to approval by full Council 

   

For department and division heads 

• External/internal recruitment, across the State of Wisconsin, more in some cases  

• Search team: Mayor, the Finance, Budget & Personnel chairperson (or his/her designee) 

and/or the Board of Public Works chairperson (or his/her designee), city administrator, HR 

manager, others (a) 

• Search team: reviews applications/interviews finalists (Mayor & Council invited) 

• Recommendation by search team, subject to approval by full Council 

 

For assistant directors and supervisors  

• External/internal recruitment, across the State of Wisconsin, more in some cases  

• Search team: city administrator, HR manager, department head, and others (a) 

• Search team: reviews applications, interviews finalists, makes final hiring decision 

 

For all other general staffing vacancies  

• External/internal recruitment (per city administrator, HR Manager, dept./div. head) 

• Search team: reviews applications, interviews finalists, makes final hiring decision 

 
 
 

ADDITIONAL NOTES:   

(a) “Others” might include city staff, outside agency representatives, and community leaders 

(b) While external recruiting will occur, we’ll seek to develop employees for future promotion 

(c) To the extent that filling vacant positions requires FBP approval, this practice will continue 

(d) Excludes hiring in police, fire, or library governed by the F&P Commission & Library Board  

 



 

 
 
 
 

DATE:  February 13, 2015 

TO:  Finance, Budget & Personnel Committee        

FROM: Steve Barg, City Administrator 

RE:  Refilling vacant Human Resources Manager position   
 

 

On February 12
th
, Human Resources Manager Lara Baehr tendered her resignation as the 

City’s Human Resources Manager, effective March 6
th
, as she has now accepted a similar 

position with the Marshfield School District.  In preparation for Tuesday’s meeting, I’ve 

attached the current job description and our organizational chart for your review. As I just 

received Lara’s letter of resignation, I’m not yet prepared to request authorization to start 

the process of refilling this vacancy, but I’m bringing this to you now as an informational 

item, and to see if there are preliminary questions or concerns before I bring this forward 

this item for formal consideration at the Committee’s March 3
rd

 meeting.           

 

 

 

 

City of Marshfield 

Memorandum 



 

 

 

JOB TITLE:  Human Resources Manager 
DEPARTMENT: City Administration 
SUPERVISOR: City Administrator 
COMPENSATION GRADE: R 
 

JOB SUMMARY  

 

The position plans, directs, and coordinates the human resource management activities 

of the City to maximize the strategic use of human resources and maintain functions 

such as employee compensation, recruitment, personnel policies, and regulatory 

compliance under the direction of the City Administrator.   

 

JOB DESCRIPTION 

 

Task 
No.  

Description  Frequency 

1. Advises and counsels Department/Division Heads on employment 
policies, discipline and other employment matters. Acts as 
investigator/mediator to prevent liable actions and resolve 
concerns.  Represents and testifies on behalf of the City for all 
employment related grievances and complaints or legal actions. 

25% 

2. Formulates strategy for and represents the City in negotiations as 
spokesperson with bargaining units.  Review, investigate and 
negotiate represented and non-represented grievances.  Prepares 
and testifies for the City on grievance, interest arbitration, and 
EEOC complaints. 

10% 

3. Conducts/oversees recruiting activities including preparation of 
advertisements and employment bulletins; screens applications; 
selects and/or designs and administers employment or promotion 
tests and selection procedures; prepares/conducts interviews; 
conducts reference and background checks; performs additional 
follow-up as needed. Coordinates onboarding of new staff. 

15% 

4. Interprets and administers the City’s personnel policies and 
procedures as well as the contract provisions of various labor 
agreements; recommends changes in personnel policies to the 
City Administrator and Common Council in accordance with 
federal or state laws or regulations as well as emerging personnel 
practices. 

10% 

5. Administers benefit related insurance policies and plans.  10% 



 

Prepares specifications for Request for Proposal for benefit 
related insurance coverage.  Reviews and prepares 
recommendations concerning coverage, scope and adequacy of 
City’s benefit related insurance policies and plans.   

6. Develops, administers and maintains City’s performance appraisal 
and classification/compensation plans. Coaches’ supervisory staff. 

10% 

7. Oversees and represents the City in workers compensation and 
unemployment.  Develops and administers the City’s employee 
assistance program.  Serves as City’s compliance officer for the 
American’s with Disabilities Act, HIPPA Officer (Health Insurance 
Portability Protection Act) (EAP benefit), Equal Employment 
Opportunity/Affirmative Action Officer and 
Discrimination/Harassment Officer. 

5% 

8. Oversees human resources work of Administrative Assistant III.  
Maintains personnel files.  Processes open records requests and 
personnel file review requests. 

5% 

9. Prepares and makes recommendations on human resources 
related budget.  Develops human resources strategic direction 
with input from stakeholders. 

5% 

10. Wellness Coordination 5% 

11. Performs other related tasks.  

 

REQUIRED QUALIFICATIONS 

 

Bachelor’s Degree in Human Resources, Business Administration, or related field. Five 

to seven years’ experience in a human resources/personnel environment with both 

represented and non-represented employees required or any combination of education 

and experience that provides equivalent knowledge, skills and abilities. Ability to 

effectively communicate through oral presentation or in written form required. Master’s 

Degree in Business Administration/ Human Resources Management preferred. 

Experience in negotiating and administering labor agreements preferred.  
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Presentation of staffing report and recommendations (March 11, 2014) 
 

1. Introduction 

• On January 28
th
, Springsted presented its staffing study to the CC  

• Recommendations in 3 categories: staffing, restructuring, process     
      

2. Staffing 

• Add 2 positions (Zoning Administrator, Accountant/Financial Analyst) 

• Add temporary staff to help complete payroll and A/P decentralization  

• Consider 3
rd
 position (Support Technician), dependent upon workload        

• Consider Administrative Services Coordinator, if department is created  

• Recommended actions 

� Add Zoning Administrator & Accountant/Financial Analyst 

� Study the need for Support Technician (for 2015 or beyond)  
 

3. Restructuring 

• Planning & Economic Development 

� Change name to Community Development Department 

� Move GIS Coordinator to Public Works & Engineering   

• Public Works & Engineering 

� Move Inspection Services to Planning & Economic Development  

• Administration 

� Reassign oversight of Airport to Public Works Department 

� Reassign oversight of Cemetery to Parks/Recreation Department 

• General (multiple departments) 

� Create Administrative Services Department to oversee multiple  

departments serving internal customers (Finance, HR, IT, etc.)  

• Recommended actions 

� Create team to study and report to the Council by June 24
th
  

       

4. Process 

• Establish ongoing strategic planning process (Council/staff) 

• Coordinate code enforcement in Community Development 

• Review and address the spatial workflow and relationships 

• Create centralized facility management within Public Works 

• Foster professional development and succession planning 

• Adopt and implement performance measurement system 

• Explore opportunities to partner with other organizations 

• Make greater use of technology to provide City services 

• Periodically assess opportunities for outsourcing services 

• Review and improve the City’s special assessment process 

• Recommended actions 

� Soon after spring election, begin strategic planning process 

� Designate Zoning Administrator to coordinate CE activities 

� Begin work to relocate the Finance Department to one floor 

� Create team to study and report to Council by end of 2014 
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