
  

MEMO  
Department 
To: Finance and Personnel 

From: Finance Director Van Rossum and Human Resources Director Hodge 

Date: 10/20/2025 

Re: 2026 People Operation Plan Job Descriptions and Request material 

 
Background information:  
During the presentation of the 2026 People and Operational Plan on September 2, 2025, the 
Committee requested that staff provide the job descriptions and supporting materials for all 
position requests included in the 2026 Plan. The attached packet includes this information 
for all positions that were recommended and incorporated into the 2026 budget, as well as 
for those that were reviewed but ultimately not being included in the proposed budget. 
 
This follow-up is provided for reference and transparency to ensure the Committee has 
complete documentation of the staffing requests that were evaluated as part of the 2026 
budget process. No additional discussion or action is required unless the Committee has 
specific questions regarding the positions that were requested versus those that were 
approved for funding. 
 
Strategic Plan:  
The People and Operational Plan directly support the City’s Strategic Plan by aligning 
staffing levels and organizational structure with the City’s long-term goals of efficient 
service delivery, fiscal responsibility, and employee development. Each position request was 
reviewed for its alignment to strategic priorities such as enhancing customer service, 
improving operational efficiency, and supporting sustainable growth as well as addressing 
risks to the city.  
 
Budget: 
Four of the Five initial recommended positions are reflected in the 2026 proposed 
budget for consideration. Positions that were reviewed but not included in the 2026 
budget are provided for informational purposes only and do not carry any financial 
impact at this time.  
 



If the Committee wishes to make changes to these recommendations, staff can 
adjust the proposed budget prior to the November 10, 2025, budget deliberation 
meeting or the November 18, 2025, public hearing. 
 
 
Staff Recommended Action:  
No further action is necessary unless the Committee wishes to discuss specific positions or 
reconsider staffing levels in future planning efforts or the 2026 budget cycle. 
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People and Opera onal Plan Posi on Requests for 2026 
Budget  
Each department has identified elevated needs as we look to the future. In response, 
several have submitted position requests for the 2026 budget aimed at addressing 
specific challenges or gaps within their operations. To ensure a clear and consistent 
comparison, each request has been formatted using the same two-page summary 
template, outlining the rationale, impact, and alignment with strategic goals. 
 
The goal of this process is to prioritize these requests in advance of the 2026 
budget development cycle. Doing so allows us to match the most critical needs with 
available funding and ensures that decisions are made strategically rather than 
reactively. 
 
Ultimately, this tool serves as a planning and discussion framework, one that 
supports long-term thinking, encourages alignment with the City of Kaukauna’s 
strategic vision, and helps shape a team structure that best serves the community 
both now and into the future.  Each area has support material for the items on the 
list of considerations. If you’d like additional information on any of the requests the 
department requesting such a position is able to provide more information. 
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People & Operational Plan 2026 Budget Request 
Department: Library 

Submitted By: Ashley Thiem-Menning 

Date: July 21, 2025 

Position Title/Request: Assistant Director 

Background & Justification:  
In 2022, the Assistant Director resigned. Their exit interview cited unsustainable workload as 
a key reason—handling Assistant Director duties, overseeing Youth Services (without a 
Youth Services Librarian), and assisting with Communications needs. At the time, only two 
librarians—both in administrative roles—were also covering responsibilities of Youth and 
Adult Services, creating strain.  

The Library Board reallocated the position’s salary to hire a Youth Services Librarian and 
convert a part-time Communications role to full-time. This alleviated concerns regarding 
workload to move toward the reinstatement of the Assistant Director, as solely Assistant 
Director. 

The position remains listed in the current budget books unfilled. As the Library moves 
forward with its long-range staffing plan, the Director remains the sole supervisor for a staff 
of more than 20. In contrast, other City departments—such as Police, Fire, and DPW—have 
multiple supervisory roles. Without an Assistant Director, no other staff can make 
administrative decisions when the Director is unavailable, despite the Library operating 61 
hours per week and serving an average of 109,000 annual visitors. 

Strategic Alignment:  
This position enhances the Library’s ability to deliver responsive programs, services, and 
outreach. It also supports community connection—Library door count is already up 5% from 
January to May 2025 over the previous year. This position also reduces the risk of burnout 
for the Library Director by sharing leadership responsibilities. Lastly, the position would 
improve internal support by adding a second supervisor available to both Library and City 
staff.  

Hiring the position back aligns with goals around people management. Following analysis—
including findings from the Assistant Director’s 2022 exit interview—it was clear that the 
dual role of Assistant Director and de facto Youth Services Librarian was unsustainable. 
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This proposed structure supports a healthier work environment and stronger retention. It 
also enhances the Library’s role in supporting a vibrant local economy by providing 
welcoming, literacy-rich spaces and free community resources. 

Operational Benefit:  
Adding this position significantly improves communication, culture, and workflow. With the 
Director currently responsible for all supervision, workload limits the ability to maintain 
regular staff coaching. A second supervisor ensures more frequent check-ins, better staff 
development, and more consistent procedures across the organization. An increase in staff 
also aligns with the Library Strategic Plan. 

Risk of Not Funding 
Currently, there is no formal designee with managerial authority to represent the Library at 
Board meetings, City or System Director meetings, or to handle tasks such as performance 
reviews, payroll, timesheet management, or operational decisions beyond the Director. The 
Director must personally respond to building issues during all 61 open hours each week. 

This has affected the Director’s ability to take meaningful time off from work. Even while on 
vacation or sick, staff reach out due to time-sensitive or incident-driven needs and there are 
deadlines that must be maintained regardless of vacation/sick status. At times, coverage 
gaps occur—affecting both internal operations and public service. For example, patron 
account issues requiring Director review often remain unresolved until their return. 

Budget Impact:  
The Assistant Director is a fulltime, salary position. Anticipated cost with benefits: $138,450. 

Alternatives Considered: The Library could transition the current Adult and Youth Services 
positions to Librarian II to add supervisory duties. However, this would increase their 
workloads without the additional support staff in place to help with programs, collections, 
and services in their respective department and would not alleviate the number of current 
direct reports for the Library Director.    
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Position Description 

Job Title: Assistant Library Director 
Department: Library 
Reports To: Library Director 
Supervises: Library Staff 
Position #: Revision Date: September 17th, 2025 
Pay Grade: FLSA: Exempt 

POSITION SUMMARY 

Under supervision of the Library Director, the Assistant Director helps manage the library’s daily 
operations, directs programming for all ages, supervises staff as assigned, develops the library 
collection, and provides administrative support as needed.  The Assistant Director acts as the 
direct supervisor of the library in the absence of the Director. This position is expected to work 
a standard workweek of 37.5 hours and participate in various meetings and work-related 
functions outside the standard workweek.  

PRIMARY RESPONSIBILITIES 

• Assists the Library Director in recommending and preparing library policies and
procedures.

• Supervises and trains library support staff, ensuring efficient and effective service
delivery.

• Assists with the preparation of the annual budget and manages budget lines for
programming, collections, and marketing.

• Serves as a public representative of the library, building partnerships with schools,
community organizations, and other institutions.

• Develops and oversees programming for all ages, expands outreach opportunities, and
coordinates library marketing efforts.

• Manages collection development, including material selection and subject area growth.
• Prepares monthly reports for the Library Board on library services and program

effectiveness. 
• Provides direct assistance to patrons in all areas of public service, including service desk

duties as needed.
• Performs other duties as assigned.
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REQUIRED QUALIFICATIONS 

• Master of Library Science from an American Library Association institution
• A minimum of five (5) years’ experience working in public libraries.

PREFERRED QUALIFICATIONS 

• Strong understanding of public library principles, operations, and services.
• Ability to direct, supervise, and evaluate the work of others.
• Strong oral and written communication skills to lead teams and interact with the public.
• Ability to foster collaboration, resolve conflicts, and maintain a positive work

environment.
• Excellent time management, prioritization, and the ability to handle multiple tasks and

demands effectively.
• Skill in using computer software, managing electronic resources, and troubleshooting

technical problems.
• Ten (10) hours of continuing education annually to maintain professional development.

PHYSICAL REQUIREMENTS 

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 essential 
functions.   

While performing the duties of this job, the employee is regularly required to sit and use hands 
to finger, handle, or feel. The employee is frequently required to talk or hear. The employee is 
required to stand and walk. The employee must regularly lift and/or move up to 50 pounds.   

Specific vision abilities required by this job include close vision and the ability to adjust focus.  

WORK ENVIRONMENT 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and the risk of electrical shock.   

The noise level in the work environment is usually quiet to moderate.  

Employee Acknowledgement: _____________________________ Date: __________________________ 

6



Library 
Director

Assistant 
Library 

Director

Technology 
Coordinator

Library 
Assistants (9)

Youth 
Services 
Librarian

Adult 
Services 
Librarian

Local 
Historian

Administrative 
Assistant

7



 
People & Operational Plan 2026 Budget Request 

 
Department: Public Works 

Submitted By: John W. Neumeier, Director of Public Works/City Engineer 

Date: 7/17/2025 

Position Title/Request: Parks and Facilities Subforeman 

Background & Justification:  
An increasing demand and focus on our parks and trails, both the number and size of our 
added buildings/facilities, and the growth of the city over the past several years has shown 
us the need to have staff that is more focused on our parks and facilities areas rather than 
utilizing only a mix of staff and only when available. The Parks and Facilities Subforeman 
will give the current infrastructure and the continuing growth of the same, the attention it 
needs to keep our new park improvements as an asset, to keep our new buildings looking 
and operating in good condition, to provide a steady contact point for various city 
department maintenance needs, facility management including coordinating contracted 
services, providing a single contact for park and facility maintenance, and in addition, 
providing a regular contact for sports groups, event organizers, and residents to host events 
in city parks and facilities. The position will also help coordinate maintenance of the over 50 
city managed stormwater ponds and biofilters to help maintain municipal separate storm 
sewer system (MS4) compliance.  The position looks to keep parks, facilities, and events, 
cores of our community while also providing some relief to other departments and 
positions.  
 
The position would be responsible for daily oversight of the current Parks Department 
including four Park Tech positions, one extended/limited-term Seasonal Laborer, and all 
(nine currently) regular Seasonal Laborer positions. We also anticipate a small re-alignment 
where the one existing janitor/facilities position would fall under Parks and Facilities 
Subforeman. The current four Park Tech positions are recommended to be maintained, 
which means that an additional staff hire would be needed to fill the new position or backfill 
the current role from an internal promotion in a Grade 10 (Park tech or Laborer). This 
addition of one full-time employee (24 to 25) would be the first added position to the Street 
Department in over 40 years. 
 
Strategic Alignment:  
The Parks and Facilities Subforeman position will help make us a Community of Choice, by 
increasing public and park open space attendance as called for in the strategic plan; “In 
order to be a community of choice, we believe we need to continue to enhance our parks 
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and public open spaces.” We envision this need to include keeping all our public facilities in 
good condition and to better plan improvements to facilities and parks.  
 
Operational Benefit: This position will provide reduced workload on the street foreman for 
scheduling and oversight, allowing more attention and tutoring for inexperienced newer 
staff, better management of daily/weekly jobs, increased availability for small construction 
and street maintenance projects, and provide better oversight of parks and seasonal labor. 
The current trial position has also taken the lead as contact for athletic clubs and some 
special events and would continue to develop that role, taking tasks from both Street 
Department management and Community Enrichment (Rec). Finally, the position will help 
develop the framework and SOP for purchasing and contractual services, leading to less 
time and coordination of these tasks by other department heads and efficiencies of 
grouping contracts for similar services.  
 
Risk of Not Funding We see this position as a need for the existing size, trending growth, 
and strategic direction of the city. The question is not if we need additional staff focused on 
parks and facilities, but when we need the position to start. The recent and upcoming major 
investments into the parks system tell us the time is now. From a facilities side, we are 
seeing our “new” buildings being a decade old and starting to need more rehabilitation and 
replacement maintenance, not just regular upkeep and cleaning. From a strategic plan view, 
the efforts to optimize service contracts and find efficiencies across departments has 
traction but needs direction and a staff more focused on the task. If we do not add this or a 
similar position soon, we risk a backslide or a reduction is services.  
 
Budget Impact: $110,000 Proposed General Fund, Street Maintenance budget, plus 
additional requests as noted below. Some tasks could also be funded by Stormwater Utility. 

- Cell reimbursement ($25/month or as updated), 
- Additional seat/license for Microsoft suite  
- Add second Gator/Utility type vehicle (unrealized trade-in value of a 2011 Gator unit, 

estimated at $5-8,000 currently planned in 2026) 
- Future work truck (currently proposed to continue using/sharing truck #1 for one to 

two years. Possible addition of new fleet vehicle in 2028 could be $45-55,000) 
 

Alternatives Considered:  
 

1) No Change – We see reduction in service and increase in stress in public works 
management as the city grows and assets increase in number but could lose value 
due to reduced maintenance over time.  

2) Temporary/Seasonal Subforeman Position The current trial of a subforeman, has 
already shown to be beneficial, and included an increase in seasonal staff hours to 
help backfill regular daily tasks. However, it has not allowed for time or resources to 
address additional facilities related tasks as outlined in the job description, or to 
provide community involvement/volunteer programs, or to focus on larger 
administrative/planning tasks. 
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Position Description 

Job Title: Parks Foreman 
Department: Public Works 
Reports To: Street Superintendent 
Supervises: Parks Technicians, Janitor/Facilities, and Seasonal Laborers 
Position #: Revision Date: September 22nd, 2025 
Pay Grade: FLSA: 

POSITION SUMMARY 

The Parks Foreman leads city-wide maintenance of parks, recreational facilities, and public 
spaces, ensuring safe, clean, and functional environments. This role manages crews, 
equipment, schedules, and event setups, while performing administrative, supervisory, and 
hands-on tasks. It supports coordination between the Street and Parks Department, public 
groups, and volunteer organizations.  

PRIMARY RESPONSIBILITIES 

• Serve as the primary contact for coordinating field and park maintenance, including
responding to maintenance requests.

• Oversee inspections and upkeep of parks, playgrounds, lawns, landscaping, and planting
areas across city properties.

• Direct forestry operations such as planting, weed control, and general tree care.
• Maintain and operate specialized equipment used in park and facility maintenance.
• Manage crews responsible for janitorial tasks, garbage removal, mowing, trimming,

edging, and snow/ice removal.
• Supervise and schedule assigned staff, adjusting for absences and operational needs.
• Assist in hiring, training, and scheduling staff for maintenance roles.
• Coordinate setup and takedown of rentable spaces for events, festivals, and community

programs in collaboration with Community Enrichment.
• Complete administrative tasks including recordkeeping, reporting, and procedural

documentation. 
• Liaise with other departments, public groups, and volunteers; oversee pest control,

fertilization, and landscape/hardscape projects.
• Other duties as assigned.
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REQUIRED QUALIFICATION 

• High school diploma or equivalent; or any equivalent combination of education, 
training, and experience.  

• Minimum of seven (7) years of progressive experience in public works (e.g., streets, 
sewers, parks, refuse collection, buildings, and grounds). 

• Three (3) years of Park Technician experience related to bathroom/garbage, weed-
trimming, mowing, edging sidewalks and curbs, weeding, trimming trees, etc. 

• One (1) year of supervisor experience. 
• Valid commercial driver's license with endorsements in the State of Wisconsin. 

 

PREFERRED QUALIFICATIONS 

• Basic knowledge of horticulture, landscaping, grounds maintenance, and building 
systems repair—including carpentry, plumbing, and electrical—with proficiency in hand 
tool use, chemical safety, and adherence to safe work practices across diverse 
environmental conditions. 

• Familiarity with laws and regulations relevant to Streets and Parks Department 
operations. 

• Ability to plan, organize, and supervise staff 
• Ability to organize, prioritize, and manage daily work assignments and the ability to 

work under pressure. 
• Strong communication skills, both verbal and written, to develop and maintain effective 

public and employee relations. 
• Ability to use Microsoft Office (Excel, Word, and database applications). 
• Commercial Pesticide Applicator Certification 
• Aquatic Facility Operator Certification 

 

PHYSICAL REQUIREMENTS 

The physical requirements of this position include the ability to walk, stand, and sit for 
extended durations, as well as occasionally bend, kneel, or squat to perform essential job 
functions. The role involves lifting and carrying objects ranging from 5 to 60 pounds and 
requires the capacity to work in diverse environmental conditions, including exposure to 
varying temperatures and weather.  

 

WORK ENVIRONMENT 

The work environment for this position involves exposure to both indoor and outdoor 
conditions, including extreme temperatures, inclement weather, and uneven terrain. Tasks may 
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be performed near moving equipment, chemicals, herbicides, and other potentially hazardous 
materials. The role requires strict adherence to safety protocols, use of personal protective 
equipment when applicable, and awareness of occupational hazards to ensure a safe and 
compliant working environment. This position does have extra-time requirements as well as on-
call responsibilities. Additionally, this position is the 24-hour third point of contact, behind the 
Street Superintendent and Street Foreman. 

Employee Acknowledgement: _____________________________ Date: __________________________ 

The above statements reflect the general details necessary to describe the principal functions of the position but 
should not be construed as a detailed description of all possible work functions and requirements that may be 
possible in the job. 
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People & Operational Plan 2026 Budget Request 
Department: Human Resources (Communication) 

Submitted By: Andrea Fencl 

Date: 7.15.2025 

Position Title/Request: Social Media Specialist 

Background & Justification: Not only does social media act as a channel for us to 
communicate updates and news to our community, it provides other benefits such as: 
increased brand visibility, free or low-cost marketing, job recruiting, helps build trust in local 
government, and gives us the opportunity to showcase services. 
Our social media posts primarily consist of general updates, holidays, some recognition 
days, and job opportunities. This has allowed us to have a constant presence on social, 
however if we want to fully reap the other benefits mentioned above, we will need someone 
who is dedicated to crafting creative posts that capture people’s attention, educate, and 
entertain. 
Currently the Administrative Coordinator assists the Marketing and Communications 
Manager with managing the City Hall Facebook profile. The Marketing and Communications 
Manager primarily manages the City Hall Facebook and Instagram profiles. Several people 
including the Community Enrichment Coordinators and the Recreation Administrative 
Coordinator manage the various Community Enrichment & Recreation profiles (with the help 
of the Marketing and Communications Manager). Social media is not their main job duty 
and having 4+ people involved slows efficiencies and creates missed opportunities. 
Ideally the Social Media Specialist would be responsible for the management of City Hall’s 
three main accounts and will provide additional support to Community Enrichment and 
Recreation for their event pages and feature posts. Specific duties would include content 
creation, scheduling and posting, audience engagement, social listening, analytics and 
monitoring, social media advertising, and strategy development (with the assistance of the 
Marketing and Communications Manager). 

Strategic Alignment: By enhancing our external communication, different platforms have 
the ability to build on other aspects of our strategic plan: 

• Advance our Community of Choice with Facebook and Instagram
o Updating the public in times of crisis helps promote a safe community
o Highlighting city services to build trust and public advocacy online
o Promoting our parks and public spaces helps increase attendance
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o Promoting growth and development opportunities brings more growth and
development opportunities, creating a vibrant economy for all who live, work
and play in Kaukauna

• Advance our People Management Plan with LinkedIn
o Marketing open positions, workplace culture, benefits, and building up the

reputation as a great place to work advances our recruiting plan.

Operational Benefit: Having a Social Media Specialist will begin to centralize our 
communication efforts to one area/department. This will lead to more cohesive messaging. 
This position will also allow us to better highlight the city’s services, creating more trust and 
public advocacy for the city. This will also allow the Marketing and Communications 
Manager to focus on other aspects of the position such as strategic plan items, updating 
and maintaining the website (including form and PDF remediation to be web accessible to 
WCAG AA standards by the 2027 deadline, and merging the 1000 Islands website), 
updating/maintaining content for the intranet, creating more frequent press releases, etc. 

Risk of Not Funding: The city may not be fully web-compliant with our forms and PDFs by 
2027, which could lead to the city being sued. Longer wait times on website updates and 
mergers. Some high-level social media strategy items not being realized such as further 
showcasing city services, video content, and more involved recruitment tactics. Missed out 
revenue from increased tourism, difficulty recruiting. 

Budget Impact: Average salary for a full-time Social Media Specialist in Wisconsin is 
$57,553. If you add the full benefits package, the total would be $85,553. These funds would 
come from the General Fund levy. 

Alternatives Considered: As mentioned, the Administrative Coordinator assists with 
managing the City Hall Facebook profile. This does not account for the City Hall Facebook 
profile nor Instagram profile. The Community Enrichment Coordinators and Recreation 
Administrative Coordinator manage the various Community Enrichment & Recreation 
profiles. Social media is not their main job duty and having 4+ people involved slows 
efficiencies and creates missed opportunities. 
A social media management tool has been implemented to help increase efficiency for City 
Hall, Library, and Recreation. This has helped multiple departments with managing posts, 
however, this does not impact content strategy nor creation. 
We could invest in digital tools to help prepare the city for WCAG AA web compliance 
standards for 2027 so it isn’t a manual process. I’ve obtained a quote for several tools, and 
will be looking into additional options: Approximate total cost: $26,570 for the first year, with 
an annual recurring service cost of $21,570 (plus an annual 5% increase beginning the 
second year). 
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Position Description 

Job Title: Social Media Specialist 
Department: HR/Communications 
Reports To: Marketing and Communications Manager 
Supervises: None 
Position #: Revision Date: September 17th, 2025 
Pay Grade: FLSA: 

POSITION SUMMARY 

The Social Media Specialist creates and manages content to support marketing goals, runs ad 
campaigns, analyzes performance, and engages with the public. Requires an associate’s degree 
and experience with social media tools and design. They collaborate across departments to 
ensure messaging aligns with broader strategies. Strong writing, design, and data interpretation 
skills are key to success in this role. 

PRIMARY RESPONSIBILITIES 

• Design graphics, produce videos, photograph events, and write captions.
• Research relevant topics and engage with the public to inform content.
• Schedule and publish posts to align with communication strategies.
• Collaborate with the Marketing and Communications Manager and department leaders

to integrate social media into broader marketing plans.
• Respond to comments and messages with professionalism and empathy.
• Share inquiries with appropriate departments when answers are unknown.
• Create and manage boosted posts and targeted ad campaigns for recruitment and event 

promotion. 
• Monitor community groups and postings to identify concerns, engagement

opportunities, and competitive insights.
• Review social media metrics quarterly to evaluate performance and guide

improvements.
• Other duties as assigned.

REQUIRED QUALIFICATIONS 

• Two (2) year Associate's Degree in graphic design, marketing, communications,
journalism, or a related field
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• One (1) year of work experience in graphic design, marketing, communications,
journalism, or a related field.

PREFERRED QUALIFICATIONS 

• Proficiency in graphic design tools and video editing software (e.g., Canva).
• Familiarity with social media management tools (e.g., Sprout Social).
• Strong writing skills with the ability to craft engaging, on-brand messaging across

platforms.
• Ability to interpret analytics and translate data into actionable insights.
• Knowledge of current social media trends, algorithms, and best practices.
• Excellent interpersonal and customer service skills, especially in online engagement.
• Comfortable working collaboratively across departments and with leadership.
• Ability to manage multiple projects and deadlines in a fast-paced environment.

PHYSICAL REQUIREMENTS 

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 essential 
functions.   

While performing the duties of this job, the employee is regularly required to sit and use hands 
to finger, handle, or feel. The employee is frequently required to talk or hear. The employee is 
occasionally required to stand and 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 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and the risk of electrical shock.   

The noise level in the work environment is usually quiet to moderate.  

Employee Acknowledgement: _____________________________ Date: __________________________ 

The above statements reflect the general details necessary to describe the principal functions of the position but 
should not be construed as a detailed description of all possible work functions and requirements that may be 
possible in the job. 
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People & Operational Plan 2026 Budget Request 
Department: Human Resources 

Submitted By: Elisa Hodge, HR Director 

Date: 7/17/2025 

Position Title/Request: HR Coordinator 

Background & Justification:  
The human resources [HR] function consists of several functional areas in a department of 
one person. Previously, the payroll position was payroll and human resources, and reported 
to the HR Director. When this position was changed to report into Finance, it reduced the 
experienced knowledge within the HR function to only one person. With the number of 
departments, locations, processes, and employees who, in some cases, are working 
evenings, weekends, overnight, and holidays, the volume of work within HR is unsustainable 
by one person.  Timely responses, initiatives, management of manual processes, and 
maintaining compliance are all put at risk by continuing the staffing of HR with only a single 
person. The summer HR Intern was able to assist in catching up on filing, record retention, 
and organization that otherwise are not adequately maintained due to prioritizing employees 
and servicing those questions and processes.  

Strategic Alignment:  
"Create a People Management Plan"—developing the processes and procedures for 
standardized staffing assessments, regular and routine compensation review, performance 
management, targeting recruiting plans for hard-to-fill positions, and creating an employee 
engagement plan all need dedicated time and attention. The current workload does not 
allow for those projects while maintaining the day-to-day operational needs of employees. 

Operational Benefit:  
The addition of an HR Coordinator would increase turnaround times for employee services 
and processes and would allow time for projects that increase employee satisfaction to be 
completed. The previous HR Director noted in 2023 that the staffing level of HR did not 
allow for all activities to be sufficiently completed to avoid burnout, missing deadlines, or 
not being able to act on making progress with initiatives and improvements that have been 
asked for by departments and employees.   

The previous HR Director had to engage with consultants on projects such as the 
performance management restructuring, compensation evaluation, and employee handbook 
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updates. These costs will again be necessary for future maintenance if the staffing remains 
at one person. 

Risk of Not Funding 
The risk of not adding additional staffing to HR is the extra costs of future consultants to 
address projects that cannot be completed internally due to a lack of resources. There is an 
increased risk of delays in processing the manual updates to benefits, recruiting, employee 
data, open enrollment, compensation planning, and performance management. Safety 
planning, training, and process improvement projects lack attention and prioritization 
without additional staffing resources for HR.  

Budget Impact: Funding for this position would come from the General Fund levy, with an 
estimated annual cost of $87,000, including full benefits. This would be an ongoing 
expense. Since 2022, the City has spent approximately $58,800 on contracted HR support 
and special projects such as the compensation study and performance evaluation 
framework. Bringing these responsibilities in-house would reduce reliance on outside 
consultants and result in cost savings over time. 

Alternatives Considered:  
A summer HR Intern was used for 2025 and was useful in catching up on the basics of filing 
and cleaning up documents. This is a very short-term solution for the most basic 
administrative tasks that occur year-round. These types of tasks will fall to the side again 
during the “school year” when there isn’t the capacity.    

The Payroll Coordinator assists with some HR activities but reports into Finance and is 
classified as exempt. Placing the administrative HR functions more on the Payroll 
Coordinator would likely end up reducing the classification to non-exempt and re-evaluating 
the compensation for the position. A job analysis of the work in Finance/Accounting is being 
reviewed for where processes and functions should sit with the different positions. The risk 
of having the Payroll Coordinator take on more of the HR actions, such as job and pay 
changes, is that segregation of duties is not taken into account for the appropriate checks 
and balances. Support from the Payroll position is helpful, but does not have sufficient 
capacity or expertise within HR to drive the projects, manage the processes and 
enhancements, or to take on the volume of supporting administrative tasks within the HR 
function under the HR Director.  

At a minimum though, if a full-time HR Coordinator is not able to be approved for the next 
year’s budget, continuing the HR Intern for summer 2026 will be requested.  
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Position Description 

Job Title: HR Coordinator 
Department: Human Resources 
Reports To: HR Director 
Supervises: n/a 
Position #: Revision Date: 8/2025 
Pay Grade: FLSA: Non-Exempt 

POSITION SUMMARY 

Under the direction of the Human Resource Director, the Human Resources Coordinator 
provides the best possible administrative and technical assistance in support of human 
resources, following company policies and procedures.  

PRIMARY RESPONSIBILITIES 

• Coordinate recruitments through managing job postings, communicating with hiring
managers and applicants to schedule interviews, conduct phone screenings, pre-
employment requirements, and drafting job offers.

• Coordinate the employment process, including onboarding and ensuring the accurate
and timely completion of all required new employee paperwork and its entry into the
HR system.

• Complete accurately and according to schedule, all required reports, such as compliance
filing, injury logs, overage dependent benefit changes, residency, tuition
reimbursement, benefit coverage, etc.

• Enter all automatic wage progression rate increases into the HR system.
• Update all employee changes in the system, such as pay changes, marital status, job

transfer, reclassification, etc.
• Complete first report of injury forms, ensuring completeness and accuracy.  Maintain

the safety incident log. Distribute all required injury and insurance carrier reports and
information to the appropriate persons.  Follow up on all injuries with the employee and
doctors. Organize and maintain all injury files accurately.

• Monitor the orientation period for new employees and schedule and conduct benefit
meetings. Ensure new employees complete all benefit paperwork accurately and follow
up on late paperwork. Process all completed paperwork according to procedures.

• Complete leave of absence paperwork. Track all leave of absence hours used. Manage
necessary recertifications.

• Prepare retirement and COBRA paperwork for separating employees and dependents.
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• Support and track open enrollment.
• Maintain job descriptions and necessary updates.
• Assist in conducting investigations, documenting results, and preparing communication.
• Coordinate research for competitive wages and benefits.
• Coordinate the performance management process including updating reviews,

coordinating training with employees and managers, and monitoring completion rates
within deadlines.

• Prepare job postings, letters, memos, correspondence, charts, graphs, etc., for the
department and supervisors as needed.  Schedule meetings, notifying attendees, and
coordinating locations, etc.

• Continually manage HR documents to ensure forms, documents, policies, etc. remain up
to date with current information and in standard format.

• Act as the technical resource to address and resolve inquiries and problems related to
the human resources function.

• Verify employment of employees as requested. Follow up on all unemployment cases.
• Complete and maintain all required paperwork, records, documents, etc. and manage

the appropriate record retention and destruction of documents according to policy.
• Follow and comply with all safety and work rules and regulations. Maintain

departmental housekeeping standards.

QUALIFICATIONS 

• Requires four years of high school and one to three years of related experience; or a
combination of education and experience. An Associate’s Degree in Human Resources
or a related field is strongly preferred.

• Ability to read and interpret documents such as safety rules, employee policies and
procedures, union contracts, handbooks, and benefit information. Ability to prepare
routine reports and correspondence. Ability to communicate effectively with employees
at all levels of the organization.

• Ability to add, subtract, multiply, and divide in all units of measure, using whole
numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent.

• Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form. Ability to deal with problems involving several concrete
variables in standardized situations.

PHYSICAL REQUIREMENTS 

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 essential 
functions.  
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While performing the duties of this job, the employee is regularly required to sit and use hands 
to finger, handle, or feel. The employee is frequently required to talk or hear. The employee is 
occasionally required to stand and walk. The employee must occasionally lift and/or move up to 
10 pounds.  

Specific vision abilities required by this job include close vision and the ability to adjust focus. 

WORK ENVIRONMENT 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and the risk of electrical shock.  

The noise level in the work environment is usually quiet to moderate. 

Employee Acknowledgement: _____________________________ Date: __________________________ 

The above statements reflect the general details necessary to describe the principal functions of the position, but 
should not be construed as a detailed description of all possible work functions and requirements that may be 
possible in the job. 
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People & Operational Plan 2026 Budget Request 
Department: Planning and Community Development 

Submitted By: Dave Kittel 

Date: 7/17/2025 

Position Title/Request: Building Inspector  

Background & Justification:  
2Kaukauna is experiencing rapid growth, with over 1,100 new residents since 2020 and a 
surge in housing development. This has led to a significant increase in permit volume—over 
1,000 annually—straining the city’s lone inspector and requiring costly contracted services. 
A second full-time inspector would improve service, support code enforcement, reduce 
reliance on contractors, and ensure continuity during staff transitions. A 2021 study also 
recommended this addition to align with peer communities and maintain service quality. 

Strategic Alignment:  
This staffing request aligns with the Strategic Plan in the objective for improving Internal 
and External communication by providing the needed staff to respond to inquiries as quickly 
as possible.  As well in creating a community of choice where one of the tactics is to 
increase the number of housing units by 120 each year, an additional inspector will support 
the review of the plans and inspections of new residential units in a timely fashion.  

Operational Benefit:  
A second inspector will allow our current inspector to focus on commercial licensing which 
will long-term assist in better service and reduce expenses in contracting. Increase in 
response to permit inquiries, ability to handle the increased inspection volume with new 
construction and overall growth of the municipality. Cross department benefits for storm 
water inspections and additional assistance with code enforcement as well. The additional 
position will then allow for Planning staff to focus more time on other efforts such as long-
term planning, grants, economic development, ordinance review, floodplain management 
and new ideas to continue making Kaukauna a place people want to live, work and play in. 

Risk of Not Funding  
Not funding this position risks staff burnout and delays in service to residents and 
contractors. Over time, this could hinder development, as developers prefer municipalities 
that process permits efficiently. Missed or delayed inspections are another concern. If not 
completed within 48 hours, contractors may proceed without oversight, increasing the risk 
of costly rework. Additionally, the city lacks backup coverage if an inspector leaves, leaving 
inspections unstaffed during transitions. Adding a second position would reduce these 
risks, ensure service continuity, and support long-term development goals. 
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Budget Impact:  
See below table for a financial breakdown on the additional positions: 

Building Inspector Position Cost 
Estimator  

Data 
Pay Rate 
Hours per Week 
Salary $65,000.00 
WRS $4,543.50 
Social Security $4,972.50 
Works Compensation $2,457.00 
Residency Incentive $3,900.00 
Health Insurance $28,000.00 
Total City Cost to Hire $108,873.00 

To help offset operating costs, funding will be partially supported through permit fees. A 
new fee schedule will be proposed for 2026, which includes adding fees to existing 
processes such as site plan reviews. 
Hiring an additional inspector is expected to reduce long-term contracting expenses. In 
2024, the City spent approximately $111,614.05 on contracted inspection services. Of this: 

• $10,000 was for UDC inspections during staff vacations or periods of high demand.
• $50,000 was for basic structural commercial inspections.

By hiring an additional inspector, we could immediately save around $10,000 annually. 
Further savings are expected as our current inspector finalizes certification for commercial 
inspections, potentially reducing contracted services by another $50,000. 
Some contracted services will still be necessary for specialized inspections (e.g., plumbing, 
electrical, HVAC). However, total savings could reach $60,000 annually after the first year—
offsetting roughly half the cost of a new inspector. 
Additional revenue from fee adjustments could include: 

• A new $500 site plan review fee, generating approximately $2,500/year.
• A $20 increase in deck permit fees, generating about $400/year.
• New permit requirements for paving/patios, estimated to bring in $600/year.

In total, these fee changes could generate $3,500–$5,000/year, with potential for more 
pending a full fee review. Combined with reduced contracting costs, we 
estimate $71,500/year could be used to offset the cost of the new position over time with 
about $21,500 in the first year. 

Alternatives Considered:  
To manage workload, the city has implemented online permitting and scheduling tools, and 
planning staff have taken on additional responsibilities. While these measures have 
improved efficiency, they haven't fully addressed the strain. Staff remain overextended, and 
the city increasingly relies on costly and limited contracted inspection services. Ultimately, 
the workload is too much for one person to handle sustainably.  
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Position Description 

Job Title: Building Inspector 
Department: Building Inspection 
Reports To: Director of Planning and Community Development 
Supervises: None 
Position #: 052 Revision Date: June 19, 2025 
Pay Grade: FLSA: Exempt 

POSITION SUMMARY 

The Building Inspector is responsible for enforcing the City's building and zoning codes by 
reviewing permit applications, issuing permits, conducting inspections, and granting occupancy 
approvals. This role holds municipal police authority to issue citations for code violations and 
land use-related infractions.  

PRIMARY RESPONSIBILITIES 

Details 

• Serve as the City's primary commercial, commercial electrical, and residential building
inspector.

• Review building plans and site submittals for compliance with all applicable local and
state building codes and zoning ordinances.

• Inspect building construction for compliance with local zoning and state and local
building codes, and issue occupancy permits where applicable.

• Support the Planning and Community Development Department with zoning and site
plan review.

• Provide technical assistance to the City's Plan Commission, Business and Industrial Park
Commission, Board of Appeals, Building Construction Board of Review, Fire Inspections,
and Kaukauna Common Council.

• Assist the Fire Department with fire inspections and compliance/follow-up on Fire Code
violations.

• Administer and conduct associated inspections of the Municipal Sign Ordinance.
• Monitor complaints and issue orders to ensure code compliance for public health,

safety, and welfare.
• Provide liaison duties with county health officials regarding proper health code

standards.
• Assists City departments with their annual budget.
• Perform other duties as assigned.
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REQUIRED QUALIFICATIONS 

• High school diploma or higher, with at least three years of experience in comprehensive
building inspection across industrial, commercial, and residential sectors.

• Certified in all trades under the Uniform Dwelling Code (UDC), including construction,
electrical, and HVAC, along with State of Wisconsin commercial and commercial
electrical certifications.

• Strong knowledge of building codes, laws, ordinances, and regulations, as well as
construction practices, methods, and equipment.

• Skilled in identifying code violations through detailed inspections.
• Proficient in reading and interpreting architectural plans and construction specifications.
• Capable of performing administrative tasks such as budgeting, recordkeeping, and

reporting.
• Effective verbal and written communication skills for interacting with the public, staff,

and responding to inquiries or complaints.
• Basic proficiency with computer programs, including Microsoft Office Suite.
• Must have a valid Wisconsin State Driver's License.

PREFERRED QUALIFICATIONS 

• Ability to organize, prioritize, and manage daily work assignments and the ability to
work under pressure.

• Ability to communicate both verbally and in writing to establish effective public and
internal work relationships

PHYSICAL REQUIREMENTS 

• Tolerance for working in varied weather conditions, including extreme heat or cold.
• Sufficient visual acuity to perform job duties accurately and safely.
• Ability to perform physical activities such as bending, kneeling, squatting, and climbing.
• Capability to stand and walk for extended periods.

WORK ENVIRONMENT 

• Works both indoors and outdoors in various weather conditions.
• Regularly visits construction sites, including uneven terrain and partially completed

structures.
• May encounter dust, noise, and other typical construction site hazards.

Employee Acknowledgement: _____________________________ Date: __________________________ 

The above statements reflect the general details necessary to describe the principal functions of the position but 
should not be construed as a detailed description of all possible work functions and requirements that may be 
possible in the job. 
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People & Operational Plan 2026 Budget Request 
Department: Finance and Clerk 

Submitted By: William Van Rossum 

Date: 07/18/2025 

Position Title/Request: Covert Accounting Specialist – AR to Full-time 

Background & Justification: The City’s financial operations continue to grow in complexity, 
with increasing demands for analysis, compliance, and strategic insight. This request 
proposes expanding the existing part-time Accounting Specialist – Accounts Receivable role 
to a full-time position to better support these evolving needs. 

Many City decisions, from budgeting to program implementation—would benefit from a 
deeper analysis of the data already being collected. With additional staff capacity, the 
Finance Department would be better positioned to provide timely, meaningful insights that 
help ensure taxpayer dollars are being used as effectively as possible. 

As operations and staffing levels across departments have expanded, the support capacity 
within shared services has not kept pace. This expanded position would provide greater 
coverage during peak operational periods—such as elections and tax collection—while also 
enabling the department to conduct follow-up evaluations on past decisions to assess 
outcomes and identify improvement opportunities. 

Strategic Alignment: This request supports multiple pillars of the City’s Strategic Plan, 
including Operational Excellence, Financial Stewardship, and Community Engagement. By 
expanding the Accounting Specialist – AR role to full-time, the City can enhance its internal 
controls, strengthen financial reporting, and improve data-driven decision-making. These 
improvements align with best practices for responsible government operations and promote 
long-term fiscal sustainability. The added capacity will also support transparency and 
accountability in how public funds are allocated, ultimately reinforcing public trust and 
confidence in City services. 
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Operational Benefit: Expanding this role to full-time will enhance the City’s ability to deliver 
accurate, timely, and actionable financial information. With greater capacity, the department 
can improve budget-to-actual reporting, strengthen compliance with state and tax reporting 
requirements, and provide more consistent support during peak operational periods. The 
additional support will also create opportunities to analyze procurement trends, track fixed 
assets more effectively, and contribute to more efficient use of our accounting software 
implementation and optimization. Expanding this role will also strengthen financial controls 
by improving the separation of duties, which are currently limited due to staffing constraints. 

Overall, the added bandwidth will allow the Finance Department to shift from primarily 
transactional work to a more strategic role, offering insights that help departments make 
better operational decisions and ensuring continuous improvement across City functions. 

Risk of Not Funding: If this request is not funded, the City will continue to face capacity 
limitations within the Finance Department, which may hinder its ability to fully support 
departments with timely financial data and analysis or continue to go without. Without 
additional staff, opportunities to evaluate past decisions, improve internal controls to GASB 
Standards, and enhance reporting accuracy may be missed. The lack of bandwidth also 
increases the risk of delays during critical periods, such as tax collection and elections, and 
limits the City's ability to pursue efficiencies or cost savings through deeper data analysis. 
Over time, these constraints may impact the City’s ability to make informed, strategic 
decisions and reduce the effectiveness of its financial stewardship. 

Budget Impact: The estimated cost to expand the Accounting Specialist – AR position to 
full-time is approximately $40,000 annually, including wages and benefits. This cost would 
be incorporated into the 2026 budget and funded through the General Fund levy support. 
While this is a recurring expense, it is expected to be offset over time by operational 
efficiencies, cost-saving opportunities identified through improved procurement analysis, 
and better alignment with state reporting requirements that could positively impact shared 
revenue allocations. Investing in this role represents a proactive approach to strengthening 
financial oversight and achieving long-term value for the City. 

Alternatives Considered: Workflow improvements and temporary help have been explored, 
but these are short-term solutions and are only seen as maintaining the current workload 
status. Cross-training has been helpful but cannot substitute for a dedicated full-time role.  
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Position Description 

Job Title: Accounting Specialist (AR) – Full Time 
Department: Finance 
Reports To: Senior Accountant 
Supervises: None 
Position #: 23 Revision Date: September 16th, 2025 
Pay Grade: 9 FLSA: Non-Exempt 

POSITION SUMMARY 

This position is responsible for managing and maintaining the City’s accounts receivable 
processes across multiple departments. A primary focus is on reducing outstanding balances 
through proactive collection efforts and effective customer communication. Additional 
responsibilities include supporting month-end close, financial reporting, audit preparation, and 
driving process improvements through solution development and project participation. The 
position operates under the general supervision of the Senior Accountant and may also support 
functions within the Clerk’s and Finance Departments 

PRIMARY RESPONSIBILITIES 

• Manage the City’s accounts receivable/special assessment processes, including
invoicing, payment posting, collections, and responding to inquiries from customers, the
public, and City employees.

• Administer financial aspects of RACK and PACE loans in collaboration with the Planning
Department, including loan setup, ACH payment processing, receipting, and providing
payoff amounts.

• Prepare and enter monthly and year-end journal entries in NetSuite, reconcile accounts,
and support audit preparation by compiling documentation for auditors.

• Assist with budget management by preparing quarterly budget-to-actual reports,
coordinating department head meetings, and highlighting significant variances.

• Maintain accounting records for property, plant, and equipment (PPE), including
depreciation, additions, disposals, and capital project tracking to support the Capital
Improvement Plan.

• Support Clerk’s Office operations by processing payments for licenses, permits, and
citations; assisting with liquor and bartender license renewals; and participating in
property tax collection, daily cash balancing, and deposit preparation.
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• Track, bill, and process insurance claims for City programs such as Workers’
Compensation and General Liability, and assist with records of City-owned vehicles and
titled equipment.

• Collect, compile, and analyze financial data to assist with reports and recommendations
for boards, commissions, the Mayor, and Council.

• Provide cross-departmental support as needed, including elections, meeting agenda
packet preparation, and other duties as assigned.

REQUIRED QUALIFICATIONS 

• Four years of progressively responsible experience in accounting or related work.
• Associate degree in Accounting, Finance, or related field; or an equivalent combination

of education and experience.

PREFERRED QUALIFICATIONS 

• Two or three years of customer service experience.
• Strong knowledge of bookkeeping and accounting principles and procedures.
• Proficiency in Microsoft Office (Excel, Word, and database applications).
• Excellent problem-solving and judgment skills, with strong attention to detail and

accuracy.
• Ability to organize, prioritize, and manage workload while meeting deadlines.
• Strong verbal and written communication skills to foster effective relationships with the

public, staff, and external partners.
• Ability to understand and follow oral and written instructions.
• Commitment to continuous improvement, including developing new processes to

increase efficiency.

PHYSICAL REQUIREMENTS 

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 essential 
functions.   

While performing the duties of this job, the employee is regularly required to sit and use hands 
to finger, handle, or feel. The employee is frequently required to talk or hear. The employee is 
occasionally required to stand and walk. The employee must occasionally lift and/or move up to 
10 pounds.   

Specific vision abilities required by this job include close vision and the ability to adjust focus.  
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WORK ENVIRONMENT 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and the risk of electrical shock.   

The noise level in the work environment is usually quiet to moderate.  

Employee Acknowledgement: _____________________________ Date: __________________________ 

The above statements reflect the general details necessary to describe the principal functions of the position, but 
should not be construed as a detailed description of all possible work functions and requirements that may be 
possible in the job. 
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People & Operational Plan 2026 Budget Request 
Department: Community Enrichment & Streets Departments 

Submitted By: Terri Vosters & Jake Van Gompel 

Date: 7.15.25 

Position Title/Request: Seasonal Office Aide 

Background & Justification:  
Workload continues to increase with Aquatic Center passes, disposal site cards (new and 
renew) and refrigerator and no refrigerant stickers. From April to July of 2024, there were 
526 in person transactions and 289 web transactions. In 2025, during that same time frame, 
in person transactions increased to 1250 and online to 567. Although most services are 
provided online and more residents are taking advantage of the online option, the additional 
services and growth in the City of Kaukauna has more than doubled the amount of foot 
traffic to the SPaR counter. These totals do not include phone calls, in person questions, 
social media q & a or emails.  

Strategic Alignment:  
This requests aligns with Quality of Life and the ability to provide excellent customer 
service.  

Operational Benefit: Currently, there are two administrative assistants that assist our 
customers. We also have an intern, however, there is no guarantee that the position will be 
filled each summer. Recreation and Community Enrichment Managers and Street 
Superintendent are often off site at different campuses completing their own job tasks. 
Additional staff will improve the quality of customer service, customer wait time, increased 
satisfaction from residents, and staff will have additional time to complete other tasks that 
are outside the scope of face-to-face customer service.  
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Risk of Not Funding: Our goal is providing excellent customer service within the City of 
Kaukauna and we have found over the past several years that with the growth of services 
and growth of residents, we are having a difficult time keeping up with day-to-day tasks.  

Budget Impact: This request is for a seasonal office aide from the month of April to the 
month of September. 20 hours per week, totalling approximately 450 hours annually with a 
salary of $15/hr. The total cost to the operating budget would be approximately $6,750. The 
Streets/Parks would pay half and Community Enrichment the other half.  

Alternatives Considered: Added additional services online, new software for registration 
and reservation.  
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Position Description 

Job Title: Office Aide 
Department: Community Enrichment and Street Department 
Reports To:  
Supervises:  
Position #: Revision Date: September 18th, 2025 
Pay Grade: FLSA: Non-exempt 

POSITION SUMMARY 

The Office Aide serves as a welcoming and efficient point of contact for residents and guests 
engaging with the Streets, Parks, Recreation, and Community Enrichment departments. This 
role involves greeting visitors in person, over the phone, and via digital platforms, including 
email and social media. Primary responsibilities include processing park shelter and field 
reservations, issuing disposal site cards, registering program participants, and providing general 
office support.  

PRIMARY RESPONSIBILITIES 

• Serve as the initial point of contact for residents and guests, responding to inquiries,
service requests, and complaints via phone, email, social media, and in person.

• Assist the public in completing departmental forms and documentation accurately.
• Register participants for programs and activities, schedule facility reservations, and

process payments.
• Input and manage data in departmental software systems; generate reports as needed.
• Create and update recreation program entries and reservation records.
• Process requests for refunds, credits, and transfers in accordance with department

policies. 
• Generate class rosters and other program-related documentation.
• Provide general administrative support and perform other duties as assigned.

REQUIRED QUALIFICATIONS 

• High School Diploma or equivalent
• Proficiency in Microsoft Office (Excel, Word, and database applications).
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PREFERRED QUALIFICATIONS 

• One (1) year of customer service experience
• Excellent problem-solving and judgment skills, with strong attention to detail and

accuracy.
• Ability to organize, prioritize, and manage workload while meeting deadlines.
• Strong verbal and written communication skills to foster effective relationships with the

public, staff, and external partners.
• Ability to understand and follow oral and written instructions.
• Commitment to continuous improvement, including developing new processes to

increase efficiency.

PHYSICAL REQUIREMENTS 

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 essential 
functions.   

While performing the duties of this job, the employee is regularly required to sit and use hands 
to finger, handle, or feel. The employee is frequently required to talk or hear. The employee is 
occasionally required to stand and walk. The employee must occasionally lift and/or move up to 
10 pounds.   

Specific vision abilities required by this job include close vision and the ability to adjust focus.  

WORK ENVIRONMENT 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and the risk of electrical shock.   

The noise level in the work environment is usually quiet to moderate.  

Employee Acknowledgement: _____________________________ Date: __________________________ 

The above statements reflect the general details necessary to describe the principal functions of the position, but 
should not be construed as a detailed description of all possible work functions and requirements that may be 
possible in the job. 
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People & Operational Plan 2026 Budget Request 
Department: Library 

Submitted By: Ashley Thiem-Menning 

Date: July 21, 2025 

Position Title/Request: Local Historian 

Background & Justification:  
In 2024, a memo to Council outlined the option to gradually restructure Library staffing by 
converting five part-time positions to full-time over future budget cycles in an effort to 
ensure operational efficiency. The Library successfully converted two positions in 2025. In 
2026, the Library is requesting to convert one part-time position to full-time. 

Strategic Alignment:  
Additional staffing enables the Library to maintain its current service levels more effectively. 
Offering free access to programs provides our community with more opportunities to 
engage with library services and events. We enhance the lives of community members by 
providing free access to a wide array of materials, programs, and services that cater to their 
lifelong learning, recreational, and informational needs.  

According to the Wisconsin Department of Public Instruction, libraries in the state provide 
an impressive return of over $4.00 for every dollar spent—a figure that is likely conservative.  
Our initiatives not only engage current residents, but also attract individuals from 
neighboring communities, stimulating local business support when they visit. 

The Local History Room is the Library’s most complex space, housing archives, databases, 
maps, photographs, books, microfilm, and more. While many visitors expect immediate help 
in the room, current staffing levels make this difficult to manage. Staff with the most 
knowledge of the room is only onsite four hours per day. Creating a Local Historian position 
would improve both the quality of the room and services provided, fulfilling our value in 
services rendered by the City. 

Operational Benefit:  
With the disbanding of the Kaukauna Historical Society, the Library is now one of the few 
institutions preserving the City’s history. Kaukauna history is extremely extensive given our 
location as the first settlement in the state. Local history collections play a central role in our 
organization. We handled 163 research requests in 2023, 137 requests last year, and 83 so 
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far this year—including inquiries from universities and researchers beyond Wisconsin, 
positively raising the City’s profile.  

Local history is the Library’s second most requested special service. Over ninety percent of 
the Local History Room use is drop-in, despite the website stating that appointments are 
required for those needing assistance in the room. In best practice, staff still assist walk-in 
visitors. However, the front desk staff cannot leave the desk, so another staff member must 
stop their off-desk work to assist in the room.  

Due to the complexity of the room’s special collections, most staff can only offer basic help, 
which has sometimes proved frustrating to users. Basic training in the room is part of all 
library onboarding. However, the scope of the collection in conjunction with the scope of the 
research request often exceeds the basic training provided. We currently house over 15,000 
photographs and over 100 reels of microfilm, just two of the many collections housed in the 
room. 

Creating a Local Historian position would allow the library to promote scheduled, bookable 
time with the Local Historian. When not in appointments with patrons, the additional hours 
would be dedicated to pending research requests, as well as handling the backlog of items 
needing collection management, and assisting with general library operations. 

The position would also continue to support other City departments, including Community 
Enrichment, Planning, and Legal with research requests, which have increased over the last 
two years. 

Risk of Not Funding: 
The Library was forced to close one evening in the fall of 2024 due to a lack of staff. 
Increasing the number of staff in the building is critical to maintaining operations. All staff 
members are cross-trained to work all service points in the building, so any increase to staff 
hours assists in helping operationally.   

Budget Impact:  
The library currently has one open part-time position. The funds from that position would be 
applied towards this conversion for an increased amount of $54,500 for salary and benefits. 

Alternatives Considered:  
The Library continues to review current and future staffing levels. Converting part-time 
positions to fulltime offers the Library higher retention rates and increases employee 
morale. Our recommendation in 2024 was to move forward with conversions in an effort to 
increase fulltime opportunities within the organization and ensure operational standards be 
met.  
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Position Description 

Job Title: Local Historian 
Department: Library 
Reports To: Library Director/Assistant Director 
Supervises: None 
Position #: Revision Date: September 17th, 2025 
Pay Grade: FLSA: Non-exempt 

POSITION SUMMARY 

The Local Historian, under the supervision of the Library Director/Assistant Director, staffs the 
Local History Room, assists patrons with research requests, manages archives and collections, 
directs volunteers, and develops history programs for all ages. This role also includes service 
desk duties such as circulation, reference assistance, and patron technology support. 

PRIMARY RESPONSIBILITIES 

• Staff the Local History Room, assisting with genealogy, research requests, archives, and
microfilm.

• Manage and preserve Local History collections, including digital records and Past Perfect
software.

• Direct and support volunteers working in the Local History Room.
• Research, write grants, coordinate awarded funds, and assist with fundraising for special

projects.
• Plan, deliver, and promote history-related programs, presentations, and public/media

outreach for all ages.
• Collaborate with community partners, City departments, and historical associations on

programming and archival projects.
• Perform circulation services, including check-in/out, holds, library cards, shelving, and

payments.
• Provide reference, reader’s advisory, and technology assistance to patrons (computers,

eBooks, equipment).
• Ensure adherence to library policies, maintain confidentiality, and support an inclusive,

welcoming environment.
• Promote overall library services and uphold professional standards.
• Additional duties as assigned.
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REQUIRED QUALIFICATIONS 

• Bachelor’s Degree in History or related field.
• Two (2) years of experience in historical research, archival collections, and digital record

management.
• One (1) year of customer service experience.
• Flexibility to work mornings, evenings, and weekends.

PREFERRED QUALIFICATIONS 

• Knowledge of local history.
• Experience with microfilm readers, genealogy research, and Past Perfect software.
• Skill in using computer software, managing electronic resources, and troubleshooting

technical problems.
• Ability to multitask, prioritize, and work effectively with a diverse population.
• Multilingual
• Strong oral and written communication skills.
• Ability to foster collaboration, resolve conflicts, and maintain a positive work

environment.
• Willingness to work evenings and weekends.
• Excellent time management, prioritization, and the ability to handle multiple tasks and

demands effectively.

PHYSICAL REQUIREMENTS 

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 essential 
functions.   

While performing the duties of this job, the employee is regularly required to sit and use hands 
to finger, handle, or feel. The employee is frequently required to talk or hear and required to 
stand and walk. The employee must regularly lift and/or move up to 50 pounds.   

Specific vision abilities required by this job include close vision and the ability to adjust focus.  

WORK ENVIRONMENT 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and the risk of electrical shock.   

The noise level in the work environment is usually quiet to moderate.  
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People & Operational Plan 2026 Budget Request 
Department: Fire Department 

Submitted By: Jacob Carrel 

Date: 07/18/2025 

Position Title/Request: Administrative Assistant 

Background & Justification:  
The absence of full-time administrative support in the fire department results in command 
staff performing clerical tasks, which detracts from their focus on leadership, strategy, and 
community safety. To address this inefficiency, this proposal outlines the need for a 
dedicated administrative position, as we currently operate with only 7.5 hours per week (0.2 
FTE) of administrative support, far below the operational needs of our fire department. 

The Kaukauna Fire Department manages a nearly $4 million annual budget, generates over 
3,200 incident reports annually, and prepares EMS documentation to support ambulance 
billing that exceeds $1.3 million each year. Yet, we do so without a full-time administrative 
assistant. This places the department as a clear outlier when compared to similarly sized 
agencies, where dedicated support staff are standard for ensuring operational and financial 
efficiency. 

Job Analysis Questionnaires confirm that a significant portion of command staff time is 
spent on routine administrative work—tasks that, while necessary, do not require the 
expertise or compensation level of senior leadership.  

As the department moves forward with its Restructuring with Purpose initiative, this position 
becomes even more critical. Newly created roles, such as Division Chiefs and Fire Captains, 
require appropriate support to function at their full potential. Without adequate 
administrative assistance, the restructuring risks falling short of its goal. 

Strategic Alignment:  
This request directly supports multiple Foundations of the City’s Strategic Plan: 

• Financial Responsibility: The administrative assistant position improves
stewardship of taxpayer resources by allowing specialized command staff (Fire
Chief and Assistant/Division Chiefs) to focus on the strategic and leadership duties
they were hired to perform rather than spending substantial portions of their time on
clerical tasks.
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• Culture: By reducing the administrative burden on command staff, this position
fosters a more engaging workplace where leaders can devote more time to
mentoring staff, deepening collaboration, and strengthening ties with the community
rather than performing tasks that don’t require their specialized expertise.

• Sustainability: The position ensures the department can meet present community
safety needs without compromising future service delivery, as it plays a vital role in
the successful implementation of the Restructuring with Purpose initiative that
creates a more sustainable organizational structure.

Operational Benefit: 
If approved, this position will: 

• Free up substantial command staff time currently spent on clerical tasks
• Enable proactive strategic planning versus reactive daily task management
• Support the successful implementation of the new fire department structure
• Enable command staff to concentrate on core leadership responsibilities, strategic

initiatives, and proactive community safety programs.

Risk of Not Funding: 
Without this position: 

• Command staff will continue underutilizing their specialized skill sets on clerical
tasks, resulting in missed opportunities to apply their expertise where it can have the
greatest impact.

• Strategic initiatives will remain delayed or unimplemented as the command staff
remains consumed by daily clerical tasks.

• The new organizational structure cannot be fully effective, jeopardizing the success
of the restructuring of the department.

• The department will continue operating reactively rather than proactively.

Budget Impact: 
• Annual Cost: $87,000
• Funding Source: General Fund, supported by anticipated ambulance revenue

increases that may exceed $100,000 annually
• This is an ongoing, recurring cost.

Alternatives Considered: 
• Status Quo (current 0.2 FTE): Evaluated as unsustainable and inefficient, continuing

to misallocate specialized leadership and strategic expertise to routine clerical
functions

• Part-Time Position: Deemed insufficient given the volume of duties currently
handled by Assistant Chiefs and the Fire Chief, as documented in Job Analysis
Questionnaires

• Technology/Software Solutions: Would help with specific tasks such as timecards
and scheduling, but cannot address the full range of administrative needs, including
visitor reception, records management, and direct daily command staff support
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Position Description 

Job Title: Administrative Assistant 
Department: Fire 
Reports To: Fire Chief 
Supervises: None 
Position #: Revision Date: September 16th, 2025 
Pay Grade: FLSA: 

POSITION SUMMARY 

The Administrative Assistant provides comprehensive administrative, financial, and operational 
support to the Fire Chief and command staff. This role manages confidential records, 
coordinates financial processes, supports human resources functions, and serves as the primary 
administrative contact for staff and external agencies. The position requires discretion, 
professionalism, and the ability to work independently in a dynamic emergency services 
environment while supporting departmental initiatives. 

PRIMARY RESPONSIBILITIES 

• Serve as primary administrative contact; manage calls, visitors, correspondence, and
official documents.

• Maintain departmental records and submit required data to state and national
registries.

• Oversee office operations, including scheduling, travel, mail, and supply management.
• Manage accounts payable/receivable, purchase orders, and invoice reconciliations.
• Process EMS/ambulance billing information and patient care reports in compliance with 

HIPAA. 
• Support budget preparation, monitoring, grants, and monthly fire/EMS reports.
• Prepare materials for Committee, Council, and Police and Fire Commission meetings,

and attend to take and transcribe official minutes, as requested.
• Support meetings and emergency management functions by preparing agendas,

materials, recording minutes, maintaining emergency plans, and coordinating with
partner agencies.

• Coordinate public education, fire prevention, tours, and outreach.
• Schedule fire prevention programs for schools and community groups.
• Maintain website and social media; support community events.
• Perform other duties as assigned.
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REQUIRED QUALIFICATIONS 

• Minimum of two (2) years of progressively responsible administrative or secretarial
experience

• Proficiency in Microsoft Office (Excel, Word, and database applications).

PREFERRED QUALIFICATIONS 

• Associate’s degree in Business Administration, Public Administration, or related field.
• Excellent problem-solving and judgment skills, with strong attention to detail and

accuracy.
• Ability to organize, prioritize, and manage workload while meeting deadlines.
• Strong verbal and written communication skills to foster effective relationships with the

public, staff, and external partners.
• Ability to understand and follow oral and written instructions.
• Commitment to continuous improvement, including developing new processes to

increase efficiency.

PHYSICAL REQUIREMENTS 

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 essential 
functions.    

While performing the duties of this job, the employee is regularly required to sit and use hands 
to finger, handle, or feel. The employee is frequently required to talk or hear. The employee is 
occasionally required to stand and 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 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and the risk of electrical shock.    

The noise level in the work environment varies from quiet to moderate and moderate to severe 
due to alarms. 

Employee Acknowledgement: _____________________________ Date: __________________________ 
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7/24/2025

**Red = Added from Phase 2 workshop
CCLASSIFICATIONS/ EESTIMATED RREOCCURING/

DDESCRIPTIONS TTOTAL OONETIME
EEXPENSE

22026 PPERSONNEL
Library Assistant Library Director $138,500 Recurring
DPW Laborer / Park and Facilities Foreman $130,000 Recurring

HR/Communications Social Media Specialist $85,500 Recurring
HR HR Coordinator $87,000 Recurring

Planning Building Inspector $109,000 Recurring
Finance Convert Accounting Specialist - AR to Full-time $44,000 Recurring

DPW/Recreation Seasonal Office Aide $6,750 Recurring
Library Convert Library Assistant Local Historian to FT $54,500 Recurring

Fire Department Administrative Assistant $87,000 Recurring
22026 NNON-PERSONNEL

Information Technology Switch - Interconnect $10,000 Onetime
Engineering Plotter/Scanner $5,000 Onetime

Information Technology Server $15,000 Onetime
DPW Asset Management Software $10,000 Onetime

Fire Department Scheduling software specific to Fire Department $3,000 Recurring
HR/Communications Social media archiving tool $7,188 Recurring

TTOTAL $$792,438
22027 PPERSONNEL

All Purchase Specialist – Consolidate vendor contracts* $116,000 Recurring
Fire (3) Firefighter/Paramedics $391,000 Recurring

Library Transition one part-time Library Assistant to fulltime $54,315 Recurring
NNON-PERSONNEL

22027 Legal, Court, Police
Standard Operation Procedures - Common process for creating, capturing, and
updating S.O.P.’s that is user friendly* TBD Recurring

Court/Police/Clerk QR code for paying fines or completing form TBD Onetime

CITY OF KAUKAUNA
PEOPLE AND OPERATIONAL PLAN 2026-2030

YEAR Department
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7/24/2025

**Red = Added from Phase 2 workshop
CCLASSIFICATIONS/ EESTIMATED RREOCCURING/

DDESCRIPTIONS TTOTAL OONETIME
EEXPENSE

CCITY OF KAUKAUNA
PPEOPLE AND OPERATIONAL PLAN 2026-2030

YEAR Department

TOTAL $561,315
2028 PERSONNEL

Library Transition one part-time Library Assistant to fulltime $54,315 Recurring
Engineering CAD/GIS/Stormwater Technician $117,000 Recurring

Community Enrichment Converting Community Enrichment Coordinator to FT $65,000 Recurring
Police Police Officer $117,000 Recurring

2028 NON-PERSONNEL
Engineering GPS Unit $35,000

TOTAL $388,315
2029 PERSONNEL

Legal City Manager/City Administrator $188,883 
Clerk/Finance Grant Writing Staff Member* TBD

DPW Certified staff (chemical applied, arborist/forester, native plants, ecologist)* TBD
Library Transition one part-time Library Assistant to fulltime $54,315

2029 NON-PERSONNEL

TOTAL $243,198
2030 PERSONNEL

2030 NON-PERSONNEL

TOTAL $0
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