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SHEBOYGAN REGIONAL
WASTEWATER
TREATMENT PLANT

3333 LAKESHORE DRIVE
SHEBOYGAN, W1 53081

PHONE: 920.459.3464

WWW.SHEBOYGANWWTIP.COM

Date: November 4, 2022

To: Todd Wolf, City Administrator
David Biebel, Director of Public Works
Kaitlyn Krueger, Finance Director/Treasurer
Barb Hanson, Human Resources

7
From: Jordan Skiff, Wastewater Superintendent ng
f]

Subject: Proposed WWTP Position Changes

In my first year as Wastewater Superintendent for the City, it has become clear
that several opportunities exist to structure our staff in a more productive,
efficient way. Over the past few years, several vacancies have remained
unfilled, including two supervisory positions (Lead Operator and Maintenance
Supervisor). | would like to fill a version of these positions again, but by
promoting current staff, and retaining their roles in operations and
maintenance, not filling the positions again as strictly supervisory. | would also
like to modify a third job description as we look to fill a current vacancy.

Lead Operator: Several years ago, we had a full-time Lead Operator supervising
four operators. For the past 18 months, Tyler Hoffmann has been performing
several Lead Operator roles, while not seeing his job title and pay reflect that.
His role expanded further this year when | was hired, as a licensed wastewater
operator is required to submit official documents to the DNR on a monthly and
annual basis. Tyler took on this role, as well.

Unlike Lead Operators of the past, Tyler will continue to be part of the operator
rotation, completing all day-to-day duties. This would remain a non-exempt
position. Duties that would be in addition to those of other operators include
supervision, scheduling work, project management, parts ordering, involvement
in our pretreatment program, and serving as the official Plant representative for
DNR reports.

| recommend that the job be placed at Grade 14 on the wage scale, as Tyler's
scheduling and oversight duties are on par with the Transit Operations
Supervisor, and his technical/certification requirements are likely higher. Since
Tyler has been filling this role—professionally and without complaint—since
April 2021, | recommend that he receive back-pay for the difference in salary for
that time.

Maintenance Working Foreman: Until last year, a Maintenance Supervisor
managed a section with three mechanics and many duties related to ordering
materials, tracking equipment performance, safety and facility projects. With that
position vacant, most of these duties have been completed by the Superintendent,
but with a decreased ability to provide the essential time and expertise. Assigning
of work orders, staying on top of ordering parts, updating our asset management
system, and the daily oversight of our mechanics’ performance have all been limited




by this vacancy. Rather than filling the position as it was—with a full-time supervisor—I propose to
promote one of our current mechanics to be a Working Foreman. He would retain his responsibilities
for completing work orders and being part of the on-call rotation, but would also direct the work of
other mechanics, schedule work, provide advice on personnel actions, and play a larger role in ordering
parts and updating our work order system.

| recommend that this position be placed at Grade 13 on our wage scale, as it would have similar
requirements of technical expertise and supervisory duties as our former Process Systems position. This
position would be non-exempt.

On a related note, two of our current three mechanics have indicated that they may be retiring over the
next year or two. 1 would like to explore the possibility of hiring a fourth mechanic in early 2023 to learn
the job while we have experienced veterans to teach him or her. When there’s a retirement, we would
go back to having three mechanics (one of them being the Working Foreman) instead of four.

Network & Process Systems Coordinator: Our long-time network and instrumentation guru, Steve
Meifert, recently retired. His position had evolved over the years, including promoting him to an
exempt position that supervised our electrician. Since it is unlikely—and unnecessary—to find someone

with Steve’s deep and unique skills and background, | recommend removing the supervisory role from
this position as well as requirements to be a licensed wastewater operator and have a four-year degree.
| would also like to change the title to reflect the work Steve did on our computer network, as that will
be an essential skill for his successor.

Due to the unique and highly technical nature of this work, | recommend leaving the placement on the
wage scale at Grade 13, but this would be a non-exempt position.

| understand that there may be questions about the budget impact of these proposed changes. Please
remember that the two promations I’'m proposing would simply fill positions that have been vacant for
several years, add some of those management duties to current staff instead of hiring “additional” staff,
and will be very practical by keeping them in the operations and maintenance rotations.

With this in mind, and to make it worthwhile for two of our staff to accept these new positions, |
propose that these promotions would result in the employee being placed in the new grade at a step
that represents at least a 3% increase in salary. While it may be tempting to place them in the new
grade but at a step that is very close to their current salary, this promise of having a higher wage ceiling
in their new grade for some point down the road won’t be enough of an incentive to take on these extra
responsibilities now.

Please feel free to contact me at 920-459-0220 or jordan.skiff@sheboyganwi.gov to discuss this
proposal further.



WWTP - Lead Operator

Direct Supervisor:  Superintendent - WWTP

Department: Department of Public Works - WWTP
Version Date: December 1, 2022
Salary Grade: 14 (proposed) Cityof

FLSA Status: Non-Exempt Sheboygan

spirit on the lake

Position Summary:

Under general supervision of the Wastewater Superintendent, is responsible for the efficient operation,
regulation, and maintenance of equipment and facilities located at the Wastewater Treatment Plant and WW
Pump/Lift Stations involving the performance of skilled work normally done independently.

Essential Responsibilities:

k5

131
12.
13.
14.
15.
16.
17.

18.
19}
20.

21.

Supervise a team of operators—while also participating fully in the operator rotation—in the following
duties.

Regulate wastewater flow through the treatment plant and make adjustments in the process in
accordance with prescribed standards.

Inspect motors, bearings, and gear boxes for overheating and maintain proper lubrication.

Collect samples of sewage and effluent at various stages of processing and perform routine physical
and chemical analysis, including but not limited to chlorine residual, sulfite residual, ammonia nitrogen
concentration, phosphorus concentration, pH, etc.

Analyze and interpret operational data to determine proper process control.

Performs start-stop functions on a variety of mechanical and electrical equipment and more complex
process equipment systems including but not limited to, pumping systems, chemical feed systems, air
supply systems, methane gas systems sludge dewatering systems, etc.

Skim and/or clean process basin walls and water surfaces.

Make and record meter and gauge readings as required. Maintain and interpret logs and prepare
written reports pertaining thereto.

Make normal repairs to equipment and assist in extensive repairs.

. Teach other employees related skills and procedures necessary in the operation of the wastewater plant

and associated equipment.

Required to fill-in and perform wastewater laboratory analysis when necessary.

Maintain equipment, buildings, and grounds in a clean and orderly manner.

Will be required to fill in as relief for vacations, sick leave, etc.

Perform all functions/tasks defined in Operator Trainee, Operator | and Operator Il job descriptions.
Perform related duties as required.

Schedule work for all operators, and assign work orders via FIIX,

Manage certain capital projects, including planning, bidding out, tracking budgets, documenting,
coordinating supporting work, and overseeing the contractor's efforts.

In collaboration with the operators, make operational decisions for the Plant.

Order parts and supplies as needed.

As the designated Operator in Charge for DNR submittals, sign and complete all regulatory/mandatory
information that is sent to the DNR (eDMRs, CMARs, etc.).

Accompany pretreatment coordinator on annual site inspections.



WWTP - Lead Operator

Education & Experience:
1. Bachelor's degree in enwronmental science, chem|stry, blology, ora related fleld High-School-diplema

2. Five Ten{10)} years of on-the- jOb experience in the operation of/and prmuples of wastewater treatment
and associated equipment.

3. Five Fen{10) years of on-the-job experience in the operation and maintenance of motors, compressors,
pumps, mechanical equipment, and similar mechanical systems.

4. Certification as a Wisconsin Department of Natural Resources Grade IV Wastewater Operator in ALL
sub-classes appropriate to the Sheboygan WWTP. The Wastewater Operators certification may be
increased depending on requirements mandated by the WDNR.

Qualifications & Skills:

1. Ability to work under general instructions and make independent judgments.

2. Knowledge of the methods and principles of the operation of large capacity pumps and related
wastewater treatment plant equipment.

3. Knowledge of standard practices, techniques, and principles of water pollution control.

4. Knowledge of and ability to perform laboratory analysis as required by the WDNR and our WPDES
wastewater discharge permit; including but not limited to, BODS, TSS, Total Phosphorus, Ammonia
Nitrogen, Fecal Coliform, pH, etc.

5. Ability to maintain and evaluate records.

6. Ability to inspect sewage plant machinery and mechanical equipment in operation and to detect flaws
and defects in operation.

7. Ability to react promptly and effectively in emergencies.

8. Ability to perform manual work involving lifting, climbing, crouching, etc.

9. Ability to establish and maintain effective working relationships.

10. Will be required to work shifts, holidays, and week-ends.

11. Must possess a valid Wisconsin Motor Vehicle Operator's license in good standing.

12. Basic knowledge of mathematical principles.

Post Job Offer Requirements:
Job offers for this position are contingent on the individual passing a pre-employment drug screen and
background check.

Work Environment:

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

Department Summary:

At the Department of Public Works, we strive to provide a professional Public Works organization that will offer
quality infrastructure and services in a sustainable way that will contribute to making Sheboygan a desirable
place to work, live, and play. Our mission is to improve the quality of life by effectively developing, maintaining,
and improving the infrastructure, natural resources, and community services.

www.sheboyganwi.gov




WWTP - Lead Operator

Department of Public Works Goals
¢ Provide quality infrastructure that conveys safe, efficient delivery of essential goods and services.
¢ Provide clean and beautiful public spaces that maximize the natural environment to enhance the overall
quality of life.
« Deliver professional-quality public service with a friendly and welcoming atmosphere.

Acknowledgement:

The job description includes the essential responsibilities of the position and is not to be construed as all-
inclusive. The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific essential responsibilities does not exclude them from the position if the
work is similar, related, or is a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and
is subject to change by the employer as the needs of the employer and requirements of the job change.

My signature below is both an acknowledgement of my understanding of the job description for this position,

as well as my commitment to uphold and promote the mission, vision, and core values of the City of
Sheboygan, and work to fulfill the six values of the City's Strategic Plan.

Employee Name: Employee Number:

Employee Signature: Date:

www.sheboyganwi.gov
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Maintenance Working Foreman

Direct Supervisor:  Superintendent - WWTP

Department: Department of Public Works

Version Date: December 1, 2022

Salary Grade: 13 (proposed) Cityol
FLSA Status: Non-Exempt Shﬁb

oygan
‘ipll‘ll’ on LhC lﬂ.kﬂ

Position Summary:

The purpose of this position is to organize, plan, direct and schedule the Maintenance Mechanics, the

ElectroniesTechnician-the Electrician-the Janittorand-nen-operating-eperatorsworking at Lthe wastewaler

treatment plant and pump stations.

Essential Responsibilities:
1. Superdse-and Direct the work of the maintenance technicians, the-electroniestechnician-the-electrician
2. Provide inventory control of parts and supplies needed in maintaining the wastewater plant and

pump/lift stations.

Develop and implement work schedules that result in an efficient and effective maintenance program.

4. Process work orders and maintain records (maintenance management database) and files used to track
equipment repair cost and equipment downtime.

5. Investigate and evaluate wastewater treatment plant and pump/Iift station equipment for proper
operation.

6. Plan, organize, order parts and schedule corrective actions required to correct equipment problems

detected during the investigation and evaluation process.

Train, assign, and schedule and-evaldate employees.

Recommend hiring, promotion, demotion and discipline.

Perform other work as assigned.

0. Participate in on-call rotation with other maintenance staff.

w

7
8.
9,
1

Education & Experience:
1. Associates Degree from a college or university, with four to five te-seven years of maintenance
experience, or any combination of education and experience that provides equivalent knowledge, skills,
and abilities.

Qualifications & Skills:

1. Working knowledge of the laws, codes, principles, practices, modern methods and techniques applied
to and pertaining to work at a wastewater treatment facility.

2. Working knowledge of office and maintenance work related to the interpretation of plans,
specifications, charts, reports, and maintenance manuals as applied to the operation and maintenance
of a wastewater treatment plant.

3. Ability to effectively supervise, coordinate and schedule work for employees.



Maintenance Working Foreman

Ability to communicate effectively in both written and verbal form.

Ability to initiate and complete project assignments from oral and written instructions.

Ability to work effectively with co-workers, contractors, and the public.

Ability to analyze, interpret, and utilize design data and information from technical studies, reports,

engineering diagrams and specifications, state administrative code, computer software manuals,

equipment maintenance manuals and other publications.

Ability to use various office and maintenance equipment while completing assigned tasks.

. Ability to work independently and productively with limited supervision.

10. Thorough knowledge of the methods and principles of the operation of pumps, motors, and related
wastewater treatment plant equipment.

11. Possess a valid Wisconsin Motor Vehicle Operators license.

12. Basic knowledge of mathematical principles.

~N o vk

© ®

Post Job Offer Requirements:
Job offers for this position are contingent on the individual passing a pre-employment drug screen and
background check.

Work Environment:

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

Department Summary:

At the Department of Public Works, we strive to provide a professional Public Works organization that will offer
quality infrastructure and services in a sustainable way that will contribute to making Sheboygan a desirable
place to work, live, and play. Our mission is to improve the quality of life by effectively developing, maintaining,
and improving the infrastructure, natural resources, and community services.

Department of Public Works Goals
e Provide quality infrastructure that conveys safe, efficient delivery of essential goods and services.
» Provide clean and beautiful public spaces that maximize the natural environment to enhance the overall
quality of life.
o Deliver professional-quality public service with a friendly and welcoming atmosphere.

www.sheboyganwi.gov




Maintenance Working Foreman

Acknowledgement:

The job description includes the essential responsibilities of the position and is not to be construed as all-
inclusive. The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific essential responsibilities does not exclude them from the position if the
work is similar, related, or is a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and
is subject to change by the employer as the needs of the employer and requirements of the job change.

My signature below is both an acknowledgement of my understanding of the job description for this position,

as well as my commitment to uphold and promote the mission, vision, and core values of the City of
Sheboygan, and work to fulfill the six values of the City's Strategic Plan.

Employee Name: Employee Number:

Employee Signature: Date:

www.sheboyganwi.gov
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Network & Process Systems Coordinator

Direct Supervisor:  Superintendent - WWTP

Department: Department of Public Works - WWTP

Version Date: December 1, 2022

Salary Grade: 13 Cityof

FLSA Status: Non-Exempt Sheboygan

spirit on the lake
Position Summary:

Responsible for a variety of duties including overseeing the operation, maintenance and upgrade of the
Sheboygan Regional WWTP computer workstations, servers, Laboratory Information Management software
(HachWIMS), Programmable Logic Controllers (PLC), and Supervisory Control and Data Acquisition (SCADA)
systems operating in a client/server environment. Also oversee the operation, maintenance, and replacement
of electronic and electrical systems, process instrumentation, telemetering instruments and other equipment
pertinent to the operation of the Wastewater Treatment Plant. Perform functions to plan and coordinate the
maintenance and repair of all electrical, instrumentation, and communications systems; coordinate with related
personnel. Collect and analyze data and information as needed to assist in the implementation of projects
including assisting in project development, design, preparation and/or review of contract and procurement
documents, bidding, construction, and startup.

Essential Responsibilities:

1. Assist in the design, implementation, startup, operation, maintenance, repair and replacement of
electrical instruments, equipment, facilities, components, products, and systems for WWTP purposes.

2. Develop, define, and assist with project design, assist with the determination and specification of
equipment and materials to be incorporated into projects, determine nature and scope of project
needs, make field investigations as necessary to collect data, and establish project parameters.

3. Perform detailed calculations to compute and establish construction and installation standards and
specifications.

4. Assist with preparation of specifications for purchase of materials and equipment; locate and contact
vendors to establish sources of supply to meet project requirements, prepare purchase requisitions, bid
documents, or procurement documents as required.

5. Prepare memos and reports to clearly convey options and recommendations from field investigations.

6. Assist as needed in administration of projects under construction to ensure constructed work conforms
to design intent and requirements of contract documents.

7. Direct and coordinate in-house construction, installation, maintenance, support, documentation, and
testing activities to ensure compliance with specifications, codes, and WWTP requirements.

8. Compile data and write reports regarding existing and potential WWTP studies and projects.

9. Assist in developing capital project programs for new equipment and major repairs.

10. Implement and monitor scheduled preventive maintenance activities.

11. Troubleshoot, analyze and diagnose unusual problems and recommend course of repair required.

12. Ensure safe worker conditions and practices and good housekeeping conditions are in place.

13. Coordinate with Sepersse and train project team members as necessary.

14. Interact with operations, mechanical, and electrical personnel to determine and define scope and
requirements of project.

15. Serve as WWTF liaison with electric utility to coordinate preventative and corrective maintenance and to
resolve utility issues.



Network & Process Systems Coordinator

16. On a rotating basis with other maintenance staff, keep Superintendent informed of unusual problems or
delays and respond to emergency calls on a 24-hour basis.

17. Responsible for the proper functioning of electronic and electrical monitoring and data acquisition
devices and systems, together with the proper function of both automatic and manual sampling
devices.

18. Oversee the inspection, maintenance, calibration, and repairs of electronic and electrical monitoring and

data acquisition instruments, systems and other equipment.
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20. Inspect, program, and maintain, programmable controllers used at the WWTP and five local lift stations
remotelocations.

21. Coordinate electrical or electronic maintenance and repair with electrician, operations and mechanical
maintenance staff; assist in repairs as required.

22. Responsible for maintaining wastewater plant computer and PLC networks including workstation and
network server maintenance. Perform periodic backups of network servers as needed to maintain data
integrity.

23. Responsible to implement and oversee a systematic preventative maintenance program for electronic
and electrical instruments and equipment, and keep proper recordkeeping of maintenance logs.

24. Ensure that an adequate inventory of components and supplies is maintained and accounted for and
initiates the purchase of same.

25. Enforce all applicable codes, safety standards and procedures.

26. Keep accurate records.

28. Perform other duties as assigned.

Education & Experience:
1. Requires a fewr two-year degree in Electrical or Software Engineering or related technical field.

aldala a a ALOY Avhariapnca 1N ADA am - deaclian a¥allaa Nntoanance
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3. A minimum of five years in wastewater treatment plant process operations and maintenance is alse
required.

4. Three to five-Seven-ermere years of experience in SCADA system design and maintenance, PLC

programming and maintenance in a wastewater treatment facility environment may be utilized in lieu of

a technical degree.

www.sheboyganwi.gov




Network & Process Systems Coordinator

Qualifications & Skills:

1. Considerable knowledge of wastewater treatment plant processes and associated equipment.

2. Proficiency in Microsoft Office Suite required and experience with AutoCAD and HachWIMS is a plus.

3. To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.

4. Thorough knowledge of electronic and electrical monitoring devices and systems. The ability to
calibrate, maintain, troubleshoot and repair such devices.

5. Thorough knowledge of industrial communication protocols, especially TCP/IP protocol, as well as,
Microsoft operating systems and networking architecture for troubleshooting and maintaining plant
computers and networks and remote telemetry.

6. Experience with Rockwell hardware and software products such as: Controllogix and MicroLogix PLCs,
PowerFlex drives, Panel views, RSLogix5000, Factory Talk View Studio ME.

7. Experience with both the theory and practical aspects of wastewater facility operations.

8. Ability to understand and follow oral or written instructions and the ability to comprehend engineering
drawings and specifications, schematics, P&ID's, shop drawings, and sketches, and to work from these
documents.

9. The ability to perform troubleshooting of electrical and electronic systems and circuits and use all
applicable software as they relate to and are used at the WWTP and remote sites.

10. Thorough knowledge of work hazards and safety procedures.

11. Possession of a valid Wisconsin Motor Vehicle Operator's license in good standing.

12. Basic knowledge of mathematical principles

13. Ability to act, make decisions, and justify action based on rational thought and good judgement.

Post Job Offer Requirements:
Job offers for this position are contingent on the individual passing a pre-employment drug screen and
background check.

Work Environment:

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

Department Summary:

At the Department of Public Works, we strive to provide a professional Public Works organization that will offer
quality infrastructure and services in a sustainable way that will contribute to making Sheboygan a desirable
place to work, live, and play. Our mission is to improve the quality of life by effectively developing, maintaining,
and improving the infrastructure, natural resources, and community services.

Department of Public Works Goals
e Provide quality infrastructure that conveys safe, efficient delivery of essential goods and services.
¢ Provide clean and beautiful public spaces that maximize the natural environment to enhance the overall
quality of life.
» Deliver professional-quality public service with a friendly and welcoming atmosphere.

www.sheboyganwi.gov




Network & Process Systems Coordinator

Acknowledgement:

The job description includes the essential responsibilities of the position and is not to be construed as all-
inclusive. The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific essential responsibilities does not exclude them from the position if the
work is similar, related, or is a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and
is subject to change by the employer as the needs of the employer and requirements of the job change.

My signature below is both an acknowledgement of my understanding of the job description for this position,

as well as my commitment to uphold and promote the mission, vision, and core values of the City of
Sheboygan, and work to fulfill the six values of the City's Strategic Plan.

Employee Name: Employee Number:

Employee Signature: Date:

www.sheboyganwi.gov E
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