RICHLAND COUNTY i s

E-Mail: chint.langreck@co.richland.wi.us

Office of Clinton Langreck, County Administrator

November 18, 2020
NOTICE
OF
MEETING

Please be advised that the Richland County Administrator Transition Committee will convene at
1:00 p.m., Friday, November 20", 2020, on videoconferencing as found through webex.com as
found below:

https://richlandcounty.my.webex.com/webappna/sites/richlandcounty.my/meeting/download/ec2bfa2785
844f40add6eac2c9024fe87siteurl=richlandcounty.my&MTID=m770bde43754f424b66bee104f1a8a3h9

Friday, Nov 20th, 2020 1:00 pm
Meeting number: 126 380 9020
Password: change

Join by phone

+1-408-418-9388 United States Toll
Access code: 126 380 9020

Agenda:

Call to Order

Proof of Notification

Agenda Approval

Minutes from the November 6", 2020 Meeting

Job Positions in County Administrator’s and County Clerk’s Offices
Proposed future agenda items

Adjourn

Noogok~whPE

Sincerely,

Clinton Langreck
Richland County Administrator

CC: Committee Members, Richland Observer, WRCO, Bulletin Board and Our Files


mailto:clint.langreck@co.richland.wi.us
https://richlandcounty.my.webex.com/webappng/sites/richlandcounty.my/meeting/download/ec2bfa2785844f40add6eac2c9024fe8?siteurl=richlandcounty.my&MTID=m770bde43754f424b66bee104f1a8a3b9
https://richlandcounty.my.webex.com/webappng/sites/richlandcounty.my/meeting/download/ec2bfa2785844f40add6eac2c9024fe8?siteurl=richlandcounty.my&MTID=m770bde43754f424b66bee104f1a8a3b9

ADMINISTRATOR TRANSITION COMMITTEE
November 6th, 2020

The Administrator Transition Meeting Committee met on Thursday, November 6%, 2020, at 1:00pm on
video teleconferencing platform webex.com

Committee members present included: Melissa Luck, David Turk, Ingrid Glasbrenner

Others in attendance: Clinton Langreck, Julie Keller, Ben Southwick, Staff, supervisors and members of
the public

Committee Member Luck called the meeting to order.

The Administrator verified that the meeting was properly noticed. Copies of the agenda were emailed to
all Rules and Resolutions Committee members; a copy was posted on the Courthouse Bulletin Board and
County web site; a copy was faxed to The Richland Observer; and a copy was emailed to Fruit
Broadcasting, LLC.

Motion by Turk, seconded by Glasbrenner to appoint Melissa Luck as Chair. All Ayes. Motion Carried.
Motion by Turk, second by Glasbrenner for approval of the agenda. All Ayes. Motion carried.

Motion by Luck, seconded by Glasbrenner to appoint Turk as Vice Chair. All Ayes. Motion Carried.
Motion by Luck, seconded by Turk to appoint Glasbrenner as Secretary. All Ayes. Motion Carried
Administrator Position Description — Discussion

Comments by Corporation Counsel: Wisconsin Statutes, section 59.18 (3) entitled “Administrative
Secretary to County Administrator Staff”: “The county administrator may appoint an administrative
secretary, and additional staff assistance as necessary.” It is also provided in section 59.18 (5) that “the
county administrator shall be responsible for the submission of the annual budget to the [county]
board.”

On the other hand, the duties of the County Clerk are set forth in section 59.23. The County Board
does not have authority to transfer the Clerk’s statutory duties out of the Clerk’s office. Nor does the
County Board have authority deprive the Clerk of sufficient staff to enable him to perform his statutory
duties. “Necessary” would be determined by the County Clerk. Ben will be issuing an opinion regarding
employee handbook and relationship between employees and the Administrator.

Evaluating staffing needs —

Motion by Turk, seconded by Glasbrenner that the County Administrator needs staff.



Future Agenda Items—

Committee discussed reviewing job descriptions, drafting administrator staff positions and preparing to
discuss staffing needs with the Administrator and Clerk at the next meeting.

Motion by Luck, seconded by Turk to adjourn until November 20th at 1:00 p.m. All Ayes. Motion
Carried.

Clinton Langreck, County Administrator



Richland County Administration Transition Committee

Agenda Item Name:

Agenda Item Cover

Job Positions in County Administrator’s and County Clerk’s Offices

Department Administration Presented By: | Melissa Luck
Date of Meeting: | November 20, 2020 Action Needed: | Vote on a Motion
Disclosure: Open Authority: Resolution # 20-126
Date submitted: | November 20, 2020 Refer to: Finance & Personnel Committee

Recommendation and/or action language:

Motion to recommend to the County Board to authorize two job positions for the County Administrator
and one job position for the County Clerk. .

Background:

On October 27, 2020, the County Board approved Resolution #20-126 creating a Temporary County
Administrator Transition Committee (see Attachment A) to perform the following:
¢ Identify the staffing needs of the County Administrator.
e Evaluate staffing levels across all departments in the County to identify what staff, if any, can be
moved from other departments to the County Administrator’s office.
o Identify what office space the County Administrator and his staff will occupy.

On September 15, 2020, the County Board approved Resolution #20-107 establishing a Strategic Plan and
Administrative Priorities (see Attachment B). Of the 10 priorities ranked by the County Board (referred to
as “Challenges for the County Administrator”), the #2 priority was to “Transition Finance and HR from
County Clerk’s Office to the Administrator’s Office.”

The Administrator’s job description (see Attachment C), which was last amended by the County Board on
July 21, 2020 through Resolution #20-76, details the Finance and HR responsibilities of the Administrator

under the following points:

4. Budget Preparation and Execution
5. Financial Reports and Planning

6. Human Resources

Finance and HR functions in Richland County are currently performed in the County Clerk’s office. The
County Clerk’s office is authorized by the County Board to have 3 FTE positions (see Attachment D for
job descriptions) to carry out these Finance and HR functions, as well as statutory duties of the County
Clerk (see Attachment E). The left margin of each job description in Attachment D tracks the Finance,
Human Resources, or County Clerk statutory duties of each position. Since the primary roles of the
Accounting Supervisor/Deputy County Clerk and Payroll & Benefits Specialist are Finance and Human
Resources, those positions are recommended to shift to the Administrator’s office. Similarly, since the
primary role of the Accounts Payable Specialist is to fulfill statutory duties of the County Clerk, it is
recommended to remain in the County Clerk’s office:

Job Position

Primary Function

Recommended Office

Accounting Supervisor/Deputy
County Clerk

Finance

County Administrator

Accounts Payable Specialist

County Clerk Statutory Duties

County Clerk

Payroll & Benefits Specialist

Human Resources

County Administrator

Recommended Cover Letter— County Administrator Langreck (20 May 2020)




Richland County Administration Transition Committee

Agenda Item Cover

On August 18™, the County Board approved Resolution #20-93, which gave the County Administrator the
authority to approve updated job descriptions through an amendment to the Administrative Manual.
Should this recommendation be adopted by the County Board, the County Administrator may consider
and approve updated job position descriptions for these three positions.

Next steps for this committee are to identify additional staffing needs of the Administrator (if any),
further evaluation of existing staff in other departments, and identification of space for the office of the
Administrator and his staff.

Attachments and References:

Attachment A — Temporary County Administrator Transition Committee
Attachment B — Strategic Plan and Administrative Priorities

Attachment C — Administrator’s Job Description

Attachment D — County Clerk’s Office Job Position Descriptions
Attachment E — County Clerk’s Statutory Duties

Financial Review:
(please check one)

In adopted budget Fund Number

Apportionment needed Requested Fund Number

Other funding Source

X | No financial impact

(summary of current and future impacts)

Approval: Review:

Department Head Administrator, or Elected Office (if applicable)

Recommended Cover Letter— County Administrator Langreck (20 May 2020)



publication.

RESOLUTION OFFERED BY THE EMERGENCY
MANAGEMENT COMMITTEE

FOR AGAINST
David J. Turk X
Kerry Severson X
Marty Brewer X

Resolution No. 20-126 Creating A Temporary County Administrator Transition Committee To
Complete The Transition To The Administrator Form Of County Government was read by County Clerk
Vlasak. Motion by Gentes, second by Frank that Resolution No. 20-126 be adopted. Motion carried and
resolution declared adopted.

RESOLUTION NO. 20 - 126

A Resolution Creating A Temporary County Administrator Transition Committee To Complete The
Transition To The Administrator Form Of County Government.

WHEREAS the creation of the County Administrator position has resulted in needs for permanent office
space for the County Administrator and his staff and a need for a comprehensive review of the Handbook of
Personnel Policies and Work Rules and the departments’ addendums, and

WHEREAS County Administrator Clinton Langreck has proposed to the Rules and Resolutions
Committee and to the Finance and Personnel Committee that a Temporary County Administrator Transition
Committee be created, and

WHEREAS these two Committees have carefully considered this proposal and are now presenting this
Resolution to the County Board for its consideration.

NOW THEREFORE BE IT RESOLVED by the Richland County Board of Supervisors that the
Temporary County Administrator Transition Committee is hereby created to complete the transition to the
County Administrator form of County government, with the composition and duties of the Committee being as
follows:

1. 3 Supervisors appointed by the County Board after receiving nominations
from the Committee on Committees;

2. The Committee shall: identify the staffing needs of the County Administrator; evaluate
staffing levels across all departments in the County to identify what staff, if any, can be
moved from other departments to the County Administrator’s office; identify what office
space the County Administrator and his staff will occupy;

3. The Committee shall present its recommendations to the Finance and Personnel
Committee as to staff and office space matters and to the Rules and Resolutions Committee
as to the Handbook of Personnel Policies and addendums to conform to the statutory
provisions relating to county administrators, and

BE IT FURTHER RESOLVED that a Administrator Transition Account is hereby created and $500 is
appropriated from the Contingency Fund to that Account, and

28



BE IT FURTHER RESOLVED that this Resolution shall be effective immediately upon its passage and
publication and shall expire on February 1, 2021.

RESOLUTION OFFERED BY THE RULES AND
RESOLUTIONS COMMITTEE AND ETHICS BOARD
AND THE FINANCE AND PERSONNEL COMMITTEE

FOR AGAINST

Marty Brewer
Melissa L. Luck
Kerry Severson
Linda Gentes
Chad Cosgrove
Donald Seep
David J. Turk

XX XX XXX

Resolution No. 20-127 Creating A Temporary Citizen Participation Planning Committee Relating To
The Community Development Block Grant Close Program was read by County Clerk Vlasak. Motion by
Couey, second by Severson that Resolution No. 20-127 be adopted. Motion by Couey, second by Manning that
the resolution be amended to state that the resolution expire on “February 1, 2023”. Motion carried on the
amendment. Motion carried and resolution, as amended, declared adopted.

RESOLUTION NO. 20 — 127 (Amended)

A Resolution Creating A Temporary Citizen Participation Planning Committee Relating To The
Community Development Block Grant Close Program.

WHEREAS the County is engaged in a Community Development Block Grant Close Program for the
purpose of getting grants to utilize the approximately $1.2 million of Community Development Block Grant
funds before the January, 2021 deadline for returning these funds to the State, and

WHEREAS one of the requirements for the Community Development Block Grant Close program is
that the County create a Temporary Citizen Participation Planning Committee in accordance with the already-
adopted Citizen Participation Plan for Community Development Block grants, and

WHEREAS the Finance and Personnel Committee has carefully considered this proposal and is now
presenting this Resolution to the County Board for its consideration.

NOW THEREFORE BE IT RESOLVED by the Richland County Board of Supervisors that a
Temporary Citizen Participation Planning Committee is hereby created as follows:

a. 5 members;
b. members shall be representatives of Richland County demographics, including one low
and middle income person, representatives from local government, real estate, banking

and labor, whenever possible;

¢. members of the committee shall be solicited by the Economic Development Director,
nominated by the Committee on Committees and approved by the County Board;

d. the committee shall be responsible for implementation of the Citizen Participation Plan as
29



Richland County Finance and Personnel Committee

Agenda Item Cover

Agenda Item Name: Strategic Plan and Administrative Priorities

Department Administration Presented By: | Clinton Langreck
Date of Meeting: | 01 Sep 2020 Action Needed: | Resolution
Disclosure: Open Session Authority:
Date submitted: | 28 Aug 2020 Referred by:

Recommendation and/or action language:

Motion to recommend resolution to the County Board adopting proposed 1) County
Administrator challenges, 2) County Board Strategic Goals, and 3) County Board priority values
to help guide initiatives and resources through the 2020-2022 County Board session.

Background: (preferred one page or less with focus on options and decision points)

In efforts to adopt and implement strategic priorities, goals and values for the remainder of the
2020-2022 session, | am proposing the initiatives listed below for consideration and adoption.
These initiatives were gathered by method of individual interviews with county board
supervisors and followed by a survey. From the survey, | listed the top ten popular responses for
categories of “Challenges for the County Administrator” and “County Board Strategic and
Priority Goals” are listed in order of popularity and I have added two of my choosing in
representing priorities form administration. The category of “Values” lists the top five popular
responses.

Challenges for the County Administrator (18 month goals for administrator):

=

Develop a long-term strategic plan
Transition finance and HR from County Clerk’s Office to the Administrator’s Office
Make resolutions and ordinances available and organized on the internet
Develop more uniform HR policy and procedures
Implement a uniform performance review program
Develop plan and funding for more broadband
Develop finance and purchasing policy (increase admin authority on purchasing)
Develop new county board member orientation program
Full review of county employee handbook, addendums and administrative manual
. Partner with Southwest Regional Planning in developing a county strategic plan
. Develop policy and procedure to address complaints and investigations (Proposed by
Administrator)
12. Develop compensation and classification plan (Proposed by Administrator)

©ooN Ok WN
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Recommended Cover Letter— County Administrator Langreck (20 May 2020)



Richland County Finance and Personnel Committee

Agenda Item Cover

County Board Strateqgic and Priority Goals (longer range goals):

=

More centralized HR supervision and resources

Consider future referendum options for maintaining services

Reach goal of 25% General Fund Reserve (3 months’ reserve)

Plan and prioritize employee retention and development

Develop a five-year and ten-year plan

Improve fiscal transparency

Continue transition of Committee Boards and Commission to advisory/policy roles

Continue establishing administrator position and administrative authority

. Collaboration with Richland Center

10. Develop a plan for a new jail / public safety building

11. Develop a plan for county owned property that promotes economic development
(Proposed by Administration)

12. Develop more rural broadband access (Proposed by Administration)

©ooNe A WD

County Board Prioritized VValues (how we approach solutions when values conflict):

1. Strategic Vision
Proactive
Accountability
Transparency
Direction by policy

ok 0N

Attachments and References:

Financial Review:
(please check one)

In adopted budget Fund Number

Apportionment needed Requested Fund Number

Other funding Source

No financial impact

(summary of current and future impacts)

No direct expenses, but may significantly influence project and funding decisions.

Approval: Review:

Clinton Langreck

Department Head Administrator, or Elected Office (if applicable)

Recommended Cover Letter— County Administrator Langreck (20 May 2020)



Richland County Administrator duties
1. Meeting Attendance & County Board Relations.

A. Attends all meetings of the County Board, except when excused by the County Board Chair or the
County Board, and advises and recommends courses of action to the Board as it pertains to matters of
County interest.

B. Supports the County Board by assisting with the preparation of the agendas, minutes of the meeting,
and all resolutions and ordinances to be presented to the Board.

C. Provides the Board with data regarding County programs and activities, and makes regular reports to
the Board.

D. Sees that all orders, ordinances, resolutions, and regulations adopted by the County Board are
faithfully executed.

E. Attends and participates in committee meetings as deemed necessary or requested by committee
chairs.

F. Monitors, reviews and keeps the County Board fully informed of any federal and state administrative,
legislative and judicial developments which may affect or impact the County. Solicits the Board's position,
drafts responses, recommends amendments, and supports said legislation. May represent the County at
state legislative meetings or hearings, or engage in lobbying efforts, on behalf of the county.

2. Administrative Duties.

A. Appoints and supervises all Department Heads of the County, except those elected by the people.

Supervises, coordinates, and directs all administrative and management functions of the County’s
departments and agencies under direct jurisdiction or fiscal control of the County Board, including
requiring the periodic submission of organizational charts and departmental activity reports and
conducting regular meetings with department heads. Oversees the day-to-day operations of all County
government functions ensuring effectiveness and efficiency.

Office. Carries out supervisory responsibilities in accordance with the County's policies and other

applicable laws. Responsibilities include interviewing, hiring, and training Department Heads (who are
not elected by the people)employve
rewarding ang disciplining Department Heads (who are not elected by the people)employvees; addressing

C.

B-Researches and recommends the establishment and modification of County policies, and interprets and
advises Department Heads concerning board policies, directives and expectations. Ensures the policies
and programs adopted by the County Board are effectively carried out.

-ED. Appoints the members of all Boards and Commissions, subject to the confirmation of the County
Board. Coordinates and actively participates in the selection and appointment process for the committees

of the County Board.



E-B. Acts as a resource for all union negotiations, and actively participates in the development of the
County’s negotiation strategy.

-EF. In coordination with the over-sight committees and department heads reviews and determines
whether vacant positions should be filled.

GE. Directs the preparation of all reports, studies, and research as the Board may require concerning
operations of the County; prepares plans and programs for the Board's consideration in anticipation of
future needs.

HE. Reviews and signs all contracts for goods and services after review by the Corporation Counsel and
department head. Approves all intergovernmental contracts and rental or lease contracts on behalf of the
County.

1H. Manages a wide variety of major projects and coordinates the roles of staff in the process.
3. Strategic Planning & Organizational Improvement.

A. Makes recommendations, assists the County Board in establishing, and advances the organizational
mission, vision, values and identified County goals.

B. Develops, integrates, and directs the current and long-range strategic plans for all County activities.
Uses resources within the County to accomplish organizational goals and objectives and assists in the
formulation of those goals and objectives to assure they support the County’s mission, vision and values.

C. Evaluates, on a continuing basis, the levels of service provided by County Departments and
recommends the establishment and/or modification of policies, procedures, or operating standards.
Recommends reorganization, improvement, or development of new functions, or abandonment of old
functions, to the County Board.

D. Takes the initiative to propose to the County Board such actions as will contribute to the efficiency,
productivity, and overall improvement of County operations.

4. Budget Preparation and Execution.

-A. Responsible for the preparation and submission of the annual budget and capital improvement
program to the County Board.

B. Establishes, with the Finance and Personnel Committee procedures, format, and priorities desired in
the preparation of the budget. Conducts and schedules budget hearings and meetings on budget requests
with the Finance and Personnel Committee. Attends budget meetings and makes recommendations on
said budgets.

C. Executes the adopted budget, insuringensuring that all expenditures of County funds are made in strict
compliance; reviews all departmental and agency requests or adjustments transfers of budgeted funds
with the Finance and Personnel -Committee, and the board as necessary

5.Financial Reports and Planning. In cooperation with the Finance and Personnel Committee

A. Makes regular reports to the Board, keeping the Board fully advised as to the financial condition of the
County and its future financial needs. Recommends such matters to them for their consideration as
deemed necessary or advisable for administration and coordination of County functions.

against anticipated county growth, and recommends methods of financing future needs.



B. Directs the examination of all accounts, records and operations of the County, which receive moneys
from the County Board.

C. Maintains and provides affected departments with current information on availability of funds and
procedures to apply for federal and state grant programs and assists in application for and procurement
of such grants.

-D. Develops bonding projects for the County and makes subsequent recommendations for the County
Board.

6. Human Resources

A. Administers the County’s Handbook of Personnel Policies and Work Rules
B. Administers the County’s employee fringe benefits programs

C. Reviews all recommendations for disciplinary suspensions or discharges

D. Develops hiring policies and monitors hiring practices and decisions to ensure that consistent and
sound personnel policies are followed.

7. Property Management.

A. Monitors the care and custody of all buildings, grounds and property of the County, and ensures that an
accurate inventory of said property is maintained.

B. Directs the preparation of plans for the management of County properties and for the construction and
alteration of physical facilities needed to render County services properly, said plans to be submitted to
the Board, recommending the priority of projects.

-C. Coordinates, with the appropriate committee, the preparation of architectural plans for County
buildings and their construction, and allocates space to County departments and agencies.

8. Community & Intergovernmental Relations.

-A. Initiates contact with other state and local governmental agencies, to recognize policy shifts, resolve
developing conflicts, identify opportunities for cooperation, explore and evaluate potential operational
efficiencies and cost savings.

B. Invites other local units of government to cooperate with the County through the establishment of task
forces, conference committees, and other similar arrangements.

C. Handles the public relations affairs of the County and the County Board. Serves as the chief
administrative spokesperson for the County, which role is to be coordinated with the County Board Chair,
who acts as the chief elected spokesperson.

D. Maintains good community relations, including ensuring timely investigation and response to citizen
complaints and inquiries.

E. Maintains positive, professional, and business-like working relationships with the community and
other units of government. It is unlikely an employee will perform all the duties listed, nor is the list
exhaustive in the sense it covers all the duties an employee may be required to perform. The examples are
merely indicative, not restrictive. No provision of this position description is intended to vest any duty, or
grant any authority which is vested by law in any other County Officer, Commission, Committee, or Board.
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ACCOUNTING SUPERVISOR/DEPUTY COUNTY CLERK

Department: County Clerk

Reports To: County Clerk

Purpose of Position

The purpose of this position is to perform accounting tasks within the office of Richland
County Clerk and serve as Deputy Clerk.

Essential Duties and Responsibilities

The following duties are normal for this position, These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.
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Manages the computerized Government Financial and Payroll Systems.

o E—

54.23 (2)(d)

\Maintaﬁzﬁhﬁrfmm_ﬁ&ﬁﬂ Q_DUM& I?u11;}s,}l Responsible for coding, data

e ]

entry, and posting of receipts, disbursements, and journal entries.

Monthly closing of General Ledgers and distribution of account activity reports to

all departiments.

R T S L S —

Prepares monthly financial reports.(Monthly reconciliation of Treasurers Cash;l
Highway Cost Accounting Cash, accounts receivables, anc

County’s financial system.

R e

investments with

Monitors accuracy of monthly CORe report for Child Support agency and

reconciles through DWD CORe website.

Monitors various Government Grants and reconciles with departments to assure

compliance.

Assists in preparing the Annual Budget. Maintains computerized budgeting

program, distributes worksheets to departments and finance committee, prepares

59.2.3 (2)(e)

salary and fringe data, and schedules budget meetings with the finance committee.

Closes financial ledgers annually. Prepares reports for and participates in Annual
financial audits. Maintains and update GASB 34 depreciation schedule of

equipment for annual audit. Prepares the County Clerk’s Annual Financial report.

Maimtains and monitors the AS400 computer system to include: nightly backups,

F:Dmplfete operating system backups, department and application backups,
installing software updates via CD or web downloads, maintains User profiles and

9/21/05 Res.
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59.22 (1) (a)

-

security, places calls and follow up with networking support provider, and other
troubleshooting 1ssues.

Compiles financial data for State and Federal surveys, and statistical reports,

Reports worker’s compensation injuries to insurance company via internet ExPrs.
Submits the annual summary of injuries to State of Wisconsin.

Participates in employee interviews and trains new employees.
Processes payroll in the absence of the Fiscal Clerk.
Submits weekly EFTPS payment for payroll tax withholdings.

Monitors monthly payroll payables for employee benefits to include: Health,
Dental, Disability and Life Insurance.

Monitors and assists with filing requirements and deadlines for Annual W2 wage
reporting. Supervises preparation of W2's, Prepares magnetic media for reporting

annual W2 data to State and Federal agencies.

Reconeiles annual Wisconsin Retirement System reporting and prepares magnetic
media for reporting to State of Wisconsin.

serves as County Clerk in Clerk’s absence.

Performs reception duties as needed.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma with three years aceounting experience, or any combination of
education and experience that provides equivalent knowledze, skills and abilities,

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and [nterpersonal Communication

» Ability to classify, compute and tabulate data and information. following a

prescribed plan requiring the exercise of some Judgment. Ability to compare,
count, differentiate, measure and sort information. Ability to assemble, COpY,
record and transeribe date and information.

Ability to advise and interpret on how to apply pelicies, procedures and standards
to specific situations, Ability to explain, demonstrate and clarify to others within
well-established policies, procedures and standards.

9/21/05 Res. # 86
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RICHLAND COUNTY
POSITION DESCRIPTION

Position Title: Accounts Payable Specialist Department; County Clerk

Reports to; County Clerk Non-Union Pay Grade 15

Date: September 17, 2013 Hours Per Woek: 35

PURPOSE OF POSITION

The purpose of this position is to provide financia

and ciercal services in order to Crsure
etfective and efficient fin

ancial ard administrative operations.
ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Other duties may be required and assigned.

* Receive and verify invoices before prepanng vouchers anc making payments for all

cid T2h\ Courthouse Departrents, Parks. UW-Extensicn, UW Food Service, UW Outlay,
1l A Sheriff's Department, County Fair, Land Corservation Syvmons Recreation, and MIS
Departments,
Make all vendor pavments for 2!l Richlan Cowily Departments
Maintain all Richland County Verdor files.
Countywide IRS Reporting. [ssue Wisconsin State S
vendors and IRS  Issue Real Estate 109975
—ollect payments for DNR licenses, marnage licenses, copiss, plat books, and maps
Muaintain moncy supply in cash box balarcing on a bi-month'y bas:s ayainst receints.
59 23(8) Kesp report to verify muney colieeted by County Clerk Office,
. i & Perfonmn TI:'rL'rE'_DtiCIﬂ tasks. Oireet VISILOrS, answer tﬂiﬁpl';_l:lj]l-_'.. taxke MEeSSAges, answer routine
4 23 /4 j questions, and prepare marmiage and domestic partnership applications and licenses.
* DNR license sales, Issus DNR licenses (g the gencral public. maintainin £ Automated
License [ssuance S ystem (ALIS) and urdering current regulations and DNR information.
: ¢ . Type County Board minutes Sor peimancat record, Supervisor per diems, County Hoard
£9.45 (;'«J 4’*} ﬂ‘) Resvlutions and Ordinances and weekly catender of meetings.
*  Maintain County personnel paiicies, Board rules and comumittee stricture.

* Operates and maintain ofice equipment (computers, printers, typewriter, caloulator,
copter and shredder),

+® Enter voter information into the SVRE system after an elsction in cluding new voter
5943 (;") ff':] applications,

59.23 {,;j){ rt Take minutes &t elections canvass meetings.

9.2 5{; {i? Record all elections results into the official elections results book,
£4 23(3) (e)*

M
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L ]

ales Tax reports, lssue 109%'s to
Issue tax exempt forms and letters
": & _I-I :‘.‘i"l:‘ri ]

Compils and maintain information for the Richland County Directory.

*  Uypeand mail Tn-County Airport agenda 0 {hat tommittee’s members,

¢ Perform a variety of other secretarial duties including: filing, duplicating and callating
prnted materials and compose routine replies to correspondence.

/177413 Bes. No. 11s



RICHLAND COUNTY
POSITION DESCRIPTION

Position Title: Payroll & Benefits Specialist Department: County Clerk
Reports to: County Clerk Non-Union Pay Grade 19
Date: September 17, 2013 Hours Per Week: 35

PURPOSE OF POSITION

The purpcse of this position (s to perform various accounting duties with the primary emohasis

on payroll and benefits administration for Richland County under the direction of the County
Clerk,

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed
as exclusive or all-inclusive, Other duties may be required and assigned.

'+ FProcess payroll for: Highway Department, Pine Valley Healthcare and Reahabiitation
, Center, Health and Human Services Depariment, Courthcuse stalf, Symon'e [Recreation
Complex, Sheriff's Depariment, County Superwisors, County Committee members,
Richland County Fair, Ambulance personnel and casual county employees and in
compliance with county policizs, umon cantractz and statutory requirements.
/= New employee ocrientation which incudes going over the required documents and
' documeantation needed to set up an employee for payroll ang direct deposit. Expiaining
the healtn dertal and life insurances, ratirement, Flax Section *25 plan, and loss of time
benefitz. Instructing the new employee on the County Handbook, computer palicy, equal
opportunity policy, sexual harassmcnt policy, drug-free workplace safety policy,
disciplinaftermination grievance policy and workpiace safety grievance policy
« Accurately code and enter employze payrol changas inciuding hires, terminations, wage
rates, deductions, child support crcers, garnishments, benefits and direct deposit
accounts.

|« Submitnew hires or any emplcyee not paid within a 50 day time frame to the Wiscansin
‘ New Hire Reporting Center as reguired by Siate Law

'« Verify new hires social security numbars with the Sccia' Security Eusiness Services
\ Online system

« Maintzins all County perscnnel fles.

« Maintains and balances Employas vacation, sck and comp times per Caunty policies
and/or union coniracts.

« Compules and enters wage and fring2 bensfits data for health, cental, and e
insurance, retirement, Flex Section 125 plan, loss of fime and union dues. Maintains

e e

benefit filles

» Process the menthly benefit billings and enzures billing accuracy of emplayees listed on
each bill.

+ Generate required reports and remt deductions ana withholdings to vendors and laxing
autharities.

; + Moritors Wiseonzin Retirement aligibility for temporary part-time and call-in employees
'« Calculates and process all ameounts due to State and Federal agencies for payral
{ withholdinga: i.e. state and federal taxes, garnishments and retirernent contributions
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Reconciles and distributes WZ's.

Process Unemployment compensation billings and eligibility forms

Prepares and files monthly Labor statistics employment reports.

Prepares and files quarterly Federal wage tax, Multiple Worksite and Unemployment
reports

Prepares annual payroll reports for auditors including workman's comp

Completes salary and benefit surveys as requested.

Administers open enroliment each year for Health and Dental insurance, Flex Section
125 plan and Loss of Time. Enters in new applications into each of the plans computer
systems and monitors billings to make sure the employees were enrolled correctly.
Administers Consolidated Omnibus Budget Reconciliation Act (COBRA) and maintains
detailed records on employees that elect to participate in COBRA.

Administers Family Medical Leave (FMLA) and maintains detailed records on employees
that need to have FMLA.

Administers Domestic Partnership's created with Employee Trust Funds and sets up any
insurance benefits that the employee is eligible for upon creating the Domestic
Partnership.

. Performs reception duties, sell all types of licenses as required by the DNR, take

marriage and Domestic Partnership applications, answers telephone and sell plat books

- or Richland County maps.

Enter voter information into the SVRS system after an election including new voter
applications.

Create lists of voter information based on customer request through the SVRS system.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

High school diploma or equivalent is required.

Preference for a 2-year or 4-year degree in Accounting or Human Resources.
Preference for knowledge of working in an AS-400 environment

Preference for experience with payroll and governmental accounting

Preference for knowledge of State & Federal regulations related to wage, hour & payroll.
Must be proficient in Microsoft Excel and Microsoft Word

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Language Ability and Interpersonal Communication

Ability to analyze and categorize data and information in order to determine the
relationship of the data with reference to criteria/standards. Ability to compare, count,
differentiate, measure and/or sort data and information. Ability to assemble Copy
record and transcribe data. Ability to classify, compute and tabulate data. 1 |

Abi_lity to advise and interpret on how to apply policies, procedures and standards to a
variety of specific situations.

Abllity to utilize advisory data and information such as Federal and State withholding
guidelines, Wisconsin Retirement Fund rules and guidelines, union contracts. ACS 2
Xerox company Payroll Operation Manual, Minnesota Life Insurance Manual it:TSLJFar";CE
billings, unemployment guidelines, non-routine correspondence and laws. |

Ability to communicate effectively with County Clerk, co-workers. all county empl
1 1 D
Department Heads, the general public and County Supervisors. MEiRoyses,
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1 Updated 17-18 Wis. Stats. COUNTIES 59.001
CHAPTER 59
COUNTIES
SUBCHAPTER I SUBCHAPTER V
DEFINITIONS POWERS AND DUTIES OF COUNTIES
59.001  Definitions. 59.51 Board powers.
SUBCHAPTER II 59.52 County administralion.‘
LEGAL STATUS; ORGANIZATION 59.53 Health and hqman services.
59.01  Body corporate; status. 59.535  Veterans affairs. X
59.02 Powers, how exercised; quorum. 59.54 Public protection gnd safety.
59.03 Home rule. 59.55 Consumer protection. )
50.04 Construction of powers. 59.56 Cullural‘affalrs'; educqtlon; recreation.
59.05 County seat; change. 59.57 Economic gnd industrial development.
59.06 County property. 59.58 Transportation.
59.07 Claims against counties; actions on. SUBCHAPTER VI
59.08 Consolidation of counties; procedure; referendum. FINANCE AND B[_JDGET
SUBCHAPTER III 59.60 Budgetary proye@ure in certain counties.
COUNTY BOARD OF SUPERVISORS 23'2?5 - levy rate limit.
59.10 Boards: composition; election; terms; compensation; compatibility. poe inancial transactions. .
. iy § > ’ P ’ P ¥ 59.62 Investment authority delegation.
59.11 Meetings; adjournment; absentees. . y g
UNgs: acjor L . 59.63 Treasurer’s disbursement of revenue.
59.12 Chairperson; vice chairperson; powers and duties. . .
59.13 Committees; appointment; compensation 29.64 Claims against county.
. RS y . 59.65 Publication of financial report.
59.14 Publication of ordinances and proceedings. 59.66 Unclaimed funds.
59.15 Neglect of duty. SUBCHAPTER VII
ke S A LAND USE, INFORMATION AND REGULATION,
5917 County exceutive COUNTY OFFICERS ENVIRONMENTAL PROTECTION, SURVEYS,
: utive. PLANNING AND ZONING
59.18  County administrator. 59.69  Planning and zoning authority.
59.19  Administrative coordinator. 59.691  Required notice on certain approvals.
59.20  County offices and officers. 59.692  Zoning of shorelands on navigable waters.
59.21 Official oaths and bonds. . . 59.693  Construction site erosion control and storm water management zoning.
59.22 Compensation, fees, salaries and traveling expenses of officials and 59 94 County zoning, adjustment board.
employees. 59.696  Zoning; filing fees.
59.23  Clerk. . . o L . 59.697  Fees for zoning appeals.
59.24 Clerks of counties containing state institutions to make claims in certain 59 98 Zoning, building inspector.
cases. 59.70 Environmental protection and land use.
23525 greasure?l 59.71 Special counties; record keeping.
. omptroller. 59.72 Land information.
59.26  Sheriff; undersheriff; deputies. 59.73  Surveys; expressing bearings, subdividing sections.
59.27  Sheriff; duties. 59.74  Perpetuation of section corners, landmarks.
59.28 Peace maintenance; powers and duties of peace officers, cooperation. 59.75 Certificates and records as evidence.
59.29  Transportation, apprehension of criminals. 59.76  Registration of farms.
59.30 Not to act as attorney. SUBCHAPTER VIII
59.31 Service on sheriff; how made. POPULOUS COUNTIES
59.32  Fees received by sheriff. 59.79 Milwaukee County.
59.33  Powers after term. . . . " 59.792  Milwaukee Countz; sewage, waste, refuse.
59.34  Coroner, medical examiner duties; coroner, medical examiner compatibil- 59794  Milwaukee County; limitations on board authority and on intergovern-
ity. mental cooperation, shared services.
59.35 Deputy coroner. 59.796  Milwaukee County; opportunity schools and partnership program.
59.36 CoronerAand medicgl examiner; fees. 59.80 Milwaukee County; city—county crime commission.
59.365  Moratorium on fee increases. 59.81 Cash flow, Milwaukee.
59.37  Service when no coroner. 59.82  Milwaukee County Research and Technology Park.
59.38°  Medical examiner and assistants. 59.84  Expressways and mass transit facilities in populous counties.
ggig g?ﬂi(neg or medical examiner as funeral director, limitation. 59.85  Appropriation bonds for payment of employee retirement system liability
. erk of court. in populous counties.
59.41 Not to act as attorney. 59.86  Agreements and ancillary arrangements for certain notes and appropria-
59.42  Corporation counsel. tion bonds.
59.43 Register of deeds; duties, fees, deputies. 59.87  Employee retirement system liability financing in populous counties;
59.44 County abstractor; appointment; duties; fees. additional powers.
59.45 County surveyor; duties, deputies, fees. 59.875  Payment of contributions in and employment of annuitants under an
59.46 Penalty for nonfeasance. employee retirement system of populous counties.
59.47 County auditors; powers; duties. 59.88 Employee retirement system of populous counties; duty disability benefits
59.48 County assessor. for a mental injury.
SUBCHAPTER I pired term and whose service has not terminated by death, resigna-
tion or removal from office.
DEFINITIONS (2r) “Municipal clerk” means the clerk of a municipality.
59.001 Definitions. In this chapter, unless the context clearly (3) “Municipality” means any city, village or town.

indicates to the contrary:
(1) “Board” means the county board of supervisors.
(2) “Clerk” means the county clerk.

(2m) “Members—elect” means those members of the govern-
ing body of a county, city, village or town, at a particular time, who
have been duly elected or appointed for a current regular or unex-

(3m) “Municipal treasurer” means the treasurer of a munici-
pality.

(3r) “Professional land surveyor” means a professional land
surveyor licensed under ch. 443.

(4) “Treasurer” means the county treasurer.
History: 1989 a. 260, 268; 1995 a. 201; 2013 a. 358.
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Board of Supervisors can provide, fix, or change the pay of unclassified employees,
unless and until board action interferes with the Milwaukee County Executive’s day—
to—day control of a county department or subunit. Lipscomb v. Abele, 2018 WI App
58, 384 Wis. 2d 1, 918 N.W.2d 434, 17-1023.

The Milwaukee County Executive’s day—to—day control power under s. 59.794 (3)
(a) has the express intent of removing and clarifying some authority of the Milwaukee
County Board of Supervisors (Board) under sub. (2) and increasing and clarifying the
authority of the Milwaukee County Executive. The Milwaukee County Executive’s
day—to—day control power prevents the Board from taking actions that effectively
direct what duties may or must be accomplished by employees or officers or how they
may or must perform those duties, even when a Board action may result in a compen-
sation change. Lipscomb v. Abele, 2018 WI App 58,384 Wis. 2d 1,918 N.W.2d 434,
17-1023.

A county ordinance implementing a collective bargaining agreement providing for
the payment to county employees, upon their leaving government employment, com-
pensation for accumulated sick leave, earned both before and after the effective date
of the ordinance, is valid. 59 Atty. Gen. 209.

A county board may not adopt a step—salary plan for elective offices related to
experience of the officeholder as compensation is for the office, not the officer, and
the officer is entitled to the compensation as an incident of the office. 61 Atty. Gen.
165, 403.

When it is the duty of a county traffic officer to testify or assist in the prosecution
of county traffic offenses, the officer is not entitled to witness fees but may be paid
additional compensation if a court appearance takes place outside regular working
hours. 62 Atty. Gen. 93.

A county board may not deny a salary to an elected official during a period of sick-
ness. A board does not have power to establish sick leave and vacation benefits for
elected county officials. 65 Atty. Gen. 62.

The authority to establish salaries for the staff employed by a county’s
51.42/51.437 board lies with that board, subject to the general budgetary control of
the county board. 65 Atty. Gen. 105.

Discretionary authority to grant increases to elected county officials based upon
performance or length of service may not be delegated to a committee of the county
board because the board itself lacks the authority to establish such a compensation
scheme. 80 Atty. Gen. 258.

59.23 Clerk. (1) DEPUTIES; SALARIES; VACANCIES. (a) Every
clerk shall appoint in writing one or more deputies and file the
appointment in the clerk’s office. The deputy or deputies shall aid
in the performance of the duties of the clerk under the clerk’s
direction, and in case of the absence or disability of the clerk or of
a vacancy in the clerk’s office, unless another is appointed therefor
as provided in par. (c), shall perform all of the duties of the clerk
during the absence or until the vacancy is filled. The board may,
at its annual meeting or at any special meeting, provide a salary
for the deputy or deputies.

(b) In each county the clerk may also appoint the number of
assistants that the board authorizes and prescribes, and the assist-
ants shall receive salaries that the board provides and fixes.

(c) If a clerk is incapable of discharging the duties of office the
board shall appoint an acting clerk within 90 days after the board
adopts a resolution finding that the clerk is incapable of discharg-
ing the duties of the office. The acting clerk shall serve until the
disability is removed. If the board is not in session at the time of
the incapacity, the chairperson of the board may appoint an acting
clerk, whose term shall not extend beyond the next regular or spe-
cial meeting of the board. A person appointed as acting clerk or
appointed to fill a vacancy in the office of clerk, upon giving an
official bond with sureties as required of a clerk, shall perform all
of the duties of the office; and thereupon the powers and duties of
the deputy of the last clerk shall cease.

(2) DuTiES. The clerk shall:

(a) Board proceedings. Act as clerk of the board at all of the
board’s regular, special, limited term, and standing committee
meetings; under the direction of the county board chairperson or
committee chairperson, create the agenda for board meetings;
keep and record true minutes of all the proceedings of the board
in a format chosen by the clerk, including all committee meetings,
either personally or through the clerk’s appointee; file in the
clerk’s office copies of agendas and minutes of board meetings
and committee meetings; make regular entries of the board’s reso-
lutions and decisions upon all questions; record the vote of each
supervisor on any question submitted to the board, if required by
any member present; publish ordinances as provided in s. 59.14
(1); and perform all duties prescribed by law or required by the
board in connection with its meetings and transactions.

(b) Recording of proceedings. Record at length every resolu-
tion adopted, order passed and ordinance enacted by the board.

COUNTIES 59.23

(c) Orders for payment. Sign all orders for the payment of
money directed by the board to be issued, and keep a true and cor-
rect account of such orders, and of the name of the person to whom
each order is issued; but he or she shall not sign or issue any county
order except upon a recorded vote or resolution of the board
authorizing the same; and shall not sign or issue any such order for
the payment of the services of any clerk of court, district attorney
or sheriff until the person claiming the order files an affidavit stat-
ing that he or she has paid into the county treasury all moneys due
the county and personally collected or received in an official
capacity; and shall not sign or issue any order for the payment of
money for any purpose in excess of the funds appropriated for
such purpose unless first authorized by a resolution adopted by the
county board under s. 65.90 (5).

(cm) Apportionment of taxes. Apportion taxes and carry out
other responsibilities as specified in s. 70.63 (1).

(d) Accounts. File and preserve in the clerk’s office all
accounts acted upon by the board, and endorse its action thereon,
designating specifically upon every account the amount allowed,
if any, and the particular items or charges for which allowed, and
such as were disallowed, if any.

(de) Property. To the extent authorized by the board, exercise
the authority under s. 59.52 (6).

(dg) Dogs. Perform the responsibilities relating to dog licens-
ing, which are assigned to the clerk under ch. 174, and the dog
fund specified in ch. 174.

(di) Marriage licenses, domestic partnerships. Administer the
program for issuing marriage licenses as provided in ch. 765 and
the program for forming and terminating domestic partnerships as
provided in ch. 770.

(e) Reports of receipts and disbursements. Record the reports
of the treasurer of the receipts and disbursements of the county.

(f) Recording receipts and disbursements. Keep a true and
accurate account of all money which comes into the clerk’s hands
by virtue of the clerk’s office, specifying the date of every receipt
or payment, the person from or to whom the receipt or payment
was received or paid, and the purpose of each particular receipt or
disbursement, and keep the book at all times open to the inspection
of the county board or any member of the board.

(g) Payments to treasurer. Keep in the manner prescribed in
par. (f) a separate account of all moneys paid the treasurer by the
clerk.

(h) Books of account. Keep all of the accounts of the county
and all books of account in a manner that the board directs. Books
of account shall be maintained on a calendar year basis, which
shall be the fiscal year in every county.

(i) Chief election officer, election duties. As the chief election
officer of the county, perform all duties that are imposed on the
clerk in relation to the preparation and distribution of ballots and
the canvass and return of votes at general, judicial, and special
elections.

(L) Duplicate receipts. Make out and deliver to the treasurer
duplicate receipts of all money received by the clerk as clerk, and
countersign and file in the clerk’s office the duplicate receipts
delivered to the clerk by the treasurer of money received by the
treasurer.

(m) Certified copies; oaths and bonds; signatures. 1. Make
and deliver to any person, for a fee that is set by the board under
s. 19.35 (3), a certified copy or transcript of any book, record,
account, file or paper in his or her office or any certificate which
by law is declared to be evidence.

2. Except as otherwise provided, receive and file the official
oaths and bonds of all county officers and upon request shall cer-
tify under the clerk’s signature and seal the official capacity and
authority of any county officer so filing and charge the statutory
fee. Upon the commencement of each term every clerk shall file
the clerk’s signature and the impression of the clerk’s official seal
in the office of the secretary of state.

2017-18 Wisconsin Statutes updated through 2019 Wis. Act 186 and through all Supreme Court and Controlled Substances
Board Orders filed before and in effect on September 1, 2020. Published and certified under s. 35.18. Changes effective after
September 1, 2020, are designated by NOTES. (Published 9-1-20)


https://docs.legis.wisconsin.gov/document/courts/2018%20WI%20App%2058
https://docs.legis.wisconsin.gov/document/courts/2018%20WI%20App%2058
https://docs.legis.wisconsin.gov/document/courts/384%20Wis.%202d%201
https://docs.legis.wisconsin.gov/document/courts/918%20N.W.2d%20434
https://docs.legis.wisconsin.gov/document/wicourtofappeals/17-1023
https://docs.legis.wisconsin.gov/document/courts/2018%20WI%20App%2058
https://docs.legis.wisconsin.gov/document/courts/384%20Wis.%202d%201
https://docs.legis.wisconsin.gov/document/courts/918%20N.W.2d%20434
https://docs.legis.wisconsin.gov/document/wicourtofappeals/17-1023
https://docs.legis.wisconsin.gov/document/oag/vol80-258
https://docs.legis.wisconsin.gov/document/statutes/59.23(1)(c)
https://docs.legis.wisconsin.gov/document/statutes/59.14(1)
https://docs.legis.wisconsin.gov/document/statutes/59.14(1)
https://docs.legis.wisconsin.gov/document/statutes/65.90(5)
https://docs.legis.wisconsin.gov/document/statutes/70.63(1)
https://docs.legis.wisconsin.gov/document/statutes/59.52(6)
https://docs.legis.wisconsin.gov/document/statutes/ch.%20174
https://docs.legis.wisconsin.gov/document/statutes/ch.%20174
https://docs.legis.wisconsin.gov/document/statutes/ch.%20765
https://docs.legis.wisconsin.gov/document/statutes/ch.%20770
https://docs.legis.wisconsin.gov/document/statutes/59.23(2)(f)
https://docs.legis.wisconsin.gov/document/statutes/19.35(3)
smurphylopez
Highlight

smurphylopez
Highlight

smurphylopez
Highlight


Updated 2017-18 Wis. Stats. Published and certified under s. 35.18. September 1, 2020.

59.23 COUNTIES

(n) Taxes. Perform all duties that are imposed on the clerk in
relation to the assessment and collection of taxes.

(nm) Timber harvest notices. Provide notice to a town chair-
person regarding the harvesting of raw forest products, as
described in s. 26.03 (1m) (a) 2.

(0) Report, receipts and disbursements to board. Make a full
report to the board, at the annual meeting or at any other regular
meeting of the board when so stipulated by the board, in writing,
verified by the clerk’s oath, of all money received and disbursed
by the clerk, and separately of all fees received by the clerk; and
settle with the board the clerk’s official accounts and produce to
the board all books, accounts and vouchers relating to the same.

(p) Proceedings to historical society. Forward to the historical
society, postpaid, within 30 days after their publication a copy of
the proceedings of the board, and of all printed reports made under
authority of such board or by the authority of other county offi-
cers.

(q) County highway commissioner; notify of election. Notify
a county commissioner of highways of the commissioner’s elec-
tion within 10 days thereafter.

(r) County tax for road and bridge fund. Notify the proper
town officers of the levy and rate of any tax for the county road and
bridge fund.

(s) List of local officials. Annually, on the first Tuesday of
June, transmit to the secretary of state a list showing the name,
phone number, electronic mail address, and post—office address of
local officials, including the chairperson, mayor, president, clerk,
treasurer, council and board members, and assessor of each
municipality, and of the elective or appointive officials of any
other local governmental unit, as defined in s. 66.0135 (1) (c), that
is located wholly or partly within the county. Such lists shall be
placed on file for the information of the public. The clerk, secre-
tary, or other administrative officer of a local governmental unit,
as defined in s. 66.0137 (1) (as), shall provide the county clerk the
information he or she needs to complete the requirements of this
paragraph.

(t) General. Perform all other duties required of the clerk by
law.

History: 1995 a. 201 ss. 261, 263, 264, 275; 1995 a. 225 ss. 147 to 150; 1997 a.
27; 1999 a. 9; 2013 a. 373; 2019 a. 19.

Under s. 59.17 (8) [now sub. (2) (h)], the clerk keeps only those accounts desig-
nated by the board. Harbick v. Marinette County, 138 Wis. 2d 172, 405 N.W.2d 724
(Ct. App. 1987).

Except for their elected superior’s power to appoint and discharge, chief deputies
are subject to the Municipal Employment Relations Act, ss. 111.70 to 111.77, and are
not excluded from a collective bargaining unit as a matter of law. Oneida County v.
WERC, 2000 WI App 191, 238 Wis. 2d 763, 618 N.W.2d 891, 00-0466.

Statutory powers of the county clerk with respect to budgeting and record keeping
cannot be transferred by the county board to a new position of finance officer. 63 Atty.
Gen. 196.

A county board can only grant powers of indirect supervision to a finance director
with respect to the accounting or bookkeeping duties of a county clerk. 65 Atty. Gen.
132.

59.24 Clerks of counties containing state institutions
to make claims in certain cases. The clerk of any county that
is entitled to reimbursement under s. 16.51 (7) shall make a certi-
fied claim against the state, without direction from the board, in
all cases in which the reimbursement is directed in s. 16.51 (7),
upon forms prescribed by the department of administration. The
forms shall contain information required by the clerk and shall be
filed annually with the department of corrections on or before
June 1. If the claims are approved by the department of correc-
tions, they shall be certified to the department of administration
and paid from the appropriation made by s. 20.410 (1) (c), if the
claim is for reimbursement of expenses involving a prisoner in a
state prison named in s. 302.01, or from the appropriation under
s. 20.410 (3) (c), if the claim is for reimbursement of expenses
involving a juvenile in a juvenile correctional facility, as defined
in s. 938.02 (10p).

History: 1989 a. 31,359; 1995 a. 27, 77; 1995 a. 201 s. 265; Stats. 1995 s. 59.24;
1997 a. 35; 2005 a. 344.

Updated 17-18 Wis. Stats. 16

59.25 Treasurer. (1) ELiGBILITY. No person holding the
office of sheriff, undersheriff, circuit judge, district attorney, clerk
of the circuit court, clerk or member of the board shall be eligible
to the office of treasurer or deputy treasurer.

(2) DEPUTIES; OATH; SALARY; TEMPORARY VACANCY. (a) The
treasurer shall appoint one deputy to aid the treasurer, under the
treasurer’s direction, in the discharge of the duties of the office of
treasurer. The appointment shall be in writing and shall be filed
and recorded in the treasurer’s office. Such deputy, in the absence
of the treasurer from the treasurer’s office or in case of a vacancy
in said office or any disability of the treasurer to perform the duties
of the office of treasurer, unless another is appointed therefor as
provided in par. (b), shall perform all of the duties of the office of
treasurer until such vacancy is filled or such disability is removed.
The person so appointed shall take and file the official oath. The
person shall file his or her appointment with the clerk. The board
may, at its annual meeting or at any special meeting, provide a
salary for the deputy.

(b) If any treasurer is incapable of discharging the duties of the
office of treasurer, the board may, if it sees fit, appoint a person
treasurer who shall serve until such disability is removed. A per-
son so appointed or appointed to fill a vacancy in the office of trea-
surer, upon giving an official bond with like sureties as are
required of such treasurer, shall perform all the duties of such
office, and thereupon the powers and duties of any deputy per-
forming the duties of the last treasurer shall cease.

(3) DuTiEs. The treasurer shall do all of the following:

(a) 1. Receive all moneys from all sources belonging to the
county, and all other moneys which by statute or county ordinance
are directed to be paid to the treasurer, and, except in counties hav-
ing a population of 750,000 or more, in the case of the payment
of delinquent property taxes or the redemption of land subject to
a tax certificate, make out and deliver to the clerk duplicate
receipts therefor, and file in the treasurer’s office the duplicate
receipts delivered to the treasurer by the clerk for money received
by the clerk.

2. In counties having a population of 750,000 or more, file a
duplicate receipt in the treasurer’s office.

(b) Pay out all moneys belonging to the county only on the
order of the board, signed by the clerk and countersigned by the
chairperson, except when special provision for the payment
thereof is otherwise made by law; and, except in counties having
a population of 750,000 or more, pay out all moneys belonging to
the county road and bridge fund on the written order of the county
commissioner of highways, signed by the clerk and countersigned
by the chairperson of the board.

(c) Pay all county orders described in par. (b) in the order of
time in which they are presented for payment; but where 2 or more
are presented at the same time, give precedence to the order of the
oldest date, but the treasurer shall receive of municipal treasurers
all county orders issued in the county, which the municipal trea-
surers may present in payment of county taxes, to the amount of
the county taxes actually collected by any municipal treasurer in
the year for which the orders are offered in payment, which
amount shall be determined by the affidavit of the municipal trea-
surer.

(d) Keep a true and correct account of the receipt and expendi-
ture of all moneys which come into the treasurer’s hands by virtue
of the treasurer’s office in books kept therefor, specifying the date
of every receipt or payment, the person from or to whom the same
was received or paid, and the purpose of each particular receipt or
payment; keep also in like manner a separate account of all fees
received, a separate account of all moneys received for taxes, and
a separate account of money received upon redemption of lands
from sales thereof for nonpayment of taxes, further specifying in
the 2 last accounts the description of the property on account of
which such money was paid, which books shall be open at all
times to the inspection of the board or any member thereof and to
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November 18, 2020

Below is a brief overview of the operations of the County Clerk’s office. The 2020 adopted
County budget shows expenditures and revenues totaling $32,555,314.24. All of the revenues
and expenditures for the budget flow through the financial software.

The three positions of Accounting Supervisor, Payroll and Benefits Specialist and Accounts Payable
Specialist work together as a team. The duties of each position are interrelated and intertwined. While
payroll and benefits seems to be an independent function, all of the accounting information for payroll
and benefits feeds into the accounting software. The account structure of the accounting software is
maintained by the Accounting Supervisor to meet the ever changing accounting structure needs of the
County’s departments. This account structure is also built into the payroll software so that salary and
fringe benefit costs post to the appropriate accounts in the general ledger. The accounts payable
functions involve the payment of all expenditures. Coding for each individual expenditure is a part of
the accounting system. The coding is how expenditures get posted to the various expenditure accounts.
The coding and accounts setup is the function of the accounting supervisor position. The maintenance
of the vendor system is handled by accounts payable. A major part of the accounts payable position is
the maintenance of the vendor system, which is a part of the accounting software, for the issuance of
the annual 1099’s to vendors. All of the revenues for the 2020 budget are receipted by the County
Treasurer. Copies of all of those receipts go to the Accounting Supervisor for entry into the financial
software by the holder of the accounting supervisor position.

Another important part of the team is cross training. Before the vacancy occurred in the Accounting
Supervisor position, the holder of that position performed the duties of the payroll and benefits position
and the accounts payable position during the absence of the holders of those position during vacation
periods or because of illness. The plan was to have the new holder of the Accounting Supervisor
position trained to perform the duties of payroll and accounts payable during absences.

The current County Clerk has the knowledge, having performed the duties of all three positions, to cover
the duties of the three positions and is currently performing the duties of the accounting supervisor
position due to the vacancy in that position. The County Clerk would also be the person training the
new person assuming the Accounting Supervisor position.

Below is the ordinance the board recently adopted amending the administrative coordinator ordinance.
Note that the ordinance did not eliminate all of the duties that the County Clerk fulfilled when
designated as the Administrative Coordinator of the County.

ORDINANCE NO. 20 - 26

An Ordinance Amending Ordinances # 86-6 and # 88-3 Relating To Designating The
County Clerk As The Administrative Coordinator Of The County.

The Richland County Board of Supervisors does hereby ordain as follows:

1. Sections 1, 2, 5, and 6 of Ordinance # 86-6, which was adopted on September 16,



1986, as amended by Ordinance No. 88-3, which was adopted on June 21, 1988,
relating to designating the County Clerk Victor V. Vlasak as the Administrative
Coordinator of the County, are repealed.

2. Section 3 and 4 are amended by repealing the following crossed-out words and
adopting the following underlined words.

3. Section 3: The Administrative-Coordinator-County Clerk shall alse, exercise the
following duties:

(a) Administer the various insurance programs of the County. Work
with the-tasuranee Finance and Personnel Committee to see that
insurance coverage is solicited and adequate to protect the County
from financial loss.

(b) Assist the Finanee-Committee-County Administrator in the

preparation of the annual budget. Monitor implementation
of the adopted budget to assure that all expenditures of county
funds are made in compliance with the allocations of the budget.
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