
It is expected that a Quorum of the Administration Committee, Board of Public Works, and Common Council will be 
attending this meeting: (although it is not expected that any official action of any of those bodies will be taken) 
 

"Menasha is committed to its diverse population. Our Non-English speaking population and those with disabilities 
are invited to contact the Menasha City Clerk at 967-3603 24-hours in advance of the meeting for the City to 
arrange special accommodations." 
 

 

CITY OF MENASHA 
PERSONNEL COMMITTEE 

First Floor Conference Room 
100 Main Street, Menasha 

August 19, 2019 
6:45 PM 

or immediately following Board of Public Works 
AGENDA 

 
  

A. CALL TO ORDER 
 
B. ROLL CALL 
 
C. MINUTES TO APPROVE 

 1.  Personnel Committee, 5/6/19 
 

D. DISCUSSION/ACTION ITEMS 
1. Police Department Evidence Custodian Position 

2. Public Works Director and Civil Engineer Positions 
 

E. ADJOURNMENT 
 

 
 
 



CITY OF MENASHA 
PERSONNEL COMMITTEE 
First Floor Conference Room 

100 Main Street, Menasha 
May 6, 2019 
MINUTES 

  
A. CALL TO ORDER 
 Meeting called to order by Chairman Ted Grade at 10:16 p.m. 
 
B. ROLL CALL 
 PRESENT: Aldermen Rebecca Nichols, James Taylor, Stan Sevenich, Mark Langdon,  

 Steve Krueger, Tom Grade, Ted Grade, Randy Ropella, Mayor Merkes. 
 ALSO PRESENT: CA Captain. 
 
C. MINUTES TO APPROVE 

 1.  Personnel Committee, 4/16/19 
 Moved by Ald. Sevenich seconded by Ald. Krueger to approve minutes. 
 Motion carried on voice vote. 
 

D. DISCUSSION/ACTION ITEMS 
1. Adjourn into Closed Session pursuant to Wis. Stats. 19.85(1)(f) Considering financial, 

medical, social or personal histories or disciplinary data of specific persons, 
preliminary consideration of specific personnel problems or the investigation of 
charges against specific persons, which if discussed in public, would be likely to have 
a substantial adverse effect upon the reputation of any person referred to in such 
data, or involved in such problems or investigations. (Preliminary consideration of 
specific personnel problems).   

Moved by Mayor Merkes, seconded by Ald. Nichols to adjourn into Closed Session 
pursuant to Wis. Stats. 19.85(1)(f) Considering financial, medical, social or personal 
histories or disciplinary data of specific persons, preliminary consideration of specific 
personnel problems or the investigation of charges against specific persons, which if 
discussed in public, would be likely to have a substantial adverse effect upon the 
reputation of any person referred to in such data, or involved in such problems or 
investigations. (Preliminary consideration of specific personnel problems).   
Motion carried on roll call 9-0. 
 

E. ADJOURNMENT 
 Moved by Ald. Krueger seconded by Ald. Tom Grade to adjourn at 11:08 p.m. 
 Motion carried on voice vote. 
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City of Menasha ● Police Department 
Police Chief Timothy J. Styka 

tstyka@ci.menasha.wi.us 

430 First Street ● Menasha, Wisconsin 54952-3143 ● Phone (920) 967-3500 ● Fax (920) 967-5145 
www.menashapolice.org 

 

 

 
 

 
 
To:  Members of the Personnel Committee 
 
From:  Tim Styka, Chief of Police  
 
Date:  August 14, 2019 
 
RE:  Evidence Custodian Position   
 
 
BACKGROUND 
 
In a review of our job descriptions we notice that we have had civilian employees 
assisting with a number of functions related to evidence but we did not have a formal job 
title and associated job description to document these job duties and responsibilities. As 
part of Lt. Nick Thorn’s project work in the Wisconsin Command College he identified 
this need and created a job description.  
  
ANALYSIS 
 
Personnel who work in and around evidence must be held to a very high standard and 
demonstrate unwavering integrity. The creation of this job title and associated job 
description will help to ensure those responsible for handling evidence in the property 
room have a clear expectation of what is required of them and to provide a baseline for 
the requirements a person will need to perform these duties. 
 
FISCAL IMPACT 
 
There is no new fiscal impact. The hours associated for this position have been in the 
budget for several years and continue to be performed by various civilian personnel.   
 
RECOMMENDATION 
 
It is our recommendation to approve this job position title with a motion similar to: 
“To approve the creation of the position of Evidence Property Custodian at the Police 
Department”  
 



100 Main Street ● Suite 200 ●Menasha, Wisconsin 54952 ● Phone (920) 967-3600 ● Fax (920) 967-5273 
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MEMORANDUM 
 
 TO: Common Council 
 FROM: Donald Merkes, Mayor 
  Ted Grade, Chair Personnel Committee 
 DATE: 15 August 2019 
 RE: Public Works Director  
 
 
BACKGROUND 
 

As many of you know, we were recently notified that our Director of Public Works had accepted a 
position in New Berlin to be closer to family. His last day with the City of Menasha will be on  
September 11. 
 

When vacancies such as this occur, the City makes efforts to promote from within, posting positions 
internally. While it has been determined that there are no internal candidates that possess a 
professional engineer certification (which is required), there are several candidates that have the 
experience and knowledge to perform a majority of the duties of the director. 
 

Noting the skills and dedication of our current employees, we would like to bring an alternate option 
forward to the Common Council  that would allow the potential to promote from within. 
 

The current table of organization structure: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Alternate table of organization: 

 
 
The alternate table of organization would best utilize the skills of our current staff, maintain continuity, 
and aid in succession planning. It would also continue the tradition of having a PE on staff. 
 
It should be noted that communities our size and larger do not always require a PE for the director 
position, but often have a PE on staff. A PE is required for designs that need DNR approval or state 
grants.  In addition, civil engineers who have a PE often have more extensive training in design, 
structural calculations, transportation planning, and environmental engineering (including stormwater). 
We believe that it is in the city’s best interest to have a PE on staff for both financial reasons and depth 
of knowledge. 
 

FISCAL IMPACT 
 

The current and alternate tables of organization have minimal fiscal impact with total salaries.  
Depending on the experience of candidates, the expected total salaries for the alternate organizational 
structure would be at or below the current structure. 
 

RECOMMENDATION 
 

A motion to recommend to the Common Council the alternate table of organization, changing the 
requirement for the Director to possess a Professional Engineer certification to Professional Engineer 
certification preferred, replacing the Engineering Supervisor with the Deputy Director of Engineering 
(salary grade 13 $63,993-$78,055), and creation of the position of Civil Engineer (hourly salary $29.30-
$36.65) 
 

Note: Following interviews of internal candidate(s) a recommendation will brought to the Common 
Council for appointment (or to seek outside candidates and maintain current structure) before 
implementing the Civil Engineer position or changes to the Engineering Supervisor position. 



CITY OF MENASHA 
Position Description 

 

 

Position Title: Civil Engineer 

Department:  Public Works 

Status:   Non-Exempt 

Position Reports To: Director of Public Works and/or City Engineer  

  

Date of Description: August 9, 2019 

 

SUMMARY  
This position is an entry/mid level professional engineering position in the Engineering Department. This 

position involves engineering work in both the field and the office. The work involves performing 

engineering work in connection with the design, investigation, development, maintenance and 

construction of engineering projects. The position also includes field location and marking of City owned 

utilities and facilities, preparation of City maps and CAD drafting. 

 

ESSENTIAL FUNCTIONS to include the following: 
 

 Prepares plans, specifications and estimates for projects such as streets, sidewalks and parking lot 

paving, sanitary and storm sewer extensions and rehabilitations. 

 Conduct engineering field investigations and provide engineering solutions. 

 Coordinate project development with other Engineers, Surveyors, Consultants, Utility Personnel and 

property owners. 

 Aid in the preparation of required annual reports including but not limited to the City’s MS-4 permit 

and CMAR. 

 Assist in creating Requests For Proposals for engineering and public works projects. 

 Prepares and develops feasibility studies for long-term planning. 

 Review of Storm Water Management Plans, Excavation Permits, Grade Requests and Development 

Reviews. 

 Coordinate Sewer System Evaluation Survey 

 Prepare Preliminary and Final Assessments for construction projects. 

 Perform related work as required. 

 Report for work as scheduled. 

 

 

POSITION REQUIREMENTS/QUALIFICATIONS 

 

 Bachelor’s Degree in Civil Engineering; or equivalent knowledge gained through a combination of 

education and work experience. 

 Thorough knowledge of mathematics, including trigonometry. 

 Knowledge of technical methods and practices of municipal engineering, surveying and computer 

aided drawing. 

 Ability to make accurate field and office computations. 

 Ability to read and interpret engineering plans and specifications. 
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 Ability to create plans and maps with proficiency in computer aided drafting and design. 

 Ability to keep accurate field notes and plot information. 

 Ability to conduct engineering field investigations and use engineering knowledge to determine the 

best solution. 

 Ability to deal courteously and tactfully with the public. 

 Must display ability for accuracy, neatness and good judgment. 

 Ability to develop and maintain effective working relationships with superiors, contractors, other 

employees and the public. 

 Ability to communicate effectively, orally and in writing. 

 

 

CERTIFICATES, LICENSES, REGISTRATIONS 

 

 Valid Wisconsin driver’s license. 

 Registered as Professional Engineer in Wisconsin or have the ability to obtain said licensure within 

six months of employment. 

 

 

PHYSICAL DEMANDS 

 

The physical demands described herein are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

 Walking over rough, uneven or rocky surfaces while working in a variety of weather conditions 

required. 

 While performing the duties of this job, the employee is regularly required to sit, stand, walk and use 

both hands to handle, touch, grasp; reach with hands and arms, talk and hear. 

 Specific vision abilities include close and distant vision, peripheral vision, depth perception, and 

ability to focus. 

 Overtime and on-call time may be required. 

 Ability to lift 50 pounds on an occasional basis. 

 

 

FUNCTION OF POSITION DESCRIPTION 

 

This position description has been prepared to define the general duties of the position, provide examples 

of work and to detail the required knowledge, skills and abilities as well as the acceptable experience and 

training for the position.  The description is not intended to limit or modify the right of any supervisor to 

assign, direct, and control the duties of employees under supervision.  The City of Menasha retains and 

reserves any and all rights to change, modify, amend, add to or delete from any portion of this description 

in its sole judgment. 

 

This job description is not a contract for employment. 

The City of Menasha is an equal opportunity employer, in compliance with the American Disabilities Act.  

The City will provide reasonable accommodations to qualified individuals with disabilities and 

encourages both prospective and current employees to discuss potential accommodations with the 

employer. 




