


13. Update on Pharmaceutical position in the Drug Task Force.  
 
 

14. Approval of RFP For Architectural and Engineering Design Services for the Sheriff Office 
Building, Project # 1434. 

15. Sheriff’s Report. 
#15a Review the Pay Scale of Lieutenants and Captains from the Brown County Sheriff’s 
Department.  
 
16. Circuit Courts – Budget Status Financial Report for September, 2010 and October, 2010.  

 
Medical Examiner - No agenda items 
 
Other 
19. Audit of bills. 
20. Such other matters as authorized by law. 

 
 
                          Tom De Wane, Chair 
 
 
 
Notice is hereby given that action by the Committee may be taken on any of the items which are described or listed in this agenda.  
 
Please take notice that it is possible additional members of the Board of Supervisors may attend this meeting, resulting in a majority or 
quorum of the Board of Supervisors.  This may constitute a meeting of the Board of Supervisors for purposes of discussion and 
information gathering relative to this agenda.   
Word97/agendas/pubsaf/December_2010.doc 











































October 20, 2010 
 

TO THE HONORABLE CHAIRMAN AND MEMBERS 
OF THE BROWN COUNTY BOARD OF SUPERVISORS 
 
Ladies & Gentlemen: 
 

RESOLUTION REGARDING  
RECLASSIFICATION OF CLERK/TYPIST II  

CLERK OF COURTS 
 

 WHEREAS, a request for reclassification of the Clerk/Typist II position in the Clerk of 

Courts was submitted in June, 2010, and the basis for the reclassification relates to additional 

duties being performed beyond the Clerk/Typist II classification; and 

 
 WHEREAS, the Human Resources department conducted a thorough study (study 

attached), of the changes in job duties and it was determined that the Clerk/Typist II is 

performing additional duties beyond the Clerk/Typist II position description; and 

  
WHEREAS, the additional duties this position has incurred include:  Small Claims 

processing, Family and Civil File processing, Receipting, Bill Notices and Tracking, Docketing 

for Small Claims, Small Claim Notice of Entry Judgment, Small Claim Mediation and 

submitting vital statistic information; and   

 
 WHEREAS, the Human Resources Department study revealed the Clerk/Typist II (front 

counter) position has responsibilities and performs duties which require knowledge, skills and 

abilities more aligned with those of a Customer Service Clerk in Category F of the Courthouse 

bargaining unit; and  

 
 WHEREAS, the Human Resources Department in conjunction with the Clerk of Courts 

recommend the Clerk/Typist II (front counter) position be reclassified to a Customer Service 

Clerk in Category F of the Courthouse bargaining unit; and 

 
 NOW, THEREFORE, BE IT RESOLVED, by the Brown County Board of Supervisors, 

that the Clerk/Typist II position in the Clerk of Courts be reclassified as a Customer Service 

Clerk in the Clerk of Courts table of organization retroactive to the original date of the 

reclassification request June 4, 2010. 

 
 



BE IT FURTHER RESOLVED that the funds to cover the costs resulting from the 

adoption of this resolution shall be made available from funds budgeted for this purpose. 

       
Fiscal Impact Salary and Fringe Benefits 
For the Period of 6/01/10 – 12/31/10 

           Addition/ 
Position Title    FTE    Deletion     Salary            Fringe             Total 
 
Clerk/Typist II    (1.0)     Deletion ($17,969)       ($11,627)      ($29,596)  
Customer Service Clerk    1.0     Addition  $18,811          $ 12,173        $30,984  
 
Total Fiscal Impact        $     842          $     546       $  1,388    
       

 Respectfully submitted, 
    

 PUBLIC SAFETY COMMITTEE   

 EXECUTIVE COMMITTEE 
Approved By: 
 
 
_____________________________________ 
COUNTY EXECUTIVE 
 
Date Signed:___________________________ 
 
Final Draft Submitted by Human Resources and Approved by Corporation Counsel 
 

BOARD OF SUPERVISORS ROLL CALL  #_______ 

____________________________________________ 

 
Motion made by Supervisor  _____________________ 

 
Seconded by Supervisor ________________________ 

 
           

SUPERVISOR NAMES DIST. # AYES NAYS ABSTAIN  SUPERVISOR 
NAMES 

DIST. # AYES NAYS ABSTAIN 

TUMPACH 1     LA VIOLETTE 14    

DE WANE 2     ANDREWS 15    

NICHOLSON 3     KASTER 16    

THEISEN 4     VAN VONDEREN 17    

KRUEGER 5     SCHULLER 18    

HAEFS 6     FLECK 19    

ERICKSON 7     CLANCY 20    

BRUNETTE 8     WETZEL 21    

ZIMA 9     MOYNIHAN 22    

EVANS 10     SCRAY 23    

VANDER LEEST 11     CARPENTER 24    

BUCKLEY 12     LUND 25    

DANTINNE, JR 13     FEWELL 26    

 
Total Votes Cast  _______ 

Motion:                  Adopted _____    Defeated _____  Tabled _____ 

 



HUMAN RESOURCES DEPARTMENT 

 
305 E. WALNUT STREET 
P.O. BOX 23600 
GREEN BAY, WI 54305-3600 DEBBIE KLARKOWSKI, PHR 
 

PHONE (920) 448-4065    FAX (920) 448-6277    WEB: www.co.brown.wi.us HUMAN RESOURCES MANAGER 
 
TO: Debbie Klarkowski 
 Human Resources Manager 
 
DATE:  July 30, 2010 
  
FROM: Paula Kazik 
 Senior Human Resources Analyst 
  
RE: Clerk/Typist II Reclass Request 
 
I.   Introduction: 
 
The Human Resources Department received a request from Beth Holda, Clerk Typist II in the Clerk 
of Courts to review and reclassify the position.   
 
II. Research Completed 
 

a. Discussion with incumbent 
b. Discussion with Lisa Wilson & Lauri Marenger 
c. Review of job description 
d. Review of job duties performed by Customer Service Clerks 
e. Review of other clerical county positions 

 
III. Findings from Research 
 
The Clerk of Courts office currently has four individuals assigned to handle the front counter duties 
of the department.  Currently, three positions are classified as Customer Service Clerks and one 
position is classified as a Clerk Typist II; all four are seated at the front counter 100% of the time.   
 
A reclassification was submitted and approved in July 2005 reclassifying three Clerk Typist II’s 
to Customer Service Clerks.  At that time the fourth Clerk Typist II was performing back up 
duties and did not perform the duties on a regular, on-going basis, therefore did not qualify for a 
reclassification.  Since the reclassification, Lisa Wilson, Clerk of Courts was elected and 
required that all four positions be cross trained at the front counter.   
 
IV. Discussion 
 
In evaluating the reclassification request, the following three areas must be analyzed: 
 
1. Are there significant job duty changes? 
2. If so, do those significant job duty changes affect the knowledge, skills, and abilities 

necessary to perform the position? 
3. If so, do the new requirements for knowledge, skills, and abilities warrant the position to be 

reclassified to another position? 
 
 



 
The Clerk/Typist II position description states the position performs varied and increasingly 
responsible clerical and typist work calling for independent judgment, initiative and specialized 
knowledge in carrying out established procedures or applying laws or regulations.   
 
The position is also responsible for conducting transactions with the public with matters 
requiring determining which laws, rules, and/or departmental policies and procedures are 
applicable to each transaction.  Employees in this class are expected to perform their normal 
work assignments in accordance with established work procedures with a minimum amount of 
instruction or direction.  Duties outlined on the job description include:   
 

• Reception work – Performs receptionist and/or counter duties, answers questions 
regarding departmental regulations 

• Performs filing and searching 
• Analyzes and interprets information contained in a variety of documents, forms, reports 

etc. for processing 
• Obtains information from the public for the completion of forms, documents, records, etc. 
• Refers inquirers to proper department or official 
• Performs data entry of various courts documents; scheduling, docketing 
• Types correspondence and corrects/update vital statistic data from written or printed 

material 
• Receives payments, issues receipts 
• Makes detailed arithmetic calculations when processing of information   

  
The following outlines the job duty changes identified. 
 
Small Claims-This is an entirely newly added function.  The duties of the position are to 
schedule hearing and return dates, assign case numbers and court dates into the computer, enter 
parties and attorneys names into the computer, date stamp documents and make copies, assemble 
small claim and garnishment packets, dispose of cases and hearings heard, add court events into 
the court record, process oral and written decisions, block out times in the Court Commissioner’s 
calendar on non court dates, and put files in numerical order.   
 
Disposing of cases heard entails entering into the computer that cases were heard.  
 
Adding court events into the record is entering any documentation of court related activities such 
as future court dates, judgments, etc.  
 
After a hearing the Court Commissioner will either make an oral or written decision.  To process 
an oral decision this position must make copies of the decision and assign the case to a judge.  
Judges rotate the cases they hear so this position assigns the case to the next judge in line.  After 
being assigned to a judge, this position gives the file to the assigned court.   
 
To process a written decision, this position mails the written decision to the parties involved and 
fills out a demand for trial form taking the information directly from the judge’s written decision.  
If needed, this position would then assign a judge to the case.   
 
Putting files in numerical order is being done to assist the Clerk Typist II’s in file management.   
 
These duties require a high level of accuracy and competency as well as knowledge of small 
claims summons and complaints and processing.  Errors can result in cases being dismissed or 
delays in court hearings which is frustrating for the court and for the public.     
 



Family & Civil Files-This is an entirely newly added duty.  The duties of the position are to 
assign case numbers, court dates and the party’s names into the computer, dispose of hearings 
and cases heard, add court events (future court dates, orders, short narratives of explanation) into 
the court record, put files in numerical order, add additional party’s names and attorneys into the 
computer, date stamping the file and make copies.   
 
These duties require a high level of accuracy and competency.  Assigning a wrong case type can 
result in a case not being scheduled timely.  It can also result in a case that should be confidential 
being placed in a non-confidential file.  
 
There are many other types of family filings which initiate a new case in Brown County.  These 
documents must be carefully examined by the clerk to determine what type of filing it is and 
whether or not the party filing the document is requesting court action.  
 
 This is a complex area of laws and the decision the clerk makes will directly affect the court 
action the document receives. The level of accuracy and competency exceeds the skills and 
abilities of a Clerk/Typist II.  
 
Receipting-The position always has received payments and issued receipts through and mail and 
the counter for sheriff sale deposits, copy fees, transcripts, executions, certificates of judgments 
and other miscellaneous payments.   Again, this task has always been done, but now this position 
opens mail for the entire office so the volume of receipting has increased. 
 
When taking in a payment this position must determine what type of filing the party is pursuing.  
There are fourteen different case types and many different payment codes.  The longer a person 
is in the position the more they become familiar as to what code is used for what filing.  If there 
is a filing that the person doesn’t know what code to enter they can refer to the computer for help 
or their manual.  If they still do not know the type of filing to enter, they would ask a co-worker 
or the Chief Deputy.   
 
Before when receipting for just small claims there was approximately only 30 different types of 
claims. Now with processing family and civil files there are approximately 150 types of claims.  
Learning what code to enter for what type of claim may take a new person in the position a 
longer time to learn the job, but there are guidelines to follow on this task.   
 
Mail-The position used to only receive mail for their area.  Now the position opens mail for the 
entire office, which includes entering the information into the computer and routing it to the 
appropriate area. 
 
When receiving filings through the mail this position must enter into the computer the type of 
filing.  There are approximately 40 types of filings, but generally there are five main types of 
filings (small claims, family, civil, criminal and traffic/forfeitures).   
 
These duties require a high level of accuracy and competency.  Assigning a wrong case type can 
result in a case not being scheduled timely.  It can also result in a case that should be confidential 
being placed in a non-confidential file. Although the responsibility has expanded, I believe the 
level of accuracy and competency exceeds the skill and ability levels of a Clerk/Typist II.  
 
Bill Notices and Tracking:  This is an entirely newly added function. This position prepares a 
form letter to the party letting them know their payment for court fees is due.    The only 
information that may need to be added to this letter is the parties’ names, addresses, and amount 
due.   
 



If a party cannot afford to pay their court fees they may fill out a Waiver of Filing to request a 
reduction in their payment of court fees.  The Court Commission determines if the requester is 
indigent and if it has to be paid.  After the Commissioner reviews the party’s request, this 
position would prepare a form letter informing the party of the Commissioner’s decision.  If it is 
ordered that it has to be paid, the Commissioner may indicate the period of time for repayment.  
If this isn’t determined, the Clerk then sets up a repayment plan.  
 
When the payment arrives the position receipts the payment.  If the payment does not arrive 
within 30 days they follow up with another form letter telling them that the payment must be 
submitted within two weeks or will be handed over to Corporation Counsel.  If payment is not 
received within the two weeks, the file is sent to Corporation Counsel. 
 
These duties are within the Clerk Typist II classification.  The letters prepared are form letters.  
When setting up a payment plan as long as the party agrees to make some sort of payment each 
month that is allowed.   
 
The added duties require no additional knowledge, skills or abilities to perform and are within 
the Clerk Typist II specification. 
 
Docketing for Small Claims-This also is an entirely newly added function.  If one party takes 
another party to court, and it is determined that the party owes money to the individual who 
brought them to court, that party can file a judgment against the other party.  When receiving this 
form, this position verifies that all information on the form is accurate.  They check that the 
party’s name, address and amount due are accurate.  If the information is accurate they date 
stamp the document and route the form on.  If that information is not accurate, this position then 
has to call the attorney or individual to tell them the information  
 
A high level of accuracy and knowledge of small claims processing is required, a level of skill 
and ability beyond that of the Clerk/Typist II classification. Failure to timely docket judgments 
(defined as within one hour of filing of the judgment) could result in the Clerk of Courts being 
liable in treble damages to the party injured.  Docketing a judgment for the incorrect amount or 
against the wrong person could present a liability for the Clerk of Courts. 
 
Small Claim Notice of Entry Judgment-This is a newly added function.  This process involves 
entering judgments into the computer, printing a Notice of Entry of Judgment, date stamping 
them, making copies, putting a mailing date on the form and a judgment date on the financial 
statement, mailing the Notice to all parties in the case.  In order to prepare the Notice of 
Judgment, the Clerk must review and correctly interpret the minutes and verify the information 
on the judgment.   
 
Minutes can be complicated and requires the ability to read and understand complex written 
documentation.   
 
Small Claim mediation-This is also a new duty.  This position schedules all mediation cases, 
disposes of the case after it is heard, and enters any notes into the computer off the minute sheet. 
 
Mediation, being one type of a small claim filing, would follow a similar process as other small 
claim filings.   
 
These duties require a high level of accuracy and competency as well as knowledge of small 
claims summons and complaints and processing. These additional duties require knowledge, skill 
and ability beyond that of the Clerk/Typist II classification. Errors can result in cases being 
dismissed or delays in court hearings which is frustrating for the court and for the public.     
 



Miscellaneous-Duties that have always been done by this position include: checking files in and 
out from the file management area, locking and unlocking the front office door, signing in 
citizens that want to come in the office to research information, and assisting with training new 
employees in their area.  This position also is required to be a notary republic and certify certain 
documents.   
 
These duties are within the Clerk/Typist II classification. 
 
Another newly added miscellaneous duty includes submitting vital statistic information.  
Submitting vital statistic information for things like name and sex changes for a birth certificate 
requires this position to enter the information in the computer and submit it to Madison.  This is 
a highly involved procedure.  Court ordered name changes could easily be confused with court 
ordered corrections and the application of incorrect fee assessment and incorrectly publishing a 
name change when it isn’t required.   
  
Customer Service- The Clerk Typist II has always worked at the front counter and has answered 
questions over the phone and in person about the legal process and has directed citizens.  When 
the position assists the public, typically the requests are routine in nature but at times requests 
may require additional research.  The research involves determining which of the laws, rules, or 
regulations, is applicable to a particular situation.   
 
In responding to requests from the public, specific knowledge is needed to determine where to 
look for the information or where to refer the caller (i.e., code book, other City, County or State 
departments, Statutes, etc.). In most instances, either copies of the specific code, law or 
procedure are provided to the public or routinely explained.  Non-routine questions or 
interpretations may be referred to other staff or, in some instances the Clerk must conduct 
research into laws, rules or regulations to provide the appropriate response. 
 
This position now processes small claims, family, civil, criminal and traffic/forfeiture paperwork 
and the processing is more complicated.  The position also has to do docketing and entering of 
court events.  This position may gain or be required to gain a greater knowledge of the legal 
process; however, this knowledge can all be gained on the job.     
 
It should be noted that this position works with a variety of different documents throughout the 
day.  There are different processes and procedures to follow on how each document is processed.  
The position over time becomes familiar with how the documents are processed.  They must 
learn for instance which documents get signatures, which documents get routed to different areas 
(ex. Child Support, Register of Deeds office), which documents need to be sent to a 
Commissioner immediately, which documents to put in confidential envelopes so the public 
cannot view, which documents get date stamped, etc.   
 
This position processes a lot of paperwork throughout the day.   There are many steps to learn in 
this job, and each step and process is complex requiring a high degree of accuracy and a broad 
knowledge base. The level of accuracy and competency exceeds the skills and abilities of a 
Clerk/Typist II.  

Comparison of Other Position in the County 
 
Customer Service Clerk 
A Customer Service Clerk regularly processes work of routine difficulty calling for independent 
judgment, initiative and specialized knowledge and understanding of laws, regulations and/or 
departmental policies procedures.  A Customer Service Clerk is responsible for conducting 
transactions with the public regarding matters requiring interpretation, analysis and application 
of laws, rules, and/or departmental policies and procedures.  These duties include analyzing, 



interpreting and processing information of a complex nature contained in a variety of documents, 
forms, reports on a routine basis.  A Customer Service Clerk prepares bill notices informing 
parties their court fee payment is due; tracks receipt of payments; process waiver of filings; and 
refer non-payers to Corporation Counsel.  A Customer Service Clerk has an increased level of 
responsibility as it relates to assigning case numbers, schedules hearing and return dates, 
docketing, disposes of cases and hearings heard, adds court events into the record, processes oral 
and written decisions, processes small claim notice of entry judgment.    Errors in their work 
have a significant impact on the operation of the legal system, the courts, and processing of cases 
and information.  
 
V.   Recommendation 
 
This study revealed the Clerk Typist II (front counter) position is performing additional duties 
that require additional knowledge, skills and abilities beyond the classification.  The 
responsibilities are more aligned with those of a Customer Service Clerk which is Category F of 
the Courthouse Contract. 
 
Based on the foregoing, it is recommended that the Clerk/Typist II position located at the front 
counter be placed in Classification F, Schedule A, of the Courthouse Agreement.  
 
FISCAL IMPACT: 
 
In accordance with the Memorandum of Understanding titled Job Analysis Procedure in the 
Courthouse Bargaining Unit, Teamster’s Local 75, the recommendation is to be retroactive to the 
date the completed. 
 
 
 
 
 
 
2010 Fiscal Impact Calculation     
For the Period 6/1/10 - 12/31/10     
(Delete 1.0 FTE Clerk/Typist II; Add 1.0 FTE Customer Service Clerk)  
     
     
Fiscal Impact for the period 6/1/10 to 12/31/10: 
    

  
Customer 

Service Clerk  Clerk/Typist II  Difference 
 
2010 Salary (6/1/10 - 12/31/10)   $  18,811.33   $ (17,969.00)  $     842.33  
     
2010 Fringe Benefits (6/1/10 - 12/31/10)   $  12,172.55   $ (11,627.48)  $     545.07  
     
Total Fiscal Impact (estimate):   $  30,983.88   $ (29,596.48)  $  1,387.40  
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