
HUMAN RESOURCES COMMITTEE  
MEETING MINUTES  

February 12, 2013 @ 6:15pm 
Jefferson County Courthouse, Room 112 

 
1. Meeting called to order at 6:15pm by J. Braughler. 
 
2. Present:  J. Braughler, G. David, D. Schulz, P. Rogers.  Excused:  J. Schroeder.  Quorum established.  

Others Present:  G. Petre, T. Palm, J. Molinaro, P. Ristow, A. Jenswold, B. Block, B. Kern, J. Parker, 
A. Draeger, D. Jacobson 

 
3. Certification of compliance with the Open Meetings Law by G. Petre. 
 
4. Agenda reviewed with no changes. 
 
5. Citizen Comments.  None.  
 
6. Motion by D. Schultz, second by G. David, to approve the January 15, 2013, minutes as printed.  

Motion carried 3:0, Rogers abstain. 
 
7. Communications:  None. 

 
8. Motion by D. Schultz, second by G. David, to recommend to County Board amendment to Personnel 

Ordinance HR0690, Vacation with Pay, to revise the vacation carryover process, amending G to 
include the “month of ecember”.  Motion carried 4:0. 
 

9. Human Resources Director provided an update of the request for reviews following the 
Compensation and Classification Study, notifying the committee that approximately 16 of the 43 
requests were successful in their review. 
 

10. Motion by D. Schultz, second by P. Rogers, to convene into closes session pursuant to Wisconsin 
Statues 19.85(1(b), consideration of employee discipline.    All members present responding “Aye”.  
Moved into closed session at 6:35pm.  NOTE:  J. Parker, P. Ristow and T. Palm remained in closed 
session. 

Motion by P. Rogers, second by D. Schultz, to approved the Sheriff’s recommendation of 
disciplinary action.  Motion carried 4:0. 

 
 

11. Motion by P. Rogers, second by D. Schultz, to reconvene into open session.    All members present 
responding “aye”.  Moved into open session at 6:45pm. 
 

12. Next meetings scheduled Wednesday, February 27 at 4:00pm and Thursday, February 28 at 4:00pm. 
 

13. Motion by D. Schultz, second by P. Rogers, to adjourn.  Meeting adjourned at 6:55pm. 
 

 
 
 
              
Human Resources Committee Secretary     Date 



 

GENERAL: 

• Public Comment.  Because of the time restrictions per each review, anyone wishing to speak on 
behalf of a review should sign in for public comment, including managers/department heads. 

 

EMPLOYEE: 

• Employees will be allowed five (5) minutes to explain to the Committee your reason for believing 
that your position was not properly rated.  If more than one person submitted a review request for the 
same position you will need to select one person to talk on behalf of everyone in that position.   

• An additional 5 minutes will be set aside for the Committee to ask questions of either the employee 
or of the Carlson Dettmann representative. 

• Employees should focus on the JDQ, including areas of decision making (impacts of judgment, 
extent of decision making, nature of decisions), thinking challenges and problem solving (context 
and complexity of challenges and problems), interactions and communications and work 
environment.   

• Employees should NOT bring in new information that was not presented in the original JDQ or 
request for review.  In other words, please do not present info that Carlson Dettmann did not have 
to make their evaluation. 

• The Review process focuses on job duties and not on policy issues such as market comparisons, 
pay structure and pay plan implementation and related policies. 

 
COMMITTEE: 
 
The purpose of the classification and compensation study is to properly rate each classification,  should be 
made on the level of the five point factors (formal preparation/experience, decision making, problem 
solving, interactions/communications and work environment) needed for the position.  Decisions should 
not take into consideration the background, experience or performance of the individual holding the position. 
 

After all the employees present their review, the Committee will consider each one, discuss, may ask 
more questions, and reach a conclusion in concurrence with the Carlson Dettmann representative.  For 
example, if the Committee agrees that a particular factor should be rated higher, CD would either justify 
the rating change and/or inform the committee that an increase in one particular factor either did or did 
not change the points enough to make a grade change. 

 











Job Title Department
Current 
Grade

Appeal Decision Recommendation Reason for Recommendation

1 Account Clerk Highway 3 no No Change

Based upon the information on the appeals form in regard to the many 
hats worn in the department and the request to give weight to the 
program management area of the job, I increased the ratings in the area 
of problem solving and extent of Decision Making Impact.  While this 
increased the points for this position, it did not move the position into 
the next grade.

2 Account Clerk (w/parts) Highway 3 yes
Move one position w/parts 

responsibilities from Grade 3 to 
Grade 4, leave the other as is

This position has been assigned additional duties above and beyond 
the Account Clerk duties. These duties include managing the price of 
materials, managing job costing, and working closely with the parts 
division in regard to journal entries, month end fuel, and year-end 
inventory. The clarifying information on the appeal form resulted in 
adjustment in job points for the individual in the position and resulted 
in this person’s position moving from a Grade 3 to a Grade 4.  It is also 
my recommendation that the title for this position be changed to 
reflect these additional responsibilities. The title of Account/Parts 
Clerk may be a reasonable title for this position.



3 Accountant Highway 10 yes Move from Grade 10 to Grade 11

 It is my recommendation the position be moved up from a Grade 10 to 
a Grade 11. Part of the appeal form focused on how the position was 
rated in comparison to other Accounting positions within Jefferson 
County and also focused on the complexity and impact the decisions 
made by this position have on cost savings for the County.  The second 
part of the appeal focused on external market comparisons that are 
not part of this review process.  In reviewing the job evaluation points 
and taking into consideration the clarifying information, along with 
ratings of other Accounting positions within the County, the job 
evaluation points were increased.  This increase in points resulted in 
the position moving from a Grade 10 to a Grade 11.  In regard to the 
title change, the official listing the consultant had from Jefferson 
County listed the position as Accountant.  The JDQ did list the position 
as Accounting Manager/Controller.  The title of Highway Accounting 
Manager seems to be a reasonable title for this position.

4
Accountant, Human 

Services
Human Services 6 yes Move from Grade 6 to Grade 7

It is my recommendation the position be moved up from a Grade 6 to a 
Grade 7.  The additional information on the appeals form provided a 
clearer understanding of the decision-making responsibilities and the 
complexity of the work being performed.  The job ratings for the 
position were adjusted in this area and resulted in the position moving 
into a Grade 7.

5 Administrative Assistant Fair Parks 4 no No Change

The information provided on the appeal focused on the position taking on 
the Marketing Assistant duties.  Those duties were rated below the 
Administrative Assistant duties and would not cause the ratings for this 
position to increase. However, it is my understanding the department is 
restructuring and additional higher  level duties may be assigned to this 
position.  Two new Job Description Questionnaires that were not in 
exsistence when the study began have been submitted to Carlson 
Dettmann Consulting for review and placement onto the salary structure. 
Once the classification review process is complete and the new positions 
have been filled, it is my recommendation we review this position again 
and determine if the new responsibilities warrant a change in job 
evaluation points and possible and change in Grade.



6 Administrative Assistant Administration 5 no No Change

The majority of the appeal focuses on external market data that is not 
part of this review. There was reference made to Paralegal positions in 
the County being previously at the same level as this position.  I reviewed 
the points for this positions and believe the job is evaluated 
appropriately.

7 ADRC Paraprofessional Human Services 2 yes Move from Grade 2 to Grade 3

It is my recommendation this position move from a Grade 2 to a Grade 
3. The additional information on the appeals form provided additional 
information in regard to the level of assistance this position provides 
to the public and the background and certification required to provide 
this assistance.  Based on this information the job evaluation points 
were adjusted. The adjustment to the points caused the position to 
move from a Grade 2 to a Grade 3.

8 ADRC Supervisor Human Services 9 no No Change

The appeal asked that the position be reviewed with respect to the 
educational and experience requirements for the position.  The position is 
rated as requiring a four year degree and four to five years of experience.  
This rating aligns with the adjusted requirement suggested by the 
incumbent and the supervisor.

9
Appointment 

Secretary/Receptionist 
Human Services 2 no No Change

Based on the information provided in regard to the additional and more 
complex work required to support the Economic Support area as 
described in the appeal form, I increased the job ratings in the area of 
problem solving and decision making. While this increased the points for 
this position, it did not move the position into the next grade.

10 Building Maintenance Human Services 4 no No Change

The Building Maintenance workers provided further detail on their job 
responsibilities and also explained the new responsibilities they will have 
in regard to the new security systems they are putting in place. Based on 
this information I increased the ratings in the problem solving & thinking 
challenges area. While this increased the total points for this position it 
did not move the position into the next grade.



11
Chief Deputy County 

Clerk
County Clerk 4 yes Move from Grade 4 to Grade 5

It is my recommendation the position of Chief Deputy County Clerk 
move from a Grade 4 to a Grade 5. The appeal form emphasizes the 
positions role in regard to its responsibility in regard to all twenty-
seven municipalities within the County and the complexity of the 
constantly changing election set up, along with the programming 
responsibilities that are involved with the position.  Based on this 
additional information, the job evaluation points were reviewed and 
adjusted.  The adjustment of these points in the area of decision-
making and problem solving resulted in the position moving from a 
Grade 4 to a Grade 5.

12
Child Support 

Enforcement Specialists
Child Support 5 no No Change

The appeal focused on the comparison between the of the Child Support 
Enforcement Specialist position in comparison to Paralegal positions in 
other departments in the County. The job is rated appropriately.  The 
ratings for the positions are fairly similar, but more weight was given to 
the Paralegals who the Child Enforcement Specialists compared 
themselves  in regard to the breadth of matters these positions work 
with.

13 Communication Officers Sheriff 4 yes

Start the position at Grade 4, once 
the individual is trained & can work 
on their own, move them to Grade 

5

Based on information provided on the appeals form, I reviewed the 
overall ratings for the position.  I increased the job evaluation points in 
the area of decision making, problem solving, and communications. This 
increase in ratings moved the position into the next grade.  The ratings 
were increased based on the fact that someone is fully trained and can 
work independently.

14
Community Outreach 
Worker/Interpreter

Human Services 4 yes
Move the Community Outreach/ 

Interpreter position from a Grade 4 
to a Grade 5

The Community Outreach Worker/Interpreter position requires the 
individual to be pulled away from duties of the Community Outreach 
Worker to assist in many other areas of the County.  This individual 
must be able to understand and interpret forms, policies, guidelines, 
and explain consequences to non-English speaking individuals in a 
manner that is clear and understandable.  This skill requires an 
individual to have more skill and experience than others in this area.  
It is my understanding the County utilizes the person in this position 
often to assist with interpretation in very serious matters.



15
Community Resource 

and Long Term Support 
Coordinator

Human Services 5 no No Change

It is my recommendation the position remain in a Grade 5.  The 
fulltime Children’s Long Term Support Worker (CLTS) positions are in 
a Grade 6. The percentage of time spent by this position doing the 
same level of work is minimal in comparison to the fulltime CLTS 
workers, the level of decision-making is less than the fulltime CLTS 
workers and the job requirements for this position are less than the 
CLTS workers. If these factors change, the department supervisor 
should determine if the person in the position is eligible for promotion.

16 Deputy Clerk of Courts II Clerk of Courts 3 no No Change

It is my recommendation the position remain classified in Grade 3. I 
understand the importance of this position and the requirements of the 
"Deputy" Clerk. I thoroughly reviewed the appeal and the JDQ's and 
determined the job is appropriately rated. 

17
Deputy Court Clerk 

III/Bookkeeping
Clerk of Courts 4 no No Change

There has been a change in the reporting relationship for this position. 
This position is no longer under the direction of the Lead Deputy Clerk. I 
reviewed the job evaluation points for the position and based on this 
change I increased the level of decision making in regard to autonomy 
delegated to the position.  The change in the rating did increase the job 
evaluation points, but did not push the position into the next grade.

18
Deputy Register in 

Probate/Court Clerk II
Clerk of Courts 3 no No Change

The appeals form included additional information about the position that 
was helpful in clarifying some of the responsibilities of the job. Based on 
the additional information provided, particularly in the additional 
information of reviewing new filings for the District Attorney and Human 
services, I reviewed the job evaluation points in both the areas of 
Decision Making and the area of Thinking, Challenges, and Problem 
Solving.  The Decision Making rating remained the same as the rating 
already encompassed these types of Decisions, but I felt the Thinking, 
Challenges and Problem Solving rating might be a little low.  I increase 
this rating.  The increase in points did not move the position into the next 
grade.



19
Economic Support 

Specialist One
Human Services 4 yes

Create a Training Level One, move 
all current staff to ESS II position

It is my recommendation, the County develop two levels of Economic 
Support Specialists.  One would be an entry-level position in Grade 4. 
The second would be a position that requires mastering specific skills 
before moving to the position of Economic Support Specialist Two. The 
supervisor should work with human resources to establish these 
parameters. Once the individual has obtained all the skills and 
expertise and the supervisor verifies this, the supervisor can 
recommend to human resources that the individual should move from 
a Grade 4 to a Grade 5. It is my understanding that all the current 
Economic Support Specialists have mastered all the skills that are 
required to fully perform the duties of an Economic Support Specialist 
Two and, therefore, should all be moved into a Grade 5.  Due to the fact 
that the Economic Support Specialists are assigned an area in which 
they spend more time, lead the consultant to conclude that some of 
those concentrating in one area did not possess all the knowledge nor 
did it appear they had the same level of responsibility for these 
additional duties listed on the other Economic Support Specialist 
JDQ’s.  After further discussions with the direct supervisor, it was 
explained that all the current Economic Support Specialists have the 
same responsibilities. I also looked at the Economic Support 
Specialists who also have the additional Child Care responsibilities and 
adjusted the points for those additional responsibilities.  The 
adjustment of those points did not move these Economic Support 
Specialist with Child Care responsibilities into a Grade 6.

20 Equipment Operators Highway 4 yes
If increase the requirements for 

being hired into the position, then 
move into the next Grade

The Equipment Operator rating was right at the cusp of a Grade 4.  
After reviewing the comments on the appeal explaining the 
construction knowledge they need on the job and equipment 
maintenance, I checked the ratings for this position.  The ratings for 
this position are correct in all areas, but I don't believe the education 
and experience rating for the job was high enough.  The job was rated 
as requiring only two to three years of experience, but it is my 
recommendation the job require a minimum of five years experience. 
The new rating moved the position into a Grade 5.



21 Equipment Parts Person Highway 4 no No Change

The appeal states that the consultant must have missed the fact that it is 
this positions responsibility to order correct parts to keep the operations 
in the Highway Department running. I reviewed the ratings for the 
position and determined that perhaps more weight could be given in the 
area of Thinking, Challenges, and Problem Solving.  I increased the job 
rating in this area but the increase in the rating did not move the position 
into the next grade.

22 Fair Parks Director Fair Parks 13 no No Change

The appeal was focused on the market comparisons for the positions. The 
review process is a review of the internal comparison ratings. It was also 
noted by the Human Resources Director that the review was submitted 
after the deadline.

23 Fair Parks Supervisor Fair Parks 9 no No Change

The appeal partially focuses on the market comparison which is not part 
of the review process and also focuses on the comparison of the Fair 
Parks Supervisor position to the Parks Supervisor.  The individual in this 
position states that he previously worked as the Parks Supervisor and 
does not feel there is should be a differentiation between the two 
positions. The difference in the job ratings is in regard to the breadth of 
the job responsibilities as it relates to the whole County.

24 Financial Planner Human Services 5 no No Change

The County no longer has a W-2 program.  It was the W-2 progam 
responsibilities that differentiated the positions.  The position had been 
graded higher that the other Economic Support Specialist, but the point 
difference had not put them into the next grade.

25 Highway Commissioner Highway 16 no No Change

The position is rated at the very top levels of the organization and has 
been given a rating in Decision Making as Substantial where Judgments 
involve multi-department policy interpretation and/or defining new 
policies of major importance to the organization.  It has been given 
significant weight in the area of Thinking and Challenges and Problem 
Solving and has been given ratings appropriate for Major Department 
Heads. 



26 Highway Leads Highway 5 yes Move from Grade 5 to Grade 6

It is my recommendation the position be moved up from a Grade 5 to a 
Grade 6. Based on the appeal, a thorough review of the job evaluation 
ratings was conducted for this position. It was determined that not 
enough points was given by the consultant in the area of decision 
making and problem solving and the job evaluation points were 
adjusted accordingly.  The adjustment of points resulted in the Lead 
Worker positions moving from a Grade 5 to a Grade 6.  There was also 
a request for these positions to be retitled as Highway Foreman.  The 
title of Highway Foreman seems to reasonably reflection the position’s 
responsibilities.

27
Highway Operations 

Manager
Highway 13 no No Change

Based on information on the appeal form, I verified that the education 
and experience rating for this position was correct and was in line with 
other top management staff reporting to the Director of a large 
department.  The Decision Making rating is the same as other 
management staff at the same level in the organization. As this is a 
Professional Engineering position, the thinking and challenges rating was 
among the highest in the organization. Interactions and Communications 
was also rated in line with top management staff reporting to a 
Department Head. The job is rated appropriately.

28
Highway 

Superintendents
Highway 10 no No Change

The external market comparisons are not part of this review process. 
There was a comparison made on whether or not the Highway 
Superintendent positions should be in the same grade as the Parks 
Supervisor. I compared the ratings and the ratings are different, however, 
the difference is not enough to move the positions into two different 
grades.

29
Highway Worker 

(Individual)
Highway 3 policy decision

Recommend making a policy 
decision on what percentage of 
time constitutes a Equipment 

Operator (example: 75%)

It is my recommendation that the County work with the Human 
Resource department and determine if this person should be 
promoted to Equipment Operator.  If the individual is continuously 
performing this higher level of work, consideration should be given to 
whether or not the individual is currently placed in the correct job 
classification. The County needs to make a policy decision on what 
percentage of time constitutes an individual being paid as an 
Equipment Operator.



30 Highway Workers Highway 3 no No Change

The Highway workers appeal focused primarily on the work environment 
portion of their position which also includes physical requirements for the 
Job. The job rating given to the is position in the area of Work 
Environment was the highest in the County and was given the rating of a 
position requiring physical effort performed in at least half or more of the 
job and rated as a job having potential for accidents and exposure to 
multiple recognized health hazards.

31
Human Services 

Secretary
Human Services 2 yes

Move the position from Grade 2 to 
a Grade 3

It is my recommendation this position move from a Grade 2 to a Grade 
3.  The additional information on the appeals form clarified some of 
the positions level of decision-making responsibilities, along providing 
a more in-depth understanding of the position’s auditing 
responsibilities resulted in an adjustment of the job evaluation ratings.  
This change in evaluation ratings caused the position to move from a 
Grade 2 to a Grade 3.

32 Jail Cooks Sheriff 2 no No Change

It is my recommendation the position remain classified in a Grade 2. The 
additional information on the appeals form did increase the points in the 
area of Thinking, Challenges and Problem Solving.  It clarified information 
in regard to the cook's responsibilities in regard to "special" diets. The 
increase in the job rating increase the points, but it did not move the 
position into the next grade.

33 Judicial Assistants Clerk of Courts 3 yes
Move position from a Grade 3 to a 

Grade 4

The appeal focused on the position goes beyond scheduling courts and 
provided greater detail on the wide variety of cases that the position is 
responsiblie and expanded on the responsibility of independently 
drafting, preparing, processing orders, pleadings and correspondence by 
analyzing factual data and legal research. The judges also discussed this 
position's requirement of having to have knowledge of substantive and 
procedural law in  the areas of Divorce, Paternity, child abuse and 
neglect, criminal actions, and much more.  Based upon the breadth of 
knowlege required and the independent creation and drafting of 
documents, I adjusted the job ratings to be more reflective of these  job 
responsibilities. The change in job ratings moved the position into the 
next grade. The education and experience listed as high school diploma 
and three to five years of legal secretary experience seems low to me.  It 
is my recommendation that the County give consideration to whether or 
not the requirements for education and experience are high enough for 
this level of  position.



34
Juvenile Justice 

Supervisor
Human Services 9 yes

Move position from Grade 9 to a 
Grade 10

It is my recommendation this position move from a Grade 9 to a Grade 
10. The position has changed since the Job Description Questionnaire 
was completed this summer.  In October the state Department of 
Children and Families released new standards that in the past did not 
apply to Juvenile Justice Workers.  The standards had only applied to 
Child Protective Service Workers. In addition, this position is now 
sharing after-hours on-call rotations with the Children’s Division 
Manger, CPS Supervisor, Intake Supervisor, and Wrap Around Services 
Supervisor. Having these additional responsibilities increases the level 
of Decision Making and Impact the position has. These new 
responsibilities increased the level of decision-making rating, and, in 
turn, resulted in the position moving from a Grade 9 to a Grade 10.

35 Juvenile Justice Worker Human Services 6 yes
Move the position from a Grade 6 

to a Grade 7

It is my recommendation this position move from a Grade 6 to a Grade 
7.  The position has changed since the Job Description Questionnaire 
was completed this summer.  In October the state Department of 
Children and Families released new standards that in the past did not 
apply to Juvenile Justice Workers.  The standards had only applied to 
the Child Protective Service Workers. These new standards require the 
Juvenile Justice Workers to be making the same level of decisions, 
judgments, and problem solving skills as the Child Protective Service 
workers currently in Grade 7.  These increases in responsibilities 
increased the job evaluation points in the respective areas mentioned 
above and resulted in the position moving from a Grade 6 to a Grade 7.  
The education and experience ratings for this position were not 
adjusted.  It is my recommendation that, in light of these new 
responsibilities, the County review the job requirements and 
determine if, perhaps, they need to be adjusted.

36
Legal Secretary, Clerk of 

Courts
Clerk of Courts 3 no No Change

The appeal focused on the Legal Secretary responsibilies in relationship to 
other Legal Secretary positions within the County. While the jobs are 
similar in nature, the breadth of issues this position covers differs from 
the Legal Secretaries in the District Attorney's office.  After reviewing and 
comparing the positions, I made adjustments in some areas of the job 
ratings, but the change in ratings did not result in the position moving up 
a Grade. 



37 Program Assistant Parks 4 no No Change

The appeal points to the technicial aspects of the job and highlights the 
positions responsibilities in regard to Emergency Mananagement.  I 
reviewed the job evalution points for the position and believe the points 
are reflective of these responsibilities.

38 Sergeants Sheriff 9 no No Change

The appeal states that in Jefferson the Sergeants function more like 
Lieutenants in other Counties and the responsibilities are on par with the 
Highway Superintendents.  I reviewed the ratings.  The Sergeants were 
originally given credit for some more responsibility in the Administrative 
area than a traditional "Sergeant" rating and I increased the points in the 
Interactions and Communications area to reflect these additional 
responsibilities. This also brought the rating reflective of the supervisory 
responsibilities in line with the Superintendents in the highway.  The 
change in ratings increased the points but did not move the positions into 
the next grade.

39
Support Services Clerical 

Assistant
Sheriff 3 no No Change

Based on the information on thorough information provided on the JDQ I 
increased the job ratings for problem solving and decision making. While 
this increased the points, it did not move the position into the next grade. 
It should be noted that Grade "numbers' from this pay plan cannot be 
compared to Grade "numbers" for the old plan.  A Grade 3 in this plan 
does not mean the position decresed if it was a Grade 4 in the old plan.

40 WIC Registered Dietician Health 4 yes Move from Grade 4 to a Grade 5

It is my recommendation the position of WIC Registered Dietician 
move from a Grade 4 to a Grade 5. The appeal form begins with 
focusing on the education and experience for the positions. The 
position is rated appropriately in regard to education and experience 
required for the position. The appeal form clarifies the level of 
responsibility and similarity of some of the important job duties that 
are the same as the Public Health Nurses.  Based on the additional 
information provided, the job evaluation points were adjusted.  The 
adjustment of these points in the areas of problem solving and work 
environment resulted in the position moving from a Grade 4 to a Grade 
5.



41
Wrap Around Youth 
Service Supervisor

Human Services 9 yes
Move the position from a Grade 9 

to a Grade 10

It is my recommendation this position move from a Grade 9 to a Grade 
10. The additional information on the appeals form clarified some of 
the positions level of decision-making responsibilities in regard to 
making decisions about the health a safety of children and families, 
fiscal responsibilities, training responsibilities, along with the level of 
decision-making required when this position is on-call. These 
responsibilities increased the level of decision-making rating and, in 
turn, resulted in the position moving from a Grade 9 to a Grade 10.



 

 

JEFFERSON COUNTY 
CLASSIFICATION AND COMPENSATION STUDY 

POSITION ALLOCATION  
REVIEW PROCESS 

 
Jefferson County is using the following process for employee reviews of position allocations 
resulting from the adoption of the Classification and Compensation Study. 
 
The process used by Carlson Dettmann Consulting, LLC (the Consultant) in conducting the 
classification and compensation study involved substantial employee input and administrative 
review.  Every employee was responsible for submitting either an individual Job Description 
Questionnaire (JDQ) or a group JDQ.  Departments were responsible for reviewing all JDQ’s for 
accuracy and completeness.  In addition to analyzing JDQ’s, the Consultant interviewed 
department directors to obtain an overview of their organizations.   
 
If a County staff member feels that the Consultant committed a gross error in applying the Point 
Factor Job Evaluation System to his/her position, or if the employee’s job has changed 
significantly since the original JDQ response, then the employee may supply additional 
information and ask for a re-evaluation. 
 

GRADE REVIEW GUIDELINES 
 
Basis for Review 
 
Grade reviews must be focused on the JDQ. If an employee believes their job has been 
incorrectly graded, the employee must read through their JDQ and focus on areas they feel may 
have been evaluated incorrectly.  Typically, these areas will be the responsibilities of your 
position that are unique or are not commonly found in similar positions.   Any comparisons with 
other positions must be based on documented evidence submitted by the appellant.   
 
Each employee’s supervisor and department head must review, comment, and sign off on 
requests to review.  Human Resources will review all requests to ensure guidelines are met 
before forwarding them to the Consultant. 
 
Matters that are not subject to review include the policy decisions made by the County on 
market comparisons, pay structure, and pay plan implementation and related policies. 
 
How to file a Request to Review: 
 

1. Obtain a “Request to Review Form” from the employee website or from the Human 
Resources Department. Employees in the same classification may file one review as a 
group.  The review form must include a statement of the basis of the review, which is 
limited to the two appropriate review criteria explained above.  

 
a. If the review involves a claim of additional responsibilities or significant changes 

to the position since the completion of the JDQ, the employee must attach a hard 
copy of their original JDQ, with any changes indicated on the JDQ itself.  
Changes can either be shown in handwriting, or if the employee uses the 



 

 

electronic form of the JDQ, changes should be made very clear using underlining 
or some other demarcation.  

 
2. Submit the Request to Review Form and any documentation to your immediate 

supervisor by 12:00pm, Monday, December 31, 2012.  
 

3. The supervisor will meet with the Department Head to review the information provided 
by the employee, certify that it is factual and correct, sign the Supervisor and Department 
Head review portion of the form, include a fiscal note, and, at his/her discretion(s), 
provide additional comments.  
 

4. Department heads should submit the review requests to the Human Resources Director no 
later than 12:00pm, Friday, January 11, 2013.  Requests received after the deadline date 
will be considered late and will not be accepted. 
 

5. The Human Resources Director will review the requests to ensure the guidelines are 
followed and will forward the review requests to the Consultant for analysis and a 
recommendation by 4:30pm, Tuesday, January 15, 2013. 

 
6. The Consultant will consider the substance and merits of each review and in doing so, 

may find it necessary to gather further information from the employee and/or supervisor.  
The Consultant will prepare a brief written response on each request indicating if he feels 
the review has been upheld, or if not, his reason for recommending denial of the request.  
A written response will be provided to the Human Resources Director by Tuesday, 
February 12, 2013. 
 

7. The Human Resources Director will provide a summary of all reviews by sending a copy 
to all Department Heads to post within the department, as well as post a copy on the 
employee website.  The reviews recommendations will be posted by Thursday, February 
14, 2013.  In addition, the employee, supervisor and the department head will receive a 
copy of the individual written response. 
 

8. Employees who are not in agreement with the recommendation from the Consultant may 
appear before the Human Resources Committee.  Employees will be allowed 
approximately 5 minutes to present to the Committee his/her reason for believing the 
Consultant misclassified their position.  Employees must notify the Human Resources 
Director, in writing or email, by 4:30pm on Wednesday, February 20, 2013, of his/her 
desire to meet with the Committee. 
 

9. The Human Resources Committee will meet at a date and time to be set by the 
Committee to listen to employees’ petitions and to discuss and take action on the 
recommendations of the reviews.  The final decision on all reviews will be the 
responsibility of the Human Resources Committee. 
 

10. Reviews approved by the Human Resources Committee will be retroactive in accordance 
with the implementation method approved by County Board. 



 

 

   
JEFFERSON COUNTY 

EMPLOYEE COMPENSATION AND CLASSIFICATION PLAN 
 

REQUEST FOR REVIEW FORM 
 
 
Name:   

Date:   

Title:    

Department:   
 
Signature:       
 
 
EMPLOYEES SUBMITTING A REVIEW AS A GROUP SHOULD COMPLETE A 
SEPARATE SHEET TO INCLUDE ALL NAMES AND SIGNATURES 
 

 
I believe my position was incorrectly graded because: 
 
(If the basis of the review is additional responsibilities or significant changes to the position 
since the completion of the JDQ, please explain when the duties changed, the reason for the 
change, and from where the duties originated.  If the duties came from another position, the 
employee must indicate from which position they were removed). 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



 

 

MANAGEMENT REVIEW FORM 
 
Supervisor Review Section: 
I certify that I have reviewed all factual information concerning this review. 
 
      
Name   Position Title 
 
    
Date 
 
Comments:  
 
 
 
 
 
 
 
 
 
Department Head Review Section: 
I certify that I have reviewed all factual information concerning this review. 
 
      
Name   Position Title 
 
    
Date 
 
Fiscal Impact:  
 
 
 
 
Comments: 
 
 
 
 
 
 
 
Human Resources Director Review Section: 
I certify that I have reviewed all factual information concerning this review. 
 
      
Name   Position Title 
 
    
Date 
 
Comments:  
 
 
 
 
 















COLOR KEY
Contract Position
Green Circled positions (62)
Red Circled positions (48)
Exempt status Changes
Job Title Changes

RECOMMENDED 2013 STRUCTURE
 - HOURLY FORMAT

FLSA  
JOB TITLE DEPARTMENT Min Mid Max Proposed Title Grade Min Mid Max Exempt

County Administrator Administration $45.31 $51.79 $58.27 County Administrator 22 $48.25 $55.14 $62.03 Y (DH)

Corporation Counsel Corporation Counsel $42.27 $48.30 $54.34 Corporation Counsel 20 $44.77 $51.17 $57.57 Y (DH)

Director of Human Services (1) Human Services $39.21 $44.80 $50.40 Director of Human Services 19 $43.04 $49.19 $55.34 Y (DH)

Director/Health Officer Health $36.13 $41.29 $46.45 Director/Health Officer 16 $37.84 $43.24 $48.65 Y (DH)
Highway Commissioner Highway $36.13 $41.29 $46.45 Highway Commissioner 16 $37.84 $43.24 $48.65 Y (DH)

Chief Deputy Sheriff $33.07 $37.80 $42.52 Chief Deputy 15 $36.10 $41.26 $46.42 Y (DH)
Finance Director Finance $34.61 $39.55 $44.49 Finance Director 15 $36.10 $41.26 $46.42 Y (DH)
Human Resources Director Human Resources $34.61 $39.55 $44.49 Human Resources Director 15 $36.10 $41.26 $46.42 Y (DH)
Parks Director Parks Department $34.61 $39.55 $44.49 Parks Director 15 $36.10 $41.26 $46.42 Y (DH)
Zoning and Planning Director Zoning & Planning $34.61 $39.55 $44.49 Zoning and Planning Director 15 $36.10 $41.26 $46.42 Y (DH)

Child Support Director (1) Child Support $31.55 $36.06 $40.56 Child Support Director 14 $34.37 $39.28 $44.19 Y (DH)
Family Court Com/Guar At Litem Clerk of Courts $34.61 $39.55 $44.49 Circuit Court Commissioner 14 $34.37 $39.28 $44.19 Y (DH)
Family Court Commissioner Clerk of Courts $34.61 $39.55 $44.49 Circuit Court Commissioner 14 $34.37 $39.28 $44.19 Y (DH)
Land & Water Conservation Dir. LWCD $33.07 $37.80 $42.52 Land & Water Conservation Dir. 14 $34.37 $39.28 $44.19 Y (DH)
Land Information Director Land Information $33.07 $37.80 $42.52 Land Information Director 14 $34.37 $39.28 $44.19 Y (DH)

Administrative Services Mngr Human Services $30.01 $34.30 $38.59 Administrative Services Mngr 13 $32.63 $37.29 $41.95 Y  
Aging/Disability Resource Mngr Human Services $30.01 $34.30 $38.59 Aging and Disability Resources Div Mngr 13 $32.63 $37.29 $41.95 Y  
Asst Corporation Counsel (1) Corporation Counsel $30.01 $34.30 $38.59 Asst Corporation Counsel 13 $32.63 $37.29 $41.95 Y (DH)
Captain-Administrative Sheriff $30.01 $34.30 $38.59 Captain-Administrative 13 $32.63 $37.29 $41.95 Y  
Captain-Jail Sheriff $30.01 $34.30 $38.59 Captain-Jail 13 $32.63 $37.29 $41.95 Y  
Captain-Patrol Sheriff $30.01 $34.30 $38.59 Captain-Patrol 13 $32.63 $37.29 $41.95 Y  
Child and Family Div Manager Human Services $30.01 $34.30 $38.59 Child and Family Div Manager 13 $32.63 $37.29 $41.95 Y  
Economic Development Director EDC $28.49 $32.56 $36.63 Economic Development Director 13 $32.63 $37.29 $41.95 Y (DH)
Fair Park Director (1) County Fair $31.55 $36.06 $40.56 Fair Park Director 13 $32.63 $37.29 $41.95 Y (DH)
Highway Operations Manager Highway $30.01 $34.30 $38.59 Highway Operations Manager 13 $32.63 $37.29 $41.95 Y  
Information Technology Mgr MIS $31.55 $36.06 $40.56 Information Technology Mgr 13 $32.63 $37.29 $41.95 Y (DH)
Systems & Applications Manager MIS $30.01 $34.30 $38.59 Systems & Applications Manager 13 $32.63 $37.29 $41.95 Y (DH)

Advanced Fund Accountant (1) Finance $25.43 $29.06 $32.70 Assistant Finance Director 12 $30.90 $35.31 $39.72 Y  
Economic Support Services Mngr Human Services $28.49 $32.56 $36.63 Economic Support Division Mngr 12 $30.90 $35.31 $39.72 Y  
Highway Fleet Manager Highway $28.49 $32.56 $36.63 Highway Fleet Manager 12 $30.90 $35.31 $39.72 Y  
Maintenance Manager Central Services $26.95 $30.81 $34.66 Director of Maintenance 12 $30.90 $35.31 $39.72 Y (DH)

Current Plan



RECOMMENDED 2013 STRUCTURE
 - HOURLY FORMAT

FLSA  
JOB TITLE DEPARTMENT Min Mid Max Proposed Title Grade Min Mid Max Exempt

Current Plan

Public Health Program Manager Health $28.49 $32.56 $36.63 Public Health Program Manager 12 $30.90 $35.31 $39.72 Y  

Child Protective Services Supr Human Services $28.49 $32.56 $36.63 Child Protective Services Supr 11 $29.16 $33.33 $37.50 Y  
Community Sup Prog Supervisor Human Services $28.49 $32.56 $36.63 Community Sup Prog Supervisor 11 $29.16 $33.33 $37.50 Y  
Comprehensive Commun Serv Supr Human Services $28.49 $32.56 $36.63 Comprehensive Commun Serv Supr 11 $29.16 $33.33 $37.50 Y  
Emergency Management Director (1) Sheriff $25.43 $29.06 $32.70 Emergency Management Director 11 $29.16 $33.33 $37.50 Y (DH)
Intake and Juvenile Justice Supervisor (1) Human Services $28.49 $32.56 $36.63 Intake Supervisor 11 $29.16 $33.33 $37.50 Y  
Maintenance Supervisor Human Services $26.95 $30.81 $34.66 Maintenance Supervisor 11 $29.16 $33.33 $37.50 Y  
Mental Health/AODA Supervisor Human Services $28.49 $32.56 $36.63 Mental Health/AODA Supervisor 11 $29.16 $33.33 $37.50 Y  

Accountant Highway $26.95 $30.81 $34.66 Senior Accountant 10 $27.43 $31.35 $35.27 Y  
Heavy Maint Superintendent Highway $26.95 $30.81 $34.66 Heavy Maint Superintendent 10 $27.43 $31.35 $35.27 Y  
Operations Superintendent Highway $26.95 $30.81 $34.66 Operations Superintendent 10 $27.43 $31.35 $35.27 Y  
Parks Supervisor (1) Parks Department $25.43 $29.06 $32.70 Parks Supervisor 10 $27.43 $31.35 $35.27 Y  
Patrol Superintendent Highway $26.95 $30.81 $34.66 Patrol Superintendent 10 $27.43 $31.35 $35.27 Y  
Senior Systems Analyst MIS $26.95 $30.81 $34.66 Senior Systems Analyst 10 $27.43 $31.35 $35.27 Y  
Veterans Service Officer VSO $25.43 $29.06 $32.70 Veterans Service Officer 10 $27.43 $31.35 $35.27 Y (DH)

ADRC Coordinator Human Services $25.43 $29.06 $32.70 ADRC Supervisor 9 $25.69 $29.36 $33.03 Y  
Benefits Administrator Human Resources $23.89 $27.31 $30.73 Benefits Administrator 9 $25.69 $29.36 $33.03 Y  
Early Intervention Serv Coord (NR) Human Services $25.43 $29.06 $32.70 Birth-to-three/Preschool Supervisor 9 $23.96 $27.38 $30.80 Y
Economic Support Spec-Suprv Human Services $22.37 $25.56 $28.76 Economic Support Supervisor 9 $25.69 $29.36 $33.03 Y  
Fair Park Supervisor County Fair $25.43 $29.06 $32.70 Fair Park Supervisor 9 $25.69 $29.36 $33.03 Y  
IT Specialist/Compliance Officer(1) Human Services $19.31 $22.06 $24.81 IT Specialist/Compliance Officer 9 $25.69 $29.36 $33.03 Y  
Juvenile Justice Supervisor Human Services $20.11 $22.64 $25.17 Juvenile Justice Supervisor 9 $25.69 $29.36 $33.03 Y  
Sergeant - Detective Sheriff $25.43 $29.06 $32.70 Sergeant - Detective 9 $25.69 $29.36 $33.03 N
Sergeant - Support Services Sheriff $25.43 $29.06 $32.70 Sergeant - Support Services 9 $25.69 $29.36 $33.03 N
Sergeant-Detective Sheriff $25.43 $29.06 $32.70 Sergeant-Detective 9 $25.69 $29.36 $33.03 N
Sergeant-Jail Sheriff $25.43 $29.06 $32.70 Sergeant-Jail 9 $25.69 $29.36 $33.03 N
Sergeant-Patrol Sheriff $25.43 $29.06 $32.70 Sergeant-Patrol 9 $25.69 $29.36 $33.03 N
Sr Micro Computer Specialist (1) MIS $23.89 $27.31 $30.73 Sr Micro Computer Specialist 9 $25.69 $29.36 $33.03 N
Wraparound/Yth Srvcs Supervsr (1) Human Services $25.43 $29.06 $32.70 Wraparound/Yth Srvcs Supervsr 9 $25.69 $29.36 $33.03 Y  
Zoning/On-Site Waste Mng Tech Zoning & Planning $22.37 $25.56 $28.76 Zoning/On-Site Waste Mng Tech 9 $25.69 $29.36 $33.03 N

Advanced Accountant Human Services $22.37 $25.56 $28.76 Advanced Accountant 8 $23.96 $27.38 $30.80 N
Behavioral Health Specialist (1) Human Services $21.18 $23.66 $26.14 Behavioral Health Specialist 8 $23.96 $27.38 $30.80 N
Chld Prot Serv Ongoing Prof I (5) Human Services $20.64 $23.04 $25.45 Chld Prot Serv Ongoing Prof I 8 $23.96 $27.38 $30.80 N
Communication Supervisor Sheriff $22.37 $25.56 $28.76 Communication Supervisor 8 $23.96 $27.38 $30.80 N
Community Support Prof II (4) Human Services $21.18 $23.66 $26.14 Community Support Prof II 8 $23.96 $27.38 $30.80 N
Comprhnsve Comm Srv Facilitatr (4) Human Services $21.18 $23.66 $26.14 Comprhnsve Comm Srv Facilitatr 8 $23.96 $27.38 $30.80 N
Family Court Counselor (1) Clerk of Courts $21.18 $23.66 $26.14 Mediator/Custody and Placement Evaluator 8 $23.96 $27.38 $30.80 N
Foster Care Coordinator Human Services $21.18 $23.66 $26.14 Foster Care Coordinator 8 $23.96 $27.38 $30.80 N
Human Resources Specialist (1) Human Resources $22.37 $25.56 $28.76 Human Resources Specialist 8 $23.96 $27.38 $30.80 Y
Intake/On Call Worker (5) Human Services $21.18 $23.66 $26.14 Intake/On Call Worker 8 $23.96 $27.38 $30.80 N
Jail Case Mngr/Beh Hlth Spec Human Services $21.18 $23.66 $26.14 Jail Case Mngr/Beh Hlth Spec 8 $23.96 $27.38 $30.80 N
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Jail Food Service Supervisor Sheriff $20.85 $23.82 $26.80 Jail Food Service Supervisor 8 $23.96 $27.38 $30.80 Y
Lueder Haus Manager Human Services $22.37 $25.56 $28.76 Lueder Haus Manager 8 $23.96 $27.38 $30.80 Y
Nurse Case Manager Human Services $23.70 $26.01 $28.32 Aging & Disability Resource Specialist II 8 $23.96 $27.38 $30.80 N
Office Manager DA Office $22.37 $25.56 $28.76 Office Manager 8 $23.96 $27.38 $30.80 Y
Office Manager Human Services $22.37 $25.56 $28.76 Office Manager 8 $23.96 $27.38 $30.80 Y
Onsite Waste Systems Tech Zoning & Planning $22.37 $25.56 $28.76 Onsite Waste Systems Tech 8 $23.96 $27.38 $30.80 N
Public Health Nurse Health $23.70 $26.01 $28.32 Public Health Nurse 8 $23.96 $27.38 $30.80 Y
Resource Conservationist LWCD $22.37 $25.56 $28.76 Resource Conservationist 8 $23.96 $27.38 $30.80 N
Soil Conservationist LWCD $22.37 $25.56 $28.76 Soil Conservationist 8 $23.96 $27.38 $30.80 N
Surveyor Land Information $22.37 $25.56 $28.76 Surveyor 8 $23.96 $27.38 $30.80 Y
Water Resource Management Spec LWCD $22.37 $25.56 $28.76 Water Resource Management Spec 8 $23.96 $27.38 $30.80 N
WIC Project Director Supervisr Health $22.37 $25.56 $28.76 WIC Project Director Supervisr 8 $23.96 $27.38 $30.80 Y

Adult Protective Srvcs Case Mg Human Services $20.11 $22.64 $25.17 Adult Protective Srvcs Case Mg 7 $22.23 $25.40 $28.58 N
Alternate Care Coordinator Human Services $21.18 $23.66 $26.14 Alternate Care Coordinator 7 $22.23 $25.40 $28.58 N
Community Support Prof I (1) Human Services $19.59 $21.88 $24.17 Community Support Prof I 7 $22.23 $25.40 $28.58 N
Dep Reg Prob/Lead Juvenile Cl (1) Clerk of Courts $20.85 $23.82 $26.80 Dep Reg Prob/Lead Juvenile Cl 7 $22.23 $25.40 $28.58 N
Human Service Professional II Human Services $20.64 $23.04 $25.45 Human Service Professional II 7 $22.23 $25.40 $28.58 N
Lead Deputy Clerk Clerk of Courts $20.85 $23.82 $26.80 Lead Deputy Clerk 7 $22.23 $25.40 $28.58 N
Paralegal (1) DA Office $15.79 $17.63 $19.47 Paralegal II 7 $22.23 $25.40 $28.58 N
Paralegal II, Confidential (1) Corporation Counsel $19.31 $22.06 $24.81 Paralegal II 7 $22.23 $25.40 $28.58 N
Programmer Analyst MIS Programmer Analyst 7 $22.23 $25.40 $28.58 N

Accountant (1) Human Services $19.31 $22.06 $24.81 Accountant 6 $20.49 $23.42 $26.35 N
ADRC Social Worker Human Services $20.11 $22.64 $25.17 Aging & Disability Resource Specialist I 6 $20.49 $23.42 $26.35 N
Benefits Specialist (1) Human Services $19.31 $22.06 $24.81 Elder Benefits Specialist 6 $20.49 $23.42 $26.35 N
Cartographer Land Information $19.59 $21.88 $24.17 Cartographer 6 $20.49 $23.42 $26.35 N
Disability Benefits Specialist Human Services $19.31 $22.06 $24.81 Disability Benefits Specialist 6 $20.49 $23.42 $26.35 N
Early Intervention Teacher Human Services $20.11 $22.64 $25.17 Early Intervention Teacher 6 $20.49 $23.42 $26.35 N
Equipment Mechanic II Highway $20.92 $21.67 $21.67 Equipment Mechanic II 6 $20.49 $23.42 $26.35 N
GIS & Land Use Specialist LWCD $19.59 $21.88 $24.17 GIS & Land Use Specialist 6 $20.49 $23.42 $26.35 N
Human Services Professional I (1) Human Services $20.11 $22.64 $25.17 Human Services Professional I 6 $20.49 $23.42 $26.35 N
Micro Computer Specialist (1) MIS $19.31 $22.06 $24.81 Micro Computer Specialist 6 $20.49 $23.42 $26.35 N
Pers Asst Case Mngr/Fam Coord Human Services $20.64 $23.04 $25.45 Pers Asst Case Mngr/Fam Coord 6 $20.49 $23.42 $26.35 N
Welder Fabricator Highway $21.31 $22.15 $22.15 Welder Fabricator 6 $20.49 $23.42 $26.35 N

Account Clerk Human Services $16.25 $18.57 $20.89 Accounting Specialist II 5 $18.75 $21.43 $24.11 N
Administrative Assistant-Conf. (1) Administration $19.31 $22.06 $24.81 Administrative Specialist II 5 $18.75 $21.43 $24.11 N
Clinic LPN (1) Health $17.94 $20.04 $22.14 Clinic LPN 5 $18.75 $21.43 $24.11 N
Community Rsrc Coor-Wraparound Human Services $17.79 $20.32 $22.86 Community Rsrc Coor-Wraparound 5 $18.75 $21.43 $24.11 N
Confidential Secretary Sheriff $16.25 $18.57 $20.89 Administrative Specialist II 5 $18.75 $21.43 $24.11 N
Economic Specialist Human Services $16.25 $18.57 $20.89 Economic Support Specialist II 5 $18.75 $21.43 $24.11 N
Economic Support Specialist-MC Human Services $16.25 $18.57 $20.89 Economic Support Specialist II 5 $18.75 $21.43 $24.11 N
Enforcement Spec - Paternity Child Support $16.86 $18.83 $20.79 Enforcement Spec - Paternity 5 $18.75 $21.43 $24.11 N
Enforcement Specialist (1) Child Support $16.86 $18.83 $20.79 Enforcement Specialist 5 $18.75 $21.43 $24.11 N
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Family Development Worker (1) Human Services $16.25 $18.57 $20.89 Family Development Worker 5 $18.75 $21.43 $24.11 N
Financial Assistance Worker Human Services $16.25 $18.57 $20.89 Financial Assistance Worker-CSP 5 $18.75 $21.43 $24.11 N
Financial Intake Worker Human Services $17.79 $20.32 $22.86 Financial Intake Worker 5 $18.75 $21.43 $24.11 N
Financial Planner Human Services $17.79 $20.32 $22.86 Financial Planner 5 $18.75 $21.43 $24.11 N
Financial Planner Rsrc Spec (1) Human Services $17.79 $20.32 $22.86 Financial Planner 5 $18.75 $21.43 $24.11 N
Financial Support Specialist (1) Child Support $16.86 $18.83 $20.79 Financial Support Specialist 5 $18.75 $21.43 $24.11 N
First Offender Program Dir DA Office $16.86 $18.83 $20.79 First Offender Program Dir 5 $18.75 $21.43 $24.11 N
Fiscal Specialist Health $15.79 $17.63 $19.47 Accounting Specialist II 5 $18.75 $21.43 $24.11 N
Highway Lead Worker Highway $21.67 $22.62 $22.62 Highway Lead Worker 5 $18.75 $21.43 $24.11 N
Highway Lead Worker Highway $21.67 $22.62 $22.62 Bridge Crew Lead 5 $18.75 $21.43 $24.11 N
Highway Lead Worker Highway $21.67 $22.62 $22.62 Grade Crew Foreman 5 $18.75 $21.43 $24.11 N
Justice Info Sharing Coord DA Office $17.41 $19.44 $21.48 Justice Computer Specialist 5 $18.75 $21.43 $24.11 N
Maintenance Worker II Central Services $16.86 $18.83 $20.79 Building Maintenance Worker II 5 $18.75 $21.43 $24.11 N
Mechanic Sheriff $16.33 $18.24 $20.15 Mechanic 5 $18.75 $21.43 $24.11 N
Microcomputer Technician (1) MIS $19.31 $22.06 $24.81 Microcomputer Technician 5 $18.75 $21.43 $24.11 N
Parks Construction/Maint Lead Parks Department $16.86 $18.83 $20.79 Parks Construction/Maint Lead 5 $18.75 $21.43 $24.11 N
Payroll Tech/Accounting Ass't Finance $16.86 $18.83 $20.79 Accounting Specialist II 5 $18.75 $21.43 $24.11 N
Public Health Tech (clinic) Health $17.94 $20.04 $22.14 Public Health Tech (clinic) 5 $18.75 $21.43 $24.11 N
Public Health Tech (jail) (1) Health $17.94 $20.04 $22.14 Public Health Tech (jail) 5 $18.75 $21.43 $24.11 N
Sign Worker (Lead) Highway $21.31 $22.15 $22.15 Lead Sign Worker 5 $18.75 $21.43 $24.11 N
Victim Witness Coordinator DA Office $16.86 $18.83 $20.79 Victim Witness Coordinator 5 $18.75 $21.43 $24.11 N
Zoning Program Assistant Zoning & Planning $16.33 $18.24 $20.15 Solid Waste/Clean Sweep Specialist 5 $18.75 $21.43 $24.11 N

Account Clerk Sheriff $15.25 $17.03 $18.80 Accounting Specialist I 4 $17.02 $19.45 $21.88 N
Account Clerk/System Support (1) Finance $15.25 $17.03 $18.80 Accounting Specialist I 4 $17.02 $19.45 $21.88 N
Administrative Clerk LWCD $15.25 $17.03 $18.80 Administrative Specialist I 4 $17.02 $19.45 $21.88 N
Administrative Clerk Zoning & Planning $15.25 $17.03 $18.80 Administrative Specialist I 4 $17.02 $19.45 $21.88 N
Administrative Secretary UW Extension $15.79 $17.63 $19.47 Administrative Specialist I 4 $17.02 $19.45 $21.88 N
Administrative Secretary UW Extension $15.79 $17.63 $19.47 Administrative Specialist I 4 $17.02 $19.45 $21.88 N
Administrative/Elections Clerk County Clerk              . $15.79 $17.63 $19.47 Chief Deputy County Clerk 4 $17.02 $19.45 $21.88 N
Adminstrative Clerk Land Information $15.25 $17.03 $18.80 Real Property Lister 4 $17.02 $19.45 $21.88 N
Adminstrative Secretary County Fair $15.79 $17.63 $19.47 Administrative Specialist I 4 $17.02 $19.45 $21.88 N
Building Maintenance Worker Human Services $17.79 $20.32 $22.86 Building Maintenance Worker I 4 $17.02 $19.45 $21.88 N
Chief Deputy Register of Deeds Register of Deeds        $16.33 $18.24 $20.15 Chief Deputy Register of Deeds 4 $17.02 $19.45 $21.88 N
Child Care Coordinator Human Services $16.25 $18.57 $20.89 Economic Support Specialist I 4 $17.02 $19.45 $21.88 N
Communications Operator (1) Sheriff $16.86 $18.83 $20.79 Communications Operator 4 $17.02 $19.45 $21.88 N
Community Outreach Worker (2) Human Services $16.25 $18.57 $20.89 Community Outreach Worker 4 $17.02 $19.45 $21.88 N
Court Clerk II - General Clerk of Courts $15.25 $17.03 $18.80 Deputy Court Clerk III 4 $17.02 $19.45 $21.88 N
Deputy Veteran Service Officer VSO $16.33 $18.24 $20.15 Deputy Veteran Service Officer 4 $17.02 $19.45 $21.88 N
Early Intervention Serv Coord Human Services $16.86 $18.83 $20.79 Early Intervention Serv Coord 4 $17.02 $19.45 $21.88 N
Equipment Operator II Highway $20.53 $21.31 $21.31 Equipment Operator 4 $17.02 $19.45 $21.88 N
Equipment Parts Person Highway $21.31 $22.15 $22.15 Equipment Parts Person 4 $17.02 $19.45 $21.88 N
Group Home Worker (3) Human Services $16.25 $18.57 $20.89 Group Home Worker 4 $17.02 $19.45 $21.88 N
Land Information Asst./Deputy Treasurer Land Information $14.72 $16.43 $18.14 Administrative Specialist I/Dep Treasurer 4 $17.02 $19.45 $21.88 N
Legal Assistant II (1) Child Support $15.79 $17.63 $19.47 Legal Assistant 4 $17.02 $19.45 $21.88 N
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Legal Secretary DA Office $15.25 $17.03 $18.80 Legal Secretary 4 $17.02 $19.45 $21.88 N
Legal Secretary/Receptionist DA Office $14.72 $16.43 $18.14 Legal Secretary 4 $17.02 $19.45 $21.88 N
Maintenance Worker I Central Services $15.79 $17.63 $19.47 Building Maintenance Worker I 4 $17.02 $19.45 $21.88 N
Medical Office Ass't Human Services $16.25 $18.57 $20.89 Medical Office Ass't 4 $17.02 $19.45 $21.88 N
Mental Health Technician (1) Human Services $16.25 $18.57 $20.89 Mental Health Technician 4 $17.02 $19.45 $21.88 N
Payroll Account Clerk Finance $15.25 $17.03 $18.80 Accounting Specialist I 4 $17.02 $19.45 $21.88 N
Program Assistant Parks/EM Dept $16.33 $18.24 $20.15 Program Assistant 4 $17.02 $19.45 $21.88 N
Protective/Representative Human Services $16.25 $18.57 $20.89 Protective Payee 4 $17.02 $19.45 $21.88 N
Secretary-Ntr Prg Crd/LTS Human Services $16.25 $18.57 $20.89 Nutrition Program Coordinator 4 $17.02 $19.45 $21.88 N
Support Services Planner (3) Human Services $16.25 $18.57 $20.89 Economic Support Specialist I 4 $17.02 $19.45 $21.88 N
WIC Registered Dietetic Tech Health $15.25 $17.03 $18.80 WIC Registered Dietetic Tech 4 $17.02 $19.45 $21.88 N
Zoning Assistant Zoning & Planning $15.25 $17.03 $18.80 Program Assistant 4 $17.02 $19.45 $21.88 N

Account Clerk Highway $17.80 $19.26 $19.26 Accounting Assistant II 3 $15.06 $17.21 $19.36 N
Account Clerk Highway $17.80 $19.26 $19.26 Accounting Assistant II 3 $15.06 $17.21 $19.36 N
Admin Cl/Customer Service Spec Child Support $15.25 $17.03 $18.80 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Administrative Secretary Parks Department $13.63 $15.21 $16.80 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Billing Clerk/WIC Clerk Health $13.63 $15.21 $16.80 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Buildings/Grounds Maint Wrkr (2) Parks Department $14.72 $16.43 $18.14 Buildings/Grounds Maint Wrkr 3 $15.06 $17.21 $19.36 N
Central Duplicating Clerk (1) MIS $13.63 $15.21 $16.80 Central Duplicating Clerk 3 $15.06 $17.21 $19.36 N
Community Support Assistant Human Services $14.72 $16.82 $18.92 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Court Clerk II - General Clerk of Courts $15.25 $17.03 $18.80 Deputy Court Clerk II 3 $15.06 $17.21 $19.36 N
Deputy Reg Prog/Court Clerk Cr Clerk of Courts $15.25 $17.03 $18.80 Deputy Reg Prog/Court Clerk Cr 3 $15.06 $17.21 $19.36 N
Deputy Register of Deeds I Register of Deeds        $15.25 $17.03 $18.80 Deputy Register of Deeds I 3 $15.06 $17.21 $19.36 N
Deputy Treasurer County Treasury $15.25 $17.03 $18.80 Deputy Treasurer 3 $15.06 $17.21 $19.36 N
Drug Task Force Program Asst Sheriff $14.20 $15.81 $17.47 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Highway Worker (29) Highway $20.17 $20.92 $20.92 Highway Worker 3 $15.06 $17.21 $19.36 N
Judicial Assistant (1) Clerk of Courts $15.79 $17.63 $19.47 Judicial Assistant 3 $15.06 $17.21 $19.36 N
Legal Secretary Clerk of Courts $15.25 $17.03 $18.80 Legal Secretary 3 $15.06 $17.21 $19.36 N
Marketing Assistant (1) County Fair $14.20 $15.81 $17.47 Marketing Assistant 3 $15.06 $17.21 $19.36 N
Medical Records/File Clerk Human Services $16.25 $18.57 $20.89 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Nutrition Outreach Worker Human Services $16.25 $18.57 $20.89 Home Delivered Meal Assessor 3 $15.06 $17.21 $19.36 N
Personal Care Program Asst Health $14.20 $15.84 $17.47 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Public Health Program Assist Health $14.20 $15.84 $17.47 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Receptionist/Secretary (1) Sheriff $13.63 $15.21 $16.80 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Secretary Sheriff $13.63 $15.21 $16.80 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Secretary-Drug Task Force Sheriff $13.63 $15.21 $16.80 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Secretary-Economic Development EDC $14.72 $16.82 $18.92 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Secretary/Staff Support Human Services $14.72 $16.82 $18.92 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Support Services Clerical Ass't Sheriff $15.25 $17.03 $18.80 Administrative Assistant II 3 $15.06 $17.21 $19.36 N
Transportation Coord/Van Drvr (1) Human Services $16.25 $18.57 $20.89 Transportation Coord/Van Drvr 3 $15.06 $17.21 $19.36 N

ADRC Paraprofessional Human Services $14.72 $16.43 $18.14 ADRC Paraprofessional 2 $13.33 $15.23 $17.13 N
Appointment Secretary Human Services $14.72 $16.43 $18.14 Administrative Assistant I 2 $13.33 $15.23 $17.13 N
Appointment Secretary/Recept (1) Human Services $14.72 $16.43 $18.14 Administrative Assistant I 2 $13.33 $15.23 $17.13 N



RECOMMENDED 2013 STRUCTURE
 - HOURLY FORMAT

FLSA  
JOB TITLE DEPARTMENT Min Mid Max Proposed Title Grade Min Mid Max Exempt

Current Plan

Clerk Typist Sheriff $13.10 $14.63 $16.17 Accounting Assistant I 2 $13.33 $15.23 $17.13 N
Cook (4) Sheriff $14.72 $16.43 $18.14 Cook 2 $13.33 $15.23 $17.13 N
Data Entry Clerk (1) Register of Deeds        $13.10 $14.63 $16.17 Administrative Assistant I 2 $13.33 $15.23 $17.13 N
Lead Custodian Human Services $14.72 $16.43 $18.14 Lead Custodian 2 $13.33 $15.23 $17.13 N
Parks Maintenance Worker (2) Parks Department $14.72 $16.82 $18.92 Parks Maintenance Worker 2 $13.33 $15.23 $17.13 N
Secretary - Economic Support (1) Human Services $14.72 $16.82 $18.92 Administrative Assistant I 2 $13.33 $15.23 $17.13 N
Secretary HS (1) Human Services $14.72 $16.82 $18.92 Administrative Assistant I 2 $13.33 $15.23 $17.13 N
Secretary/Alternate Care Coord (1) Human Services $14.72 $16.82 $18.92 Administrative Assistant I 2 $13.33 $15.23 $17.13 N

Central Service Worker Central Services $12.02 $13.41 $14.81 Central Service Worker 1 $11.80 $13.48 $15.17 N
Custodian II (1) Central Services $12.58 $14.04 $15.49 Custodian 1 $11.80 $13.48 $15.17 N
Custodian II Sheriff $12.58 $14.04 $15.49 Custodian 1 $11.80 $13.48 $15.17 N
Custodian l Central Services $12.02 $13.41 $14.81 Custodian 1 $11.80 $13.48 $15.17 N
Janitor Human Services $13.19 $15.07 $16.95 Custodian 1 $11.80 $13.48 $15.17 N
Nutrition Site Manager (2) Human Services $14.72 $16.82 $18.92 Nutrition Site Manager 1 $11.80 $13.48 $15.17 N
Van Driver Human Services $14.72 $16.82 $18.92 Van Driver 1 $11.80 $13.48 $15.17 N
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Job Description Questionnaire (JDQ) 
 
  

Name: Tammie J. Jaeger Date: 07-20-2012 

Title: Administrative Assistant - Confidential Department: Administration 

Work Location: Jefferson County Courthouse, Rm 111 Phone: (920) 674-7101 

Immediate Supervisor: Gary R. Petre Supervisor’s Title: County Administrator 

 
  
TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months   4 Yrs; 7 Mo. 
TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 14 Yrs; 3 Mo 
TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 14 Yrs; 3 Mo 
WORK HOURS (Start/Finish): 7:00 – 3:30 p.m. 
FULL TIME: 40 REGULAR PART-TIME  (%):  
 OTHER  
 
OUTLINE OF ORGANIZATION CHART  
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you work 
with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach a printed 
chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
 
To coordinate & provide administrative support to the County Administrator, the County Board, the County Board Chair 
and the HR Director. To monitor, update content, respond to web feedback, and create graphic designs for the Jefferson 
County Website. 

County Administrator 

Administrative 
Assistant/Confidential 

 

Department Heads 
MIS Programmers 

HR Director 
Management Analyst 
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II. ESSENTIAL ACCOUNTABILITIES 
 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
 

% of Time Spent 
 

ESSENTIAL ACCOUNTABILITIES 
 

HOW OUTCOMES COULD BE MEASURED 
40 Work with County Administrator to organize 

schedules, meetings, special projects etc. 
Coordinate & maintain Administrator’s calendar – 
scheduling as needed. 

Keep track of schedules & meetings so that 
nothing gets forgotten. Make sure things are 
prepared and ready for committees. County 
business is conducted without interruption. 

20 Assist the County Administrator in preparing and 
organizing budget documents. 

Collect all department budget information 
and assemble. Arrange, edit and ready for 
printing. 

30 Issue Public Meeting Notices in accordance with 
Wisconsin Open Meeting Law 

Proper notice must be given to avoid 
noncompliance with the Open Meeting Law 
and to ensure meeting fees can be paid to 
Committee Members. 

50 Provides support to County Administrator, the 
Human Resources Department, County Board 
Chairman, County Board Supervisors, Management 
Analyst and Department Heads as needed. 

Prioritize and manage multiple projects 
simultaneously, and follow through on issues 
in a timely manner. 

20 Develop and revise employee job descriptions and 
update employee evaluations. 

Keep job descriptions and evaluation 
database up to date and accurate. 

10 Coordinate County Credit Card Purchases Process County Credit Card Purchases for 
approval by the County Administrator. 
Monitor for unauthorized charges. 

10 Coordinate County Purchase Orders; Manage 
Purchase Records 

Review and process all purchase order 
requests. 

25 Problem solving/General Information Find solutions or get information for 
department heads, employees, and general 
public. Provide technical support & 
instruction for pc, website and software 
problems for computer users. 

40 Web Content Coordinator. In charge of monitoring 
and updating website content for Jefferson 
County’s website. Check and repair broken links 
and correct spelling errors Add and remove 
outdated information to ensure that information is 
accurate, current, and consistent. Look for ways to 
enhance the website. Make suggestions and 
recommend modifications for improvement. 

Information has to be updated regularly and 
maintained so that information is accurate, 
current and functional. Ensure that all areas 
of the website are working properly. Maintain 
the site so that it remains a valuable resource 
for residents. Communicate with Department 
Heads to schedule, plan and design modules 
to post for upcoming events. 

20 Develop and Create Graphic Designs for the 
website. 

Brainstorm and mock up design ideas. Create 
graphic designs, including headers and 
graphic modules, for the website using 
computer design software. (Photoshop CS5).  

20 Respond to “Web Feedback”. Evaluate and respond 
to web content requests. 

To provide accurate information to the users 
and ensure that the content on our website is 
appropriate. 
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20 Serve as Point Person for Department Heads and 
employees as it relates to the website design and 
content. 

Establishes a central contact person to 
coordinate web content and consistency. 
Communicate with employees to ensure 
website quality. 

15 Develop on-line  forms for departments. Provides convenience for employees and the 
general public. 

10 Visualize and initiate new automated work 
procedures and work with computer programmers 
in the development of customized software. 

Projects such as the automated Employee 
evaluation program, FMLA program and the 
online job application program save time and 
provide consistency and accuracy county 
wide. 

5 Serve on the Management Information Systems 
(MIS) Advisory Group 

This group acts as a liaison between the 
county Management Information Systems 
department Programmers and PC, employees, 
department heads and employees. This group 
provides input for establishing MIS policy and 
procedure. 

As needed Make various decisions in support of the County 
Administrator/HR Director.  

Recognize Administrator’s & HR Director’s 
expectations and make judgments that would 
reflect their own decisions. 

As needed Use judgment in referring problems to the 
Administrator/HR Director. 

Could determine whether or not a situation 
goes unnoticed or becomes an issue that 
could result in disciplinary actions or new 
policies. 

As needed Provide backup for Countywide FMLA 
administration. 

If proper procedures and notices aren’t 
followed it could result in law suit by 
Employee or Department of Labor. Need to 
keep updated on current FMLA laws for both 
State and Federal. 

As needed Provide backup for Processing County Payroll Determine if employee’s use of time is 
acceptable per union contracts, personnel 
policies, and the Fair Labor Standards Act 
(FSLA). Gather correct information and enter 
into Kronos timekeeping system for accurate 
time banks and accrual information. To 
provide accurate information to the Finance 
Department for timely print of payroll checks. 

10 As/400 Entry 
JD Edwards 

Create vendor numbers for employees. Set up 
account information. Look up and review 
account payment information. 

10 Processes payments for Administration and 
County Board. 

Ensure that invoices are paid on time and 
charged to the proper account. 

10 Generate Reports/Prepare Journal Entries Run reports. Prepare Journal entry for 
various departments. Ensure that the invoices 
are charged accurately and to the appropriate 
accounts. 

10 Coordinate Countywide communication between 
Administration and departments 

Send out press releases, general notices, 
schedule training sessions, conference rooms, 
and county vehicle. Obtain and share 
information with department heads. 
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10 Coordinate calendar for County board and 
committee meetings and agendas 

Manage calendar and committee schedules to 
prevent conflict with committee members 
and room reservation. 

75 Answer phones and direct all incoming calls. Ensure that calls are forwarded to the 
appropriate party promptly and efficiently. 

5 Attend Committee Meetings and Department Head 
Meetings. Prepare Agendas, Minutes and 
committee information packets. 

Prepare Agendas, take minutes, “bookmark” 
committee information packets and post to 
the website for County Board Supervisors. 

5 Provide Notary Service Notarize signatures for county employees and 
general public. Unlawful Notarization could 
result in fines and imprisonment. 

5 Order Supplies, maintain inventory. Assure workflow remains uninterrupted 
 

III.  FORMAL PREPARATION / EXPERIENCE 
Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 
 
1. Formal preparation/education (or equivalent) necessary to qualify for the position. 

Associates Degree – Administrative Assistant or Business Administration or equivalent. 
 

2. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
3-5 years clerical, customer service experience with accounting background. 
 

3. Note any other training/certifications, etc. which is needed for the position 
 

4. Please indicate additional education, experience or training that is desired for this position 
Knowledge of Photoshop or comparable Design Software 

5. Please indicate your education, experience, etc. that you have. 
Administrative Assistant/Word &Information Processing Associates Degree 
I  have 20+ years of administrative and customer service experience with an accounting background 

 

IV.  JUDGMENTS MADE 
Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGMENTS 

WHAT IS THE IMPACT OF THESE 
JUDGMENTS 

Make various decisions in support of 
the County Administrator and HR 
Director. 

County Administrator/ HR Director Keeps County business running 
without conflict or interruption. 
Decisions should reflect the judgment 
of the County Administrator. 

Determine if a purchase request 
required the approval of the County 
Administrator 

County Administrator Assure departments are following 
purchasing ordinance. 

Make decisions in bringing problems 
to County Administrator or HR 
Director. 

 Determines whether or not a situation 
gets resolved or becomes an issue that 
could result in disciplinary actions or 
new county policy. 

Coordinates County Credit Card Use County Administrator Track purchases and provide 
department account information for 
payments. Process Credit Card 
Purchases for approval by the County 
Administrator. Investigate and resolve 
possible fraudulent charges. 
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Maintain schedule for County Board 
Committees and outside agencies. 

 To eliminate conflict in everyone’s 
schedule. 

Correct interpretation of contracts, 
personnel rules and HR laws as they 
relate to FMLA 

HR Manager Attempt to eliminate conflict between 
employees and employer. Maintain 
accurate FMLA records according to 
union contracts, personnel rules and 
state and federal laws. 

 
V.  PROBLEM SOLVING 
Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 
Listen to the concerns of employees or the general public. 
Try and find solutions for them or direct them to a person 
or agency that can help instead of involving the County 
Administrator or HR Director. 

 

I receive calls from the public when they have concerns 
about staff in county departments. I call the Department 
Heads directly to resolve the issue before getting the 
County Administrator involved. 

Department Heads 

Assist County staff and the general public with problems 
that they aren’t sure to how to handle. 

 

• Deal with incoming phone calls and phone calls 
that are forwarded from other departments 
when the County department doesn’t know how 
to deal with the caller’s problem. 

 

• When departments or security staff are uncertain 
of how to help the general public, they will send 
them down to talk to me. 

 

Assist departments with answering phones, working with 
the general public, taking messages, and giving direction 
when they have to close their offices.  

Contact Department Heads if necessary 

Help employees solve computer software issues.  
Stayed in contact with the 911 Communication Operators 
and posted regular updates to the website regarding road 
closures and other emergency information from home 
during the flood emergency. 

911 Staff 

Resolve meeting room and county vehicle conflicts.  
Monitor website feedback and determine the best way to 
respond to the comments or concerns. 

 

Visualize and initiate new automated work procedures 
and customized software. 

Work with computer programmers in the development of 
customized software. 

 

 
VI.  SUPERVISION / MANAGEMENT 
Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 
Responsibility for others: 
a. Number of People:  
b. Their Position Titles:  
c. Which, if any, of the following do you perform?: 

1. Directly Supervise? n/a 
2. Train / Instruct?  

Instruct new employees/ department heads on purchase order procedures; Handle employee and 
Department Head issues regarding FMLA regulations and procedures. Assist employee with Computer 
and software problems and questions.  
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3. Give Work Direction?  
Budget Documents, Agenda, Weekly Meeting Notice, Purchasing Procedures; Website 

4. Do Project Management?  
Budget documents, Develop and maintain Employee and Public Web Sites. Other Special projects as they 
arise.  

5. Conduct Performance Reviews?  n/a 
6. Discipline? n/a 
7. Hire? n/a 

 
d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 

Purchase Order Requests, computer equipment and projector, and Admin vehicle; County Credit Card. 
County Website. 

VII. WORK RELATIONSHIPS 
Please identify the most typical work relationships of your position with other persons, functions or organizations, inside 
or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 
County Administrator Provide Administrative Support 

Human Resources Director Provide Administrative Support 

All Department Heads Provide and coordinate county-wide activities, information 
and assistance at the administrative level. 

County Board Chairperson and County Board members Provide Administrative Support 

County Coroner Provide Administrative Support 

All Employees To resolve problems and gather information, answer 
question, coordinate activities, schedule training sessions, 
provide information. 

The Press Give proper notice of County Meetings, public meetings, 
bid notices to comply with open meeting regulations. 

The Public Direct and give information to the public via phone, email 
and in person. 

Computer Programmers Work with them on Special web and customized software 
projects. 

 
VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 
% Inside (sheltered) 100% % Noise n/a % Travel Required n/a 
& Outside Work n/a % Fumes, Odor n/a % Temperature extremes n/a 
% Hazards n/a % Other (note) n/a  
Are there any unusual requirements for your position? (Y/N) n/a 
If yes, please explain: 
 
IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 
Does your position require any unusual or unique mental requirements? 
 
At times an employee or someone from the general public can be become angry with the county or county department 
heads and our office is the place they come to try and solve their problems. 
 
Dealing with employees and our department heads with their FMLA issues can be difficult at times. Trying to be 
compassionate but also following the State and Federal laws and regulations. Assuring the employee is treated as they 
should be under those laws even if it inconveniences the department head. 
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We have deadlines that need to be met in our office and this position encounters many interruptions. At times it’s very 
busy and does get stressful. 
 
 
X.  ADDITIONAL DATA/NOTABLE INFORMATION 
Please identify any other information, which would help someone else understand your position more clearly: 
If there is ever any question or problem within the county, whether it is with employees or the general public, they 
contact us. It’s a general information, coordinating, and problem solving department for many issues. 
 
XI.  SUPERVISOR’S REMARKS 
I have reviewed this JDQ and have no suggested changes. 
 
 
EMPLOYEE SIGNATURE: Tammie J. Jaeger 

 
DATE: July 20, 2012 

 
 
 
SUPERVISOR SIGNATURE: Gary R. Petre DATE: 7-27-12 
 
DEPARTMENT HEAD SIGNATURE: 
 
HUMAN RESOURCES DIRECTOR SIGNATURE: I have reviewed the JDQ and it 
appears complete; however, I will be suggesting to Tammie to consider adding a 
couple of other examples under problem solving in section V, as I think she may 
have undersold herself in this area. 
Terri M Palm, 7/26/12 
 
Tammie has incorporated additional information, which I believe more 
thoroughly completes the JDQ. 
Terri M Palm, 7/27/12 
 

DATE:   
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Jefferson County 
Job Description Questionnaire (JDQ) 

 
 
This is an electronic format.  The cells will expand as you type. 
 
  
Name: Paul Vogel      Karl Hein Date: 
Title:  Maintenance Department:  Human Services 
Work Location: 1541 Annex Road, Jefferson WI  Phone: 920-674-8179 
Immediate Supervisor: Terry Gard Supervisor  
 
  
TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months PV: 15 Yrs 1 Mo. KH: 13Yrs 2Mo 
TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months PV:15 Yrs 1 Mo. KH:  13Yrs 2Mo 
TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 
 

PV: 17 Yrs 8 Mo.  KH:13Yrs 2Mo 
 
     

WORK HOURS (Start/Finish): 40 Hrs/wk Paul 6:30 – 3:00 Karl 5:30 – 2:00 
FULL TIME: Yes REGULAR PART-TIME (%):  
 OTHER On call as needed 
 
 
OUTLINE OF ORGANIZATION CHART  
 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you work 
with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach a 
printed chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
 
To ensure the comfort and safety of the public and staff.  
To maintain buildings and equipment in safe condition, prevent degradation of county property and systems. 
To prevent failures that would cause reduction in agency services. 
  

Karl Hein 
Maintenance 

Terry Gard 

Paul Vogel 
Maintenance 
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II. ESSENTIAL ACCOUNTABILITIES 
 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE 

MEASURED 
10% Identify equipment problems 

Doing daily rounds we can find and correct 
issues before they become bigger problems.   

Keeping everything running smoothly. 

12% Make repairs to equipment. 
By using our knowledge of plumbing, electrical, 
carpentry, and HVAC etc.   

Saving Jefferson County money. 

4%  Building security. 
Install and maintain locksets. Install, program 
and reprogram electronic locksets. Keep all doors 
and windows operating  properly.  
 

 Safety to public and staff. 

2% Order and stock maintenance supplies and 
parts. 
Keeping parts and supplies on hand(motors, 
belts, bearings, electrical, plumbing and painting 
supplies)  

Parts are on hand to minimize downtime. 

5% Schedule and manage our fleet of 17 
vehicles. 
Inspect, and do minor repairs to vehicles from 
our fleet. 

 We do our best to keep the fleet safe, and in 
good condition. 

5% Plan and schedule preventive maintenance.  
We routinely perform maintenance on agency 
equipment reducing the chance of a breakdown.  
 

 Keeping all major operating systems 
properly maintained. 

3% Smoke detectors and fire alarm system. 
Monitor and maintain all agency fire and smoke 
detectors. Conduct fire and tornado drills. 

All detectors have passed inspection, and 
are performing as designed.  

5% Maintain and operate snow removal 
equipment. 
Includes plowing snow, brooming sidewalks and 
shoveling at all agency buildings. 

All equipment is working.  All driveways 
and walkways are clear for staff and public. 

7% Building and remodeling offices. 
We have built and remodeled many offices and 
other areas throughout the agency. This would 
include framing, dry walling, finishing, and 
painting. Doing electrical and data wiring. 

 Accommodate department needs. 

6% Be on call 24/7 
We carry county cell phones at all times. Do 
building checks on weekends and holidays. 
Check and record Health dept. vaccine coolers 
and freezers on weekends and holidays.  

 Buildings are checked daily. 
Ensure vaccine supplies are safe.  

4% Monitor and maintain emergency backup 
systems and generators. 

Systems are readily available in case of a 
power outage. 
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We need to be sure these systems are ready if a 
need arises. 

4% Handicap accommodations. 
Make sure the buildings are accessible. 
Provide for the comfort and safety in staff 
workstations. 
 

Accommodations and accessibility.  

5% Agency lighting. 
Change light bulbs, ballasts, light fixtures. 
Installing newer higher efficiency equipment. 

Keep buildings properly lighted. 

3% Receiving and inventory. 
Receive, inventory and distribute office supplies, 
and other incoming freight. Making sure 
incoming parcels get to their proper areas 
promptly. Examples would be: vaccines, meds 
,forms etc. 

 Parcels get delivered quickly and to the 
proper location. 

5% Staff moves. 
Move staff from office to offices need arises. 
Desks, file cabinets, computers, etc. Empty offices 
for new flooring, then put everything back in 
when completed. 

  Make a smooth transition for staff.  

5% Agency appliances 
Maintain, service, and replace as needed agency 
appliances. We do as many repairs as possible 
ourselves. 

Appliances all work as needed. 

4% State licensed daycare 
Responsible to maintain, make repairs as needed 
in state licensed daycare “DCF251” we have 
within the facility. Including playground 
equipment and classroom environment. 

Providing a safe environment for children 
and staff. 

4% State licensed CBRF 
Responsible to maintain and make repairs as 
needed and keeping the building up to code at 
our State licensed CBRF located on the agency 
grounds. 

All state regulations and codes are followed. 

2% Security 
Called upon to act as security in potentially 
volatile situations. Be in the area if someone is 
getting their job terminated. 

To keep the peace.  

 Flexibility 
Need to be flexible with our schedule. We need to 
fill in on different shifts as needed if someone is 
ill, or on vacation.  

Adequate staffing. 

1% Seasonal Items 
Seasonal shutdowns and start ups of all HVAC 
equipment. 

All equipment is in top working condition, 
And ready when needed. 
 

4% External building structural maintenance. 
Making sure outside of buildings are structurally 
sound. Painting, caulking, checking roofs, etc.    

Keep buildings in great shape. 

2% 
 

Weather conditions. 
Need to be aware of weather conditions. Get up 
early check outside to see if there is a need to get 
to agency early to clean up snow or other storm 

Safety of staff and public. 
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related debris.  
 
 
III.  FORMAL PREPARATION / EXPERIENCE 
Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 
 
1. Formal preparation/education (or equivalent) necessary to qualify for the position. 

High School diploma, vocational/technical training in building maintenance. 
2. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
               5 years building maintenance experience. 
3. Note any other training/certifications, etc. which is needed for the position 
      Blood borne pathogen training, Training in ergonomics. Valid driver’s license. 
4. Please indicate additional education, experience or training that is desired for the position. 
       Ability to read blueprints and schematics. Electrical, plumbing, carpentry and HVAC experience. 
      Refrigeration certificate, boiler license. 
5. Please indicate your education, experience, etc. that you have. 
     Paul:  Electrical maintenance courses, boilers, appliance install and repair, tower install, HVAC, electrical, 
plumbing, wiring, 17+yrs. in maintenance. HIPPA and Confidentiality training.  
   Karl: Refrigeration Certificate, HVAC training, machinist, diesel tech school. HIPPA and Confidentiality training.  
 
 
IV.  JUDGEMENTS MADE 
Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGEMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGEMENTS 

WHAT IS THE IMPACT OF THESE 
JUDGEMENTS 

Whether to repair or replace a piece 
of equipment. 

Maintenance supervisor Cost to Jefferson County. 

Prioritize jobs daily. Maintenance supervisor. Make sure vital issues get taken care 
of before minor ones. 

Making sure our fleet is in safe 
running condition. Letting a car out 
or not. 

Maintenance supervisor. The more the vehicles are used the 
more money Jefferson County saves.  

Some of our work needs to be done 
after hours, or weekends. 

Maintenance supervisor. Causes less disruption and/or 
discomfort to co-workers. 

Deciding when to call in an expert to 
figure out a problem. 

Maintenance supervisor. Cost to Jefferson County, and safety 
of coworkers and public. 

 
 
V.  PROBLEM SOLVING 
Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 
Troubleshooting and repairs on all agency equipment. Maintenance Dept. 
Using sophisticated testing equipment to find defective 
parts, circuits etc. 

Maintenance Dept. 

Effectively responding to co worker complaints, Too 
hot, too cold, too many others to name.  

Maintenance Dept. 
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VI.  SUPERVISION / MANAGEMENT 
Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 
Responsibility for others:  N/A 
a. Number of People: N/A 
b. Their Position Titles: 
c. Which, if any, of the following do you perform?: 

1. Directly Supervise? 
2. Train / Instruct? 
3. Give Work Direction? 
4. Do Project Management? 
5. Conduct Performance Reviews? 
6. Discipline? 
7. Hire? 

 
d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 
 
 
 
VII. WORK RELATIONSHIPS 
Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 
Agency supervisors and coworkers. They let me know if an issue arises, usually many times a 

day. 
Outside contractors, electricians, plumbers, carpenters, 
HVAC technicians. 

By having a good relationship with the local contractors, 
They are willing to give you advice on how to solve 
difficult problems.  

Outside Vendors To search for parts and supplies as needed, at a 
competitive cost. 

State and local Inspectors Quickly remedy any issues that arise. Mainly due to code 
changes. 

Engineers Always seeking to make things more efficient for 
Jefferson County 

  
  
  
  
  
  
  
  
 
 
VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 
% Inside (sheltered) 80% % Noise 05% % Travel Required 3% 
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& Outside Work 20& % Fumes, Odor 02% % Temperature extremes 5% 
% Hazards 5% % Other (note)  
Are there any unusual requirements for your position? (Y/N)   Yes  
If yes, please explain: May need to work on rooftop heaters or ventilators in very cold conditions. Snow 
removal in very cold conditions. May need to work on air conditioning units in extreme heat. Occasionally 
get called to clean a “mess” in a restroom. Working around high voltage. 

  

 
IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 
Does your position require any unusual or unique mental requirements? 
The ability to get along with all coworkers and the public. Called upon to act as security in a potentially volatile 
situation while remaining calm and composed.  
 
 
X.  ADDITIONAL DATA/NOTABLE INFORMATION 
Please identify any other information, which would help someone else understand your position more clearly: 
This position requires a person to be a “Jack of all trades” every day is different. Need to flexible at all times, you may 
need to stop what you are doing at the time to tackle a more pressing need should one arise. Work around sensitive 
and confidential material. Be on call 24/7.   
 
 
XI.  SUPERVISOR’S REMARKS 
I have read and reviewed this document carefully; I would like to add that in section X above, the figure of speech, 
Jack of all trades refers to an individual that is competent with many skills. Paul and Karl are extremely well versed in 
all aspects of building maintenance and continue to perform at a high level of expertise. 
Joan Daniel agree with Terri’s comments positions need high level of maintenance skills to perform their jobs. 
This is accurate description of this position with the additions. Kathi Cauley 
 
 
 
TYPE IN YOUR NAME(S) AND EMAIL TO SUPERVISOR/DEPARTMENT HEAD.  REMEMBER TO SAVE A 
COPY! 
 
 
EMPLOYEE SIGNATURE:  

 
DATE  07/20/2012  

Paul R Vogel 
Karl Hein 
 
SUPERVISOR SIGNATURE: Terrance Gard DATE: 07/24/12 
                                                       Joan Daniel                                                                                         7/24/2012 
DEPARTMENT HEAD SIGNATURE: Kathi Cauley 
 
HUMAN RESOURCES DIRECTOR SIGNATURE: 
I have reviewed the JDQ and it appears complete.  For point of reference, current 
job title is Building Maintenance Worker.  One observation, current description 
only requires 1 year experience, this JDQ requires 5 years.  One goal of the County 
is to establish consistency throughout similar positions, so please compare this 
experience requirement with other maintenance staff.  My initial thought is that 2 – 
3 years may be more appropriate for this position. 
Terri M Palm, 7/29/12 
 

DATE:  7/25/12 
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THIS PAGE IS LEFT BLANK TO INSERT ANY ADDITIONAL INFORMATION (Organizational Chart; Specific 
information per employee, if more than one person is submitting this JDQ; etc.) 
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GUIDE TO COMPLETION OF THE CARLSON DETTMANN ASSOCIATES JOB DESCRIPTION QUESTIONNAIRE 
 
The Job Description Questionnaire examples presented here may assist you in describing your present position in terms of duties, 
responsibilities and other requirements which will provide a basis for objective position evaluation. 
 
Complete the Questionnaire as carefully and thoroughly as possible.  Describe your position as it is now. 
 
Any questions that arise should be discussed with your supervisor. 
 
Return the completed Questionnaire to your supervisor for review.  Supervisors should make their comments in a different 
colored ink than the employer used. 
 
 
I. POSITION SUMMARY 
 
This section should contain a brief statement (no more than two sentences) indicating the reason for the existence of your position.  
This should be the major end result your position exists to achieve--the why, not the how.  For example: 
 
  "To provide secretarial and clerical support to the Director of General Accounting." 
 
  "To operate the DP mainframe and peripheral equipment in the main office." 
 
 
II. ESSENTIAL ACCOUNTABILITIES 
 
In this section you should list the major segments--or functions--of your position.  Think through all the things you do.  Organize the 
various duties and activities into major groupings that serve important purposes or that take major portions of your time.  Show the 
approximate percentage of time that you do these activities; the total percentage does not have to equal 100%, but it should be 
reasonably close.  These groupings are the Essential Accountabilities.   
 
Then, show the way in which your performance of each function could be measured.  For example: 
 
DEPARTMENTAL SECRETARY 
 
% of 
Time 
Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE MEASURED 

   
35% Prepare typed communications for department to 

transmit information to others 
Documents are typed accurately and are completed in a 
timely manner.  Finished work is neat with appropriate 
formatting. 

 

DIRECTOR 
 
% of 
Time 
Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE MEASURED 

   
50% Monitor and direct staff activity to achieve the goals of 

the department 
Schedules are timely and complete. Employees are 
aware of department expectations.  Employee 
performance improves. 
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PREPARATION / EXPERIENCE 
 
Summarize the formal education and experience and training required to perform in your position.  For example: 
 
 "Two year technical degree in Secretarial Science, plus three to six months on-the-job experience." 
 “Graduation from a 4-year college program in business or public administration, and six years public management 
 experience.” 
 
 
IV. JUDGMENTS MADE 
 
This section is intended to give a sense of your position's freedom to take action as reflected by the supervision you receive and the 
procedures under which you act.  Indicate other department(s) affected.  Examples follow: 
 

 
 

EXAMPLE OF JUDGMENTS 

 
WHO, IF ANYONE, REVIEWS 

THESE JUDGMENTS 

 
WHAT IS THE IMPACT OF THESE 

JUDGMENTS 
   
Clarify and record expenditures by 
account code 
 
Determine building maintenance 
schedule 
 

Immediate Supervisor audits coding - 
must adhere to std. Procedures. 
 
Facilities Manager and Plant Manager 

All departments that are recognized cost 
centers 
 
Varies - could be anyone on schedule 
using physical facilities 

   
 
 
V. PROBLEM SOLVING 
 
 Please identify the typical types of problems you solve on a regular basis and the major challenges you face in performing 

your job.  Also include information on who else may be involved in helping with problem resolution. 
 
Note the elements that apply in your position.  For example:  

 
"Must frequently deal with complaining customers." 

 
 "Arranging my work schedule so as to accomplish everything required of me on my shift." 
 
 "Effectively responding to student complaints, either in person or by directing them to the appropriate resource." 
 
 "Determining appropriate data processing applications needed to provide required information to end users." 
 
 
VI. WORK RELATIONSHIPS 
 
This section asks you to list frequent or major contacts.  For example: 
 

 
TYPICAL WORK RELATIONSHIPS 

 
PURPOSE OF THE RELATIONSHIP 

  
Outside contacts:  
Vendors To secure materials which meet department specifications at 

favorable costs 
Internal contacts:  
Employees responsible for Quality Assurance To resolve quality problems associated with finished goods 

inventory 
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VII. WORK ENVIRONMENT 
 
Please identify what, if any, unpleasant working conditions you encounter in your position, such as excess heat, noise, etc.  Indicate 
the percentage of your working time each condition is encountered.  Also, clarify the details of each condition experienced.   For 
example: 
 
  "  Temperature extremes: 50% Exposure to high temperatures in kitchen" 
 
Describe any unusual physical work aspects of your job such as "must climb a ladder several times a day".  Specify lifting 
requirements and frequencies. 
 
 
VIII. SUPERVISON / MANAGEMENT 
 
This provides some measure of the scope of your task in supervising the work of others.  List the number and position titles of 
employees you provide direction to, lead or supervise.  Also check the specific boxes to indicate your specific responsibilities in this 
area. 
 
This is intended to serve as an indicator of the scope of your position as it relates to assets, facilities, equipment or funds for which 
you have some form of responsibility.  For example: 
 
   "Responsible for monthly bank account balancing" 
 
   "Responsible for opening the office and daily mail delivery" 
 
List equipment and/or tools used in your position and the frequency of their use.  For example: 
 
 "Word-processor  - continuously” 
 "Electric drill  - frequently” 
 "Dump truck  - 30% of time" 
 
 
IX. UNUSUAL / UNIQUE MENTAL REQUIREMENTS 
 
State any unusual or unique mental requirements of your job.  For example: 
 
 “My Supervisor travels frequently and I am asked to sit in on his/her meetings.” 
 
 “I frequently deal with angry customers and it is sometimes difficult to handle the stress associated with this type 

of situation.” 
 
 
X. ADDITIONAL DATA / NOTABLE INFORMATION 
 
This section provides you the opportunity to comment on any significant aspects of your position not described elsewhere in the 
questionnaire.  Examples would include special assignments, committees and membership in outside organizations required by 
your position, geographic areas covered, guidance provided to other departments, or anything else you believe may be significant. 
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Jefferson County 
Job Description Questionnaire (JDQ) 

 
 
This is an electronic format.  The cells will expand as you type. 
 
  
Name: Nichole Doornek Date: 7/18/2012 
Title: Wraparound Service Coordinator Department: Mental Health 
Work Location: Hillside Phone: 920-674-8708 
Immediate Supervisor: Barb Gang Supervisor’s Title: Wraparound program Director and 

Children’s Long Term Support Waiver Supervisor 
 
  
TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months 8 years 9 months 
TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 8 years 9 months 
TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 9 years 5 months 
WORK HOURS (Start/Finish): 8-4:30 But do flex hours according to  consumers needs when required 
FULL TIME: 100% REGULAR PART-TIME  (%):  
 OTHER  
 
OUTLINE OF ORGANIZATION CHART  
 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you work 
with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach a 
printed chart with the same information.) 
 

Jefferson County Human Services Department 
2012 - 2013 Organizational Chart 

                          

          

 
Jefferson County 

Board of 
Supervisors 

 

          

            
 

  
 

            

        
Human Services 

Board 
County 

Administrator 
          

          
 
  

 

              

        
Kathi Cauley, 
HSD Director  

          

                          

          

 
Brent Ruehlow, 
Child & Family 

Resources 
Division 
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Supervisors 
Diane 

Bazylewicz, 
Early 

Intervention/ 
Preschool 

  
Barb Gang, 

Child 
Waivers 

  
Barb Gang, 
Wrap-Around 

  
Kevin 
Reilly, 
CPS 

  

Brent 
Ruehlow, 
Child 

Alt Care 

  
Brent 

Ruehlow, 
Delinquency 

  
Laura 
Wagner, 
Intake 

    

Julie Butz 
Mary Behm- 
Spiegler & 

Diane 
Curry – 

 
Children’s 
Waiver 
Case 

Managers  

  

Nichole   
Doornek & 
Julie Butz 

 
- 

Wraparound 
Service 

Coordinators  
 

Darci Wubben, 
Jerry Calvi & 
Kenny Strege- 

 
Community 
Outreach 
Workers 

                

 
 
 
 
 

I. POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
 
The purpose of this position is to provide assessment, case planning, treatment planning, crisis intervention 
service coordination, case management, protection to persons with developmental disabilities, severe emotional 
disturbances, physical disabilities, delinquency, and children in need of protective services to aid  in 
reunification, avoid out of home placements and hospitalizations and to reduce the cost to the county by using 
community resources and providers to help maintain children in their home communities while keeping them  
and others safe from harm.  
 
It is essential that the Service Coordinator  have an understanding of when situations are unsafe, traumatic, life 
threatening and dangerous while knowing how to handle them in the most cost effective, efficient and timely 
manner so no one gets hurt. 
 
 
 
II. ESSENTIAL ACCOUNTABILITIES 
 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE 

MEASURED 
50% Performs case management tasks. Maintains 

contact with consumers and related services, 
such as schools, employment and other 
community resource providers and agencies. 
Prepares treatment or plans of care, progress 
notes and reports. Arranges social/psychological 
and other assessment procedures. Evaluates 

Consumer will have access to necessary 
resources and assessment procedure and 
services. Treatment plans and required 
documentation is completed and in 
consumers file.  Consumer will have contact 
with the service coordinator to help them 
with other related services. Service 
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client progress. Refers clients to other community 
resources and monitors/consults with external 
and internal providers and services regarding 
progress. Transports or arranges transportation 
for consumer appointments. Opens and closes 
cases. Provides Targeted Case Management for 
consumers. Complete Electronic Daily Living 
Activity log, progress notes reflecting goals and 
tasks listed on the plan of care, documenting 
home visits, phone calls, collateral contacts and 
face to face contacts, completion of final drafts of 
Assessments, plans of care and  meeting minutes   

Coordinator will have knowledge of the 
consumer’s progress.  Targeted Case 
management documentation will 
demonstrate sustainability through the use 
of the State Citrix data program and Child 
and Adolescent Needs and Strengths 
assessment (CANS). All documentation is in 
the main file in a timely manner to meet 
mandated Targeted Case Management 
requirements for billing purposes as well as 
documentation of staff time spent, and 
progress towards goals. 

 
10% 

Advocates on behalf of the consumer and their 
families to other agencies, schools, and 
community resources. 

Consumers will be able to access needed 
services without assistance such as, Housing 
and Energy Assistance and requesting an 
Individual Education Plans (IEP). 

25% Assesses consumer/family situations by 
conducting home visits, interviewing consumers, 
contacting schools and other agencies including 
but not limited to law enforcement, therapists, 
psychiatrists, mental health facilities, group 
homes,  foster homes and medical doctors 

Increase in communication between service 
providers and families so that the level of 
need is decreased. Assess progress by 
completing Child and Adolescent Needs 
and Strengths assessment (CANS) every 6 
months, staffing with supervisor to review 
monitoring excel spread sheet. 

25% Provides Wraparound Service Coordination to 
consumers by developing family teams, 
communicating with team members, completing 
an assessment, Plan of Care, and Children and 
Adolescent Needs and Strength assessments, 
entering data in the state Citrix program to 
monitor outcomes and help families with 
navigating through different systems and 
accessing services in their community. 
Advocating and connecting for child and family 
to service providers and other systems.  

Families and consumers will have an 
increase in communication between team 
members, service providers and resources 
decreasing the need for intervention and 
county resources. Monitored through 
Targeted Case Management requirements 
including monitoring progress by 
completing Child and Adolescent Needs 
and Strengths assessment (CANS) every 6 
months. 

15% Facilitates wraparound team meetings and 
coordinates communication with team members 
through the development of meeting minutes.  

Develop comprehensive and collaborative 
communication between team embers and 
family increasing the ability to problem 
solve so that the most cost effective and 
effective services are utilized 

10% Develops and implements emergency mental 
health and safety plans in the home, community 
and school to ensure the safety of the consumer 
and the environment he or she is in. Develops 
and implements behavioral plans in the home.  

Decrease in need for out of home 
placements and hospitalizations. Consumer 
is able to handle situations by following the 
behavior plan reducing the need for 
emergency services and a crisis to arise 
enabling the child to stay in the least 
restrictive environment. 

5% Answer phone calls when crisis arises, coach 
parents and/or individual and staff with 
supervisor regarding plan. Readily available and 
accessible to consumers to assist the child and 
family when in crisis 

Decrease need for Emergency Mental 
Health Services and hospitalizations 
enabling the child to stay in the restrictive 
environment. 

5% Attend and monitor mental health needs by 
attending psychiatry appointments, monitoring 
medication management and communicating all 

Increase in consumers taking medications 
and maintaining their mental health and 
their ability to access mental health services 
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mental health needs to the appropriate provider. 
(Psychiatrist , therapist) 

outside of the agency while advocating for 
their mental health needs 

3%  Monitor medical health needs by attending 
medical appointments and communicating all 
health needs to the appropriate provider. 
(Doctors & Specialists) 

Consumers and families will be able to 
access correct medical services and 
providers and advocating for their medical 
needs 

10% Screen new referrals by assessing immediate 
needs and referring to other programs or services 
for immediate assistance if necessary. Complete 
required screening paperwork to determine 
eligibility for services. 

Decrease in crisis and dangerous situations 
and the use of emergency county services 

5% Attend weekly staffing with supervisor to ensure 
quality care is given to consumers.  

Consumer and team surveys and feedback 

5% Provide Supervision during visits, monitor safety 
plan and check the home for safety and health 
concerns to maintain children in their home 
environment according child welfare standards. 

Reunification and documentation reduction 
in reports/calls made to intake as evidenced 
by 2011 reporting data. 

2% Coordinate and transport consumers to needed 
mental health and medical appointments, visits 
and evaluations.  

Consumers have access to opportunities to 
advocate for their needs, develop new 
relationships with providers outside of the 
agency, within the agency and in the 
community. 

1% When directed and subpoena compile 
information and attend hearing and provide 
testimony when needed.   

Successful outcomes at court 

 
3% 

Acts as a program liaison to community 
resources. Prepares and gives public 
presentations regarding the program. Serves on 
various communities.  

Increase awareness of program, increase in 
referrals and a decrease in calls made to 
agency or state looking for services for 
families 

1% Organize and carry out fundraising opportunities 
to meet families needs 

Less cost to the county to meet families 
needs and increase awareness of program in 
the community 

5% Recruit volunteers to become team members 
including natural supports of families (i.e. Other 
extended family members, neighbors and 
friends) to reduce the use of county staff 
resources. 

Supports for families, more team members 
giving information about resources, services 
and providers outside of the agency, 
increase in consumer independence from 
county services. 

1% Provide youth recreational activities. Consumers increase in making connections 
outside of the family decreasing episodes of 
crisis, safety situations and mental health 
breaks 

15% Work with public school systems regarding 
special education planning, utilizing the 
Department of Public Instruction guidelines. 

Enables consumers to gain an 
understanding of schools roles, 
responsibilities and services that can be 
provided so that they can advocate to meet 
their needs decreasing the need for county 
intervention, expulsion, and day treatment 
placement  

10% Support and offer assistance to coworkers 
regarding resources and knowledge of 
community programs. 

Ability to offer consumers alternatives to 
county services, increase in utilization of 
community services and providers 

2% Train and mentor other county Wraparound  
facilitators 

Consumers able to successfully utilize 
services in another county while 
maintaining their health, supports and 
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family. 
2% Train and supervise student interns Increase awareness of the process and 

program  
5% When directed facilitate groups and parenting 

classes such as The Incredible Years parenting 
group an evidenced based parenting class. Teach 
parenting class one on one to families not 
appropriate for group setting. 

Consumers will develop an understanding 
of development, child expectations and 
parenting skills decreasing the need for 
intervention services, calls to intake and 
removal from the home while increasing 
reunification.  

5% Team with other internal programs such as birth 
to three, juvenile justice, CHIPS, CCS and  CSP  

Sharing information through super staffing, 
team meetings and meeting minutes to 
reduce over lapping of services, increase 
collaboration and communication resulting 
in the consumer accessing the correct 
services, meeting their needs and reducing 
the cost to the county for staff time, the 
amount of staff and services provided 

3% Assist clients regarding leisure time activities and 
socialization, nutrition, stress reduction 
techniques, personal hygiene, medication 
monitoring, crisis management, self-esteem 
development, decision-making, anger 
management and developing plans to increase 
independence and achieve success. Provide 
direct education support to youth in order for 
them to meet educational expectations, attend 
classes regularly and make sure they are on the 
track to graduate. 

Development of life skills in youth have 
progressed. Appropriate social skills have 
been obtained. Overall mental health of 
individuals is sustained and healthy. Youth 
attend classes regularly, complete 
homework and tests, maintain appropriate 
grades and take regard to their graduation 
expectations. Evidence is provided by State 
CANS, the Plan of Care and State Citrix 
Data program. 

30% Evaluate progress of clients with teams and 
supervisor. Identify and implement any changes 
to the Plan of Care. 

Work with the family and team in reviewing 
and modifying the Plan of Care. Maintain 
family and team ownership of the Plan of 
Care over time. 

1% Participate in Department and Personal 
Assistance Unit in-service training.   

When department and ongoing educational 
training courses are offered attendance is 
confirmed. 

1% Develop and coordinate Wellness Recovery 
Action Plan with youth. This recovery process is 
self-directed by the individual and they define 
their own life goals and design a unique path 
towards those goals. 
 

Principles of the recovery process are met 
through hope, personal responsibility, 
support, education and self-advocacy. 

   
 
 
III.  FORMAL PREPARATION / EXPERIENCE 
Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 
 
1. Formal preparation/education (or equivalent) necessary to qualify for the position. 

Bachelors Degree in Social work or related field. Experience working with target population, valid driver’s 
license  

2. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
Three years experience needed 
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3. Note any other training/certifications, etc. which is needed for the position 
Emergency Mental Health, Ethics and Boundaries, Wraparound 101, Person Centered Planning Children and 
Adolescent Needs and S strengths assessment certified screener    
 

4. Please indicate additional education, experience or training that is desired for the position. 
The Incredible Years Group certified leader, Knowledge about: Child Development, medications, diagnoses and 
parenting, Motivational Interviewing, Reactive Attachment Training, Creating Strength based and Trauma Sensitive 
Care; preventing the need for cohesive interventions, Wellness Recovery Action Plan training 
5. Please indicate your education, experience, etc. that you have. 
Bachelors’ degree in Social Work with 13 years experience working with kids with disabilities, training in The 
Incredible Years an evidenced based parenting program, Love and Logic parenting training, worked in a residential 
treatment facility for 3 years, Working with the Explosive Child training.  
 
 
IV.  JUDGEMENTS MADE 
Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGMENTS 

WHAT IS THE IMPACT OF THESE 
JUDGMENTS 

Managing crisis, such as a consumer 
that is at risk of hurting themselves 
or others and managing that crisis 
effectively. 
 

Supervisor, Dr. Haggart Helping families have the most 
positive outcomes in crisis such as 
keeping the child in the least 
restrictive environment possible 
while preventing the consumer from 
experiencing unnecessary trauma 
such as hurting themselves or 
removal from the home.  

Using functional reasoning and 
rational judgment in everyday work 
situations by understanding the 
difference between safety concerns 
and a need for crisis intervention.   
 

Supervisor and Division Manager Helping families experience the most 
positive outcome during a safety 
situation or crisis such as keeping the 
child in the least restrictive 
environment and preventing the 
consumer from experiencing any 
unnecessary trauma and effectively 
utilizing county resources and staff. 
 

Knowing when a consumer needs 
emergency mental health services 
and helping them access the 
appropriate level of care. 
 

Supervisor The difference between life or death 

Making informed decisions 
regarding privileged information 

Supervisor Compliance with HIPAA 

Cost effective use of monies within 
the agency and community as well as 
reasonable use of providers. 
 
 

 

Supervisor and Division Manager To reduce the level of burnout, 
assure that resources and monies are 
not used frivolously and to ensure 
that providers will continue to be 
available to be on teams when 
needed resulting in less reliance on 
county support and staff.  

Monitoring Symptoms and 
observing overall mental and 
emotional health of consumers. 
Followed by reporting any safety 

Supervisor Address immediate needs identified 
by the consumer in which a safety 
environment is provided. 
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concerns to supervisor.  
Using functional reasoning 
development in performing 
functions which influence systems 
such as associated with supervising, 
managing, leading, teaching, 
directing, and controlling 

Supervisor, Division Manger Providing consumers with direction 
in applying appropriate decision 
making within their daily choices 
and prompting self-sufficiency. 

   
 
 
V.  PROBLEM SOLVING 
Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 
Prioritizing the paperwork demands so that all 
documentation and plans are completed by deadlines 

Supervisor 

Accessing services and providers to meet consumer 
needs while maintaining the standard level of care 

Team members, other staff members, supervisor 

Conflict resolution between the family and providers 
and natural supports. 

Team members, supervisors and director of human 
services when needed 

Organizing and obtaining team members in a timely 
and efficient manner so that plans can be developed to 
meet families needs 

Family and consumer 

Obtaining resources to meet families basic and/or 
mental health needs 

Supervisor, family, consumer 

  
 

 
 
 
VI.  SUPERVISION / MANAGEMENT 
Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 
Responsibility for others: 
a. Number of People: 0 
b. Their Position Titles: NA 
c. Which, if any, of the following do you perform?: 

1. Directly Supervise?  Student interns 
2. Train / Instruct? yes 
3. Give Work Direction? yes 
4. Do Project Management? no 
5. Conduct Performance Reviews? Collaborate for intern evaluations 
6. Discipline? No 
7. Hire? No 

 
d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability:  
 
 
 
VII. WORK RELATIONSHIPS 
Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 
Head Start teachers and family advocates Team members, resources, coordination of services 
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Therapists Coordination of needs, progress, services, team members 
and resources 

Mental Health Professionals Member of the team, treatment, medication management 
and information 

Case managers Member of the team, information and court 
responsibilities, shares responsibilities, referrals juvenile 
and CHIPS 

Community Action Coalition Resources, providers, team members, coordination of 
services 

Medical professionals Member of the team, treatment, medication management 
and information 

School social workers, guidance counselors, principals, 
teachers, Special Education Directors, and 
Superintendents  

Members of the team, ensuring IEP’s are followed and 
that the child’s needs are met 

Department of Health services Quality Assurance of individual plans 
Katie Beckett Connect families to resources in their community in 

which they can achieve positive outcomes. 
PADA Resources, support groups,  team members, coordination 

of services 
Supervisors Give direction, support and feedback 
Respite Providers Communicate relevant information, communication of 

needs in order to achieve success.  
Family Advocates  Connect families to resources in their community in 

which they can achieve positive outcomes. 
Interpreters Member of the team, assist in completing assessments 

and developing plan 
Families Engage the family to build a trusting relationship to 

promote family voice, access and ownership of their plan 
Natural supports Member of the team, family support, resources 
Hospitals Arrange for voluntary hospitalizations or communicate 

regarding treatment, medication management and 
information 

Workforce Development Center Financial expertise for families in need, gives information 
Public Health Member of the team, health and parenting knowledge, 

different perspective, advocates 
Social Security Administration Connect families to resources in their community in 

which they can achieve positive outcomes, check for 
disability determination 

Birth to Three Member of the team, health and parenting knowledge, 
different perspective, advocates 

Law Enforcement Safety planning and support, member of the team, 
community safety 

Intake Consult for crisis reasons, court, hospitalizations 
Foster parents Member of the team, family support, resources, share 

information so that successful outcomes and safety is 
achieved 

Mental Health Intake Arrange for voluntary hospitalizations or communicate 
regarding treatment, medication management and 
information 

 
 
VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 
90% Inside (sheltered) 25% Noise  30% Travel Required  
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& Outside Work 10% 30% Fumes, Odor  5% Temperature extremes  
30% Hazards  5% Other (note)Allergy Inducers: Such as dogs, cats or 

dust 
 

Are there any unusual requirements for your position? (Y/N) Yes   
If yes, please explain: 
 I am required to go into homes to meet with people. These homes can often be dangerous to be in for 
multiple reasons.  I have been exposed to communicable diseases, violent and aggressive people, cat & dog 
feces, human feces, cigarette smoke, and many other contaminants and hazards. Going into these homes are 
also dangerous due to the unknown: who is in the house, how they feel about services coming to the home 
and how they have perceived my role even if it is not realistic and they have not met with me yet.  
At the agency I am located next to PADA (People Against Domestic and Sexual Abuse) exposing my office to 
potentially aggressive and dangerous individuals are wandering around either looking for services or for 
people getting services. It is not uncommon for me to come out of my office and see a stranger standing in the 
hall and then be stopped asking where PADA is located.  There have been threats of violence to this area 
causing lock downs of the building and alerts. I am required to travel in inclement weather and dangerous 
road conditions at times. 

  

 
IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 
Does your position require any unusual or unique mental requirements? 
To have the ability to emotionally and mentally distance your-self from second hand trauma, traumatic situations, 
crisis situations and emotionally charged circumstances that can result in burnout, psychological stress and physical 
ailments.  Must have the ability to tolerate stress, manage stressful situations, maintain composure under duress and, 
at times, aggressive and potentially dangerous situations, demonstrate self control and empathy towards consumers 
while using active listening and speaking skills and multitasking while being aware of the consumers cognitive 
ability, state of mental health and physical wellbeing so that adaptations can be made accordingly, quickly and 
effectively. 
 
 
X.  ADDITIONAL DATA/NOTABLE INFORMATION 
Please identify any other information, which would help someone else understand your position more clearly: 

• This position directly impacts the county’s resources, services used, and finances by reducing the number of 
hospitalizations, out of home placements, and need for mental health services. 

• This position works with children with often sever  and multiple needs and their families to assist in keeping 
the children in their homes, with reunification and assisting the family to meet their needs so that they can 
become as independent as possible decreasing the need for county services, funding and emergency mental 
health services. Families enrolled in wraparound have tried other services that were not successful. 

• The Wraparound Service Coordinator promotes communication and collaborative relationships between 
family members, school staff, mental health professionals,  foster parents, probation and parole, early 
childhood, law enforcement, hospitals and doctors as well as spiritual supports and community members, to 
name a few, by coming together as a coordinated and comprehensive team. The level of involvement from 
these providers and supports vary from team to team and are determined when meeting with the family. 

• The Service Coordinator must develop a trusting connection with the family so there is honesty about their 
needs and openness to suggestions so that change can take place. It is at times difficult for families to develop 
this type of association due to mental health, trauma, and cognitive abilities, past experiences or resistance. 
The Service Coordinator must be able to maintain a balance of patience and understanding while being 
straight forward and honest with the families about the coordinator’s role and responsibilities that are 
mandated by the state, realistic and expected throughout the process. 

• Many of the families in Wraparound have burned their bridges with their supports and other providers. This 
causes a strain on the county as it then needs to provide support to families that would otherwise have 
support in the community.  It is important to reestablish ties with community and natural supports and 
providers to begin the process of making the family independent. Without links to these supports many 
families will not be able to become self sustaining and will continue to be dependent of county services. 

• Team members will be able to give the families support during a crisis, to alleviate safety concerns and to aid 
the families in making connections to other supports as the family becomes healthy, self supporting and as 
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their needs change. 
• Establishing connections with team members involves the Service Coordinator to determine the role of the 

support person, persuade them to be on the team and to contribute in a meaningful way while opening 
communication that is productive, positive and will be able to continue throughout and after the process is 
completed. 

• While establishing a rapport with the family the Service Coordinator assesses the needs of the family through 
the use of the Children and Adolescent Needs and Strengths Assessment (CANS). Through this assessment it 
is determined what referrals will be needed, what supports and providers will be an asset to the team and 
what areas are strengths to build on for the family. It also shows the growth and change the family makes 
while going through the Wraparound process. 

• When the assessment is complete the team process begins by the Service Coordinator setting up team 
meetings. The Service Coordinator guides the team in establishing team rules and team member roles. As the 
assessment is reviewed by the team it is decided what are the priorities for the family and what are the areas 
of need that are associated with safety, crisis, or are dangerous situations. As the coordinator directs the team 
in planning for these situations and as these topics involve the strong emotions of the family and team 
members, trauma and often other’s mental health, at some point the Coordinator will need to handle conflict 
and confrontations during and after meetings, make calls to intake to report safety concerns, deal with mental 
health crisis as well as celebrate successes and changes. 

• When a plan is established and working there is a decrease in conflict, mental health crisis, calls to intake and 
an increase in celebrating successes and changes. 

• This progress assists consumers to make changes in their lives and helps families to develop an 
understanding of their needs so that they can become independent of services therefore, reducing the cost of 
care to the agency, supporting their recovery and long term positive outcomes in their lives.  

 
 
XI.  SUPERVISOR’S REMARKS 
 
 
The Wraparound Service Coordinator position provides similar duties and responsibilities 
as the Personal Assistance Case Manager.  Required duties and responsibilities may have 
different titles but are effective with having the same outcomes for the child and family. 
The Service Coordinator has an intricate role of pulling team members together from all 
areas of the child’s life (doctors, school, mental health, natural supports). They 
facilitate teams with internal and external stake holders for the success of the child and 
family. Wraparound is used as a preventative approach, having families referred through 
community resources (hospitals, schools, day cares, therapists and self referrals). We also 
receive referrals from our intake department preventing families from going through a formal 
Court process.  The Wraparound Service Coordinators follow mandated Targeted Case 
Management guidelines allowing the County to recoup financially. This position makes our 
work at JCHSD transparent to the families and community of Jefferson County.    
 
Kathi Cauley: These are accurate comments about the position. 
 
EMPLOYEE SIGNATURE:  Nichole Doornek 

 
DATE: 7-20-12 

 
 
 
SUPERVISOR SIGNATURE:  Barbara Gang/Brent Ruehlow, MSW 
I have thoroughly read and carefully reviewed this document and 
am in full agreement with its content.   
 

DATE:  7/24/12 
 

 
DEPARTMENT HEAD SIGNATURE: Kathi Cauley  
 
HUMAN RESOURCES DIRECTOR SIGNATURE: 
I have reviewed the JDQ and it appears complete; however, I would note that the 

DATE:  7/26/12 
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current education/experience requirement is not at the level of a BA, and I think 
current requirements are sufficient (although BA may be desirable). 
 
Associate degree in Human Services or related behavioral science with three years related 
experience, or any combination of education and experience that provides equivalent 
knowledge, skills and abilities. 
 
Terri M Palm, 7/30/12 
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Jefferson County 
Job Description Questionnaire (JDQ) 

 
 
This is an electronic format.  The cells will expand as you type. 
 
  
Name: Tamara L Tomczak Date:  7/30/2012 
Title: Child Support Enforcement & Paternity 
Specialist 

Department:  Child Support Agency 

Work Location:  Courthouse Room 219 Phone:  920-674-1112 
Immediate Supervisor: Stacee Schuck Supervisor’s Title:  Director 
 
  
TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months 5 years 7 months 
TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 22 years 5 months 
TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 22 years 5 months 
WORK HOURS (Start/Finish): 8:00 am to 4:30 pm  
FULL TIME:  Yes REGULAR PART-TIME  (%):  
 OTHER  
 
 
OUTLINE OF ORGANIZATION CHART  
 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you 
work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach 
a printed chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supervisor 

ENFORCEMENT/ 
PATERNITY SPECIALIST 

CHILD SUPPORT 
SPECIALIST FINANCIAL SPECIALIST 

& CHILD SUPPORT ATTORNEY 

LEGAL 
ASSISTANT II 

CUSTOMER 
SERVICE REP 

STUDENT INTERN 
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I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
 
The purpose of the enforcement specialist position is to establish, modify and enforce child support orders 
within state and federal timelines and guidelines.  The purpose of the paternity specialist is to establish a legal 
father for children born outside of a marriage as well as establish court orders for that child within state and 
federal timelines and guidelines. 
 
The most important impact on the organization is to serve the children of Jefferson County and at the same time 
to efficiently perform the duties necessary to meet the performance measures required to receive state and 
federal funding to be able to continue to provide these services to the children of Jefferson County. 
 
 
II. ESSENTIAL ACCOUNTABILITIES 
 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the 

job.  Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on 
those activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE 

MEASURED 
   
90 Independently review and determine action to be 

taken by monitoring KIDS worklists to establish 
child support, establish paternity, modify or 
enforce child support orders. 

Cases are in compliance with timelines.  
Performance measures are met. 

50 Independently research, compile information and 
draft legal documents such as motions, affidavits, 
orders, stipulations, subpoenas,  summons,  
petitions, financial statements, warrants, income 
withholdings, and other legal documents 
required to establish child support, establish 
paternity,  enforce or modify child support. 

The documents are prepared accurately so 
the court can approve the request to 
establish, enforce or modify the child 
support order and establish paternity. 

30 Independently review and determine timeliness 
for issuance of a warrant for arrest. 

Warrant is executed. 

50 Conducts investigative activities such as 
accessing other databases such as CCAP, Cares 
Worker Web, DOT, DILHR, CLEAR, other state 
CCAP, Department of Corrections, VINELINK, 
ORACLE, and other internet databases and 
websites to obtain information to proceed with 
case or locate a participant. 

The participant status is verified and 
located. 

15 Conducts interviews with participants to obtain 
income, employment, health insurance 
information and current placement schedule to 
negotiate stipulations for setting, modifying or 
enforcing a child support order. 

The court approves the stipulations based 
on the information obtained and negotiated 
into an agreement. 

15 Monitor KIDS worklists from customer service 
center for requests, responses or action to be 
taken within 48 hours.   

Responses or action is taken within 48 
hours. 
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25 Provide written and oral information regarding 
support cases to attorneys, law enforcement 
personnel, employers, medical providers, other 
agencies and the general public, which may 
include policies and procedures of our agency as 
well as federal and state regulations. 

The party being provided the information is 
able to respond or take action to move the 
case into the next appropriate action to be 
taken. 

5 Prepare and certify financial records for cases 
being enforced by another state. 

The other state is able to assist with the 
action that is requested of them. 

10 Review case record, draft UIFSA paperwork for 
out of state cases to establish paternity or enforce 
child support orders and then monitors progress 
of case. 

The UIFSA paperwork is prepared 
accurately so that the other state may take 
the action requested. 

25 Receive and initiate calls to case participants, 
attorneys, law enforcement, and other county or 
state agencies to provide or obtain information. 

The case is kept current with the most recent 
information. 

25 Receive incoming correspondence, analyzes and 
provides answering correspondence or action. 

Updates are made, further action can be 
taken on the case. 

25 Schedule appointments and hearings. Case is proceeding to next step. 
15 Assign work to legal assistant or other support 

staff such as contacting participants, employers, 
or other agencies, processing legal documents, 
etc. 

Assignments are completed. 

10 Assemble documents, case chronology and pay 
records in preparation for testimony at a court 
hearing as a representative of the child support 
agency or if subpoenaed. 

We are well prepared to give testimony to 
the court. 

5 Assist in planning, developing and implementing 
new work procedures, responsibilities and 
services. 

Helps the agency run more efficiently with 
work flow. 

5 Maintain knowledge of current child support 
agency rules, state statutes and regulations and 
local court rules.  Attends related conferences, 
seminars, online training and meetings as 
required. 

The child support program policies and 
procedures are constantly changing.    

25 Advise and provide policies, procedures and past 
practices to other staff as requested. 

The task can then be completed. 

15 Query State Vital Records for birth information to 
determine next appropriate action. 

Establish paternity. 

25 Review paternity interview forms, contact 
applicants for additional information to 
determine next appropriate action, appointment, 
execution of administrative affidavit or filing of 
legal action. 

Establish paternity within timelines. 

25 Assist in managing the initiate process by 
answering questions about processing a case and 
performing duties in absence of legal assistant. 

Initial case processing timelines are met. 

15 Maintains knowledge to perform duties as notary 
public 

Paperwork is completed for processing. 

10 Analyze and interpret report data for paternity, 
enforcement and initiate duties, take appropriate 
action. 
 

Timelines are met. 
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5 Generate purchase orders and invoices for 
agency.  Review county budget when paying 
invoices.  Backup to director for approving 
invoices. 
 

Invoices paid timely.  Department is within 
budget. 
 

1 Review the CORE monthly expense report 
submitted for our state and federal funding.   
 

Funding is received. 
 

5 Update financial court orders for 150% wage 
withholding amounts. 
 

Court order information is correct.  
Additional tool to meet performance. 
 

25 Interview, recommend and supervise high school 
intern students during their tenure with our 
agency.  
 

Additional staff to assist with the past paced 
environment and additional projects. 
 

5 Monitor and distribute county email in absence 
of director. 
 

Responses and action taken within 48 hours. 
 

5 Access additional systems SACWIS and IL KIDS 
for initiate, locate and other enforcement or 
establishment duties. 
 

Additional information to process case. 
 

5 Assist in answering the telephone and walk-in 
participants in the absence of our customer 
service representative. 

Incoming calls and walk-in participants are 
dealt with timely. 

 
 
III.  FORMAL PREPARATION / EXPERIENCE 
Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 
 
 
1. Formal preparation/education (or equivalent) necessary to qualify for the position. 

High School Diploma, Associate degree: legal secretary, paralegal, or some other law related degree. 
 

2. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
3-5 years legal experience in family law. 

 
3. Note any other training/certifications, etc. which is needed for the position. 

Notary public, knowledge of Microsoft Word and Excel, Outlook. 
 
4. Please indicate additional education, experience or training that is desired for the position. 

Knowledge of KIDS computer system, previous employment in child support agency or economic support 
agencies, basic bookkeeping knowledge, past experience in dealing with difficult and emotional people. 

 
5. Please indicate your education, experience, etc. that you have. 

High school diploma, 1 semester legal secretary program at MATC, 32 years experience in legal field, 
including family law for both private and public sector.  Yearly child support training since 1990. 
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IV.  JUDGMENTS MADE 
Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGMENTS 

WHAT IS THE IMPACT OF THESE 
JUDGMENTS 

Determine when commitment 
warrant is appropriate. 

CS Attorney A party is arrested. 

Determine appropriate action from 
review of file and information.  
Prepare the legal documents 
necessary to establish, enforce or 
modify an order. 

CS Attorney Parties are summoned to court, jail 
sanctions ordered, warrants 
authorized, financial orders 
established. 

Determine appropriate level of child 
support, past and future, calculate 
arrears and medical expenses, and 
payback of costs pursuant to state 
and federal regulations. 

CS Attorney Stipulations are entered for financial 
orders that affect their budget.  If not 
calculated correctly, stipulations may 
be rejected by attorney or court for 
not being in compliance with state 
statutes. 

Dealing with difficult people. Director/CS Attorney Parties may make complaint (written 
or verbal) to either state or county 
administration or state 
representatives.  

Confidentiality of parties, case and 
payment record information. 

Director/CS Attorney Agency could be sanctioned or sued.  
Protected participant could be 
harmed by another party. 
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V.  PROBLEM SOLVING 
Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 

Appointments with uncooperative mothers to obtain 
information on potential fathers. 

Director/CS Attorney 

Appointments with both parents to negotiate and draft 
a child support stipulation within the guidelines and 
timelines. 

CS Attorney 

Negotiate with the payer who is currently incarcerated 
or may become incarcerated if he/she fails to meet 
conditions of sanction. 

CS Attorney 

Negotiate with payer for payments of child support 
when not in compliance with order. 

CS Attorney 

Explain to payee tools and resources being utilized to 
enforce the case for payments or to establish paternity. 

Director/CS Attorney 

Deal with difficult people. Director/CS Attorney 

Arrange daily work schedule to accommodate RUSH 
projects/problems that may occur. 

Director/CS Attorney 

Determine at what point an appointment or hearing 
should be scheduled. 

Director/CS Attorney 

 

 
 
VI.  SUPERVISION / MANAGEMENT 
Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 
Responsibility for others: 
a. Number of People: 4 
b. Their Position Titles: Legal Assistant II, Customer Service Representative, Student intern 
c. Which, if any, of the following do you perform?: 

1. Directly Supervise? Student intern 
2. Train / Instruct? Student intern, LA II & Customer Service Representative 
3. Give Work Direction?  Student intern, LA II & Customer Service Representative 
4. Do Project Management? Student intern 
5. Conduct Performance Reviews? Student intern 
6. Discipline?  Student intern 
7. Hire?  Student intern 

 
d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 
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VII. WORK RELATIONSHIPS 
Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 
Coworkers including other courthouse departments Provide and obtain information for casework and/or 

administrative duties. 
Other state and local child support agencies, law 
enforcement, medical providers, human services 
department, probation & parole, employers, etc.  

Provide and obtain information to analyze and 
determine next course of action. 

Judges and Court Commissioners Provide information requested. 
Private bar attorneys Provide and obtain information as requested. 
State Vital Records Provide and obtain information for filing of birth 

certificates. 
  
  
 
 
VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 
100% Inside (sheltered) 10% Noise 20% Travel Required 
& Outside Work 10% Fumes, Odor 50% Temperature extremes 
% Hazards % Other (note)  
Are there any unusual requirements for your position? (Y/N) Yes   
If yes, please explain:  Ability to work under stressful conditions for meeting timelines, ability to work with 
difficult and hostile people, ability to work with a diverse participant base. 

  

 
IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 
Does your position require any unusual or unique mental requirements?  Ability to handle stressful situations. 
Ability to handle dangerous situations with participants. 
 
 
X.  ADDITIONAL DATA/NOTABLE INFORMATION 
Please identify any other information, which would help someone else understand your position more clearly: 
The training period for this position is a minimum of 6 months for basic duties if no prior KIDS computer program 
experience.  The case count continues to increase yearly.   Both state and federal regulations are continually changing 
the way our cases are process and enforced. 
 
 
XI.  SUPERVISOR’S REMARKS 
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Essential Accountabilities: 
 
Many of the Essential Accountabilities could be have their outcomes measures by meeting the mandated federal 
timelines and performance measures. This JDQ only mentions the federal timelines and performance measures by a 
few of the essential accountabilities. However, all work performed is driven by both timelines and performance. 
 
Independently reviews and determines timeliness for issuance for warrant for arrest.  The specialist determines the 
appropriateness for warrant for arrest based on court order or approval of Agency attorney. 
 
“Conducts investigative Activities”:  All specialists conduct all locate /investigative activities independently and 
independently determine which locate sources to use to perform locate actions on cases. Federal timelines dictate 
how long specialist has to perform locate in each case, or specifies what documentation must be made if locate is 
unsuccessful.  
 
“Provide written and oral information “     Measure outcome- Agency Customer Service Plan requirements are met. 
 
“Assembles documents, case chronology and pay records in preparation for testimony at a court hearing”  Reduce 
the percentage from 10% to 3% 
 
“Interview, recommend and supervise the high school intern” This position is responsible for monitoring the high 
school student. This position interviews the student, along with the Agency Director. This position meets 
independently with the High School Coop-Coordinator quarterly to provide and receive status updates on the 
intern’s work status and prepares quarterly progress reports. This position also independently attends the high 
school end of year awards ceremony for the students.  
 
 
Formal Preparation/ Experience: 
 
I would require a minimum of an Associate Degree in legal secretary or Paralegal for this position plus desired 
experience would be 3-5 years direct work experience in family law, proficiency with Microsoft WORD and 
OUTLOOK and familiarity with EXCEL.  Additional experience preferred would be experience with the KIDS (child 
support state wide computer system) and CARES (Human Services statewide computer system).   
 
Judgments made/problem solving: 
 
Good Examples listed on both categories. 
 
Supervision/Management: 
 
This specialist supervises the student intern. The other positions listed, customer service and Legal Assistants II, she 
assigns work, assists with training and provides instruction. This specialist assists in the interviewing and hiring 
process of the student intern along with the providing continuous monitoring and feedback to the student as to the 
student’s progress throughout the year.  
 
Work relationships: 
Specialist has relationships with various others:  general public, our customer service center (call center), Community 
employers, financial institutions, insurance companies, etc. These relationships are to provide and receive 
information. 
 
Specialist position deals with angry case participants. All agency staff often deals with emotionally distraught 
customers.  Family law is often not pleasant. Staff is often on the receiving end of the customer venting frustrations.  
All specialist positions require assertive, professional and positive staff. 
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TYPE IN YOUR NAME(S) AND EMAIL TO SUPERVISOR/DEPARTMENT HEAD.  REMEMBER TO SAVE A 
COPY! 
 
 
EMPLOYEE SIGNATURE:  

 
DATE:  7/30/12 

Tamara L Tomczak  
              
 
 
 
SUPERVISOR SIGNATURE: DATE: 
 
DEPARTMENT HEAD SIGNATURE: 
Stacee Jensen 
HUMAN RESOURCES DIRECTOR SIGNATURE: 
I have reviewed and JDQ appears complete.  I have no additional comments to 
those of the supervisor, except our job title is still Enforcement Specialist.  Terri M 
Palm, 8/2/12 
 

DATE:   
7/31/12 

 









































































































Brian’s signature is missing, and dept head signature can be obtained from comments. 

Below are my notes from Brian’s reclass request this last spring: 

Brian Udovich.    The duties he has listed may be new, but I believe they are equivalent to duties 
already within the scope of his job description.  I read Bill Kern, Highway Commissioner’s comments 
about rewarding for a good job and I whole-heartedly agree.  Unfortunately, the reclass process is not 
the process to achieve this…a change in the County’s policy and philosophy from the Board on down is.  
Therefore, I do not recommend submission for reclassification, but there will still be the opportunity to 
have his position reviewed through the compensation/classification study, if approved. 

Also, I think current education requirements are okay (masters not required): Bachelors Degree in 
Business Administration, Public Administration, Civil Engineering or related field with 3-5 years of 
progressively responsible experience managing transportation construction programs or any 
combination of education and experience that provides equivalent knowledge, skills, and abilities. A 
valid Wisconsin motor vehicle operator's license, bridge inspection certification, and a Registered 
Professional Engineer required. 

Terri M Palm, 8/6/12 
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Jefferson County 
Job Description Questionnaire (JDQ) 

 
 
This is an electronic format.  The cells will expand as you type. 
 

  

Name:  Sharee L. Behm Date:  July 31, 2012 

Title:  Support Services Sergeant Department:  Jefferson County Sheriff’s Office 

Work Location:  411 S. Center Ave, Jefferson, WI 53549 Phone:  920-674-8627 

Immediate Supervisor:  Jerry Haferman Supervisor’s Title:  Administrative Captain 

 

  

TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months  3 years   5 months 

TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months  3 years   5 months 

TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 19 years  2 months 

WORK HOURS (Start/Finish):  7:00am-3:00pm 

FULL TIME:  X REGULAR PART-TIME  (%):  

 OTHER  

 
 
OUTLINE OF ORGANIZATION CHART  

 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you 
work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach 
a printed chart with the same information.) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
The Support Services Sergeant is responsible for the direct supervision and scheduling of four (4) full-time 
deputies, six (6) part-time deputies, and one (1) clerical assistant.  My position directly supervises the deputies 
assigned to provide courthouse security, transporting inmates from other facilities for court appearances, 
transporting inmates or arrestees to hospitals, clinics, mental health facilites, or juvenile detention centers.  I 
schedule and staff these transports.  I am also responsible for overseeing and assisting with the service and 
execution of paper service in the Civil Process Division.  I directly supervise the one (1) clerical and assistant 
and one (1) full-time deputy assigned to the Civil Process Division.  These positions require a great deal of 

Detective Sergeant 
Margareta Gray 

Detective Sergeant 
Donald Hunter 

1 Full-Time 
Clerical Assistant 

4 Full-Time 
Deputies  

6 Part-Time 
Deputies 

 Captain 
Jerry Haferman 

 

Support Services Sergeant 
Sharee Behm 
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responsibility of ensuring that civil process paperwork is prepared, served, and processed according to statutory 
requirements.   I am also responsible for preparing the annual evaluations for all those assigned to the Support 
Services Division and budgeting for equipment and services to this division.   
 
The most important impact of the Support Services Sergeant is ensuring the safety and security of the 
employees and citizens that frequent the courthouse and reducing the risk of civil liability in the Civil Process 
Division.  My position facilitates positive and working relationships with many people and organizations 
including:  Jefferson County Sheriff’s Office personnel, courthouse personnel, attorneys, probation and parole 
officers, Human Services staff, medical staff, Department of Corrections, Department of Immigration, 
municipal, County, State, and Federal Law Enforcement agencies, and the general public.   
 

 

II. ESSENTIAL ACCOUNTABILITIES 

 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE 

MEASURED 

80% Supervision of Courthouse Deputies, Civil 
Process Deputy, and Civil Process Clerical 
Assistant. 

The courthouse security station is staffed 
and particular hearings have a bailiff 
present.  Transports are completed.  Civil 
process paperwork is processed and served 
in a timely manner. 

50% Scheduling of Support Services Deputies The required number of deputies are 
working to complete the tasks for the 
Support Services Division including 
courthouse activities, transports, and civil 
process. 

10% Completing 6 month and yearly employee 
performance evaluations  on Deputies and 
Clerical Assistant 

Reviewed by administration for 
promotional processes and for goal setting. 

2% Prepare a budget each year for equipment and 
services for Support Services Division. 

Services are continued for equipment and 
new items are ordered. 

1% Review reports completed by deputies. Reports are thorough and complete. 

1% Scheduling/attend training Make sure each deputy has the required 24 
hours of training each year to maintain law 
enforcement certification. 

1% Attend meetings Information is passed on and exchanged 
between various groups, law enforcement 
agencies, and courthouse staff. 

20% Executing writs and paper service The supervisor assists/completes these 
tasks when Civil Process deputy takes time 
off or has large workload. 

5% Phone calls Answering questions from other law 
enforcement agencies, attorneys, citizens.  
Also on my time off I receive phone calls 
from deputies reference the daily operations 
of Support Services. 

1% Citizen Complaints Resolving complaints/concerns regarding 
courthouse security and civil process 

10% Assist with security in court hearings Maintain safety and security in courtroom 
and also increase number of deputies 
within a courtroom in these situations. 
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10% Assist with patrol complaints/15 day  
notices/warrant arrests in the lobby 

The Support Services Sergeant’s asistance 
allows the patrol deputies and sergeant to 
remain on active patrol rather than driving 
to the office for complaints that require 
minimal investigation and time 
involvement. 

   

   

   

   

   

   

   

   

   

   

 
 

III.  FORMAL PREPARATION / EXPERIENCE 

Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 

 

1. Formal preparation/education (or equivalent) necessary to qualify for the position.  Support Services 
Sergeant position requires a candidate to have a two (2) year associates degree in police science with five 
(5) years of law enforcement experience , or any combination of education that provides equivalent 
knowledge, skills, and abilities. 

2. Relevant experience required to qualify for the position (number of years of relevant experience needed)  To 
qualify for Support Services Sergeant, a candidate must have five (5) years of service with the Jefferson 
County Sheriff’s Office. 

3. Note any other training/certifications, etc. which is needed for the position.  Possess a valid Wisconsin 
driver’s license and be a State Certified Law Enforcement Officer. 

4. Please indicate additional education, experience or training that is desired for the position.  For the Support 
Services Sergeant position a candidate should have working knowledge of all types of court proceedings,  
be familiar with civil process and statutory requirements, and have strong written and verbal 
communications skills.  

5. Please indicate your education, experience, etc. that you have.  I have a two (2) year Associates Degree of 
Science from the University of Wisconsin Extention-Rock County and then transferred to the University 
of Wisconsin-Plattville and obtained my four (4) year Bachelor of Arts Degree in Criminal Justice.  I have 
19 years of Law Enforcement experience with the Jefferson County Sheriff’s Office and 11 ½  of those 
years have been as a Sergeant.  I have worked in the Jail, Patrol, and Support Services Division and have 
been a Sergeant in all of those divisions.  I was a Field Training Officer in the Jail for two (2) years and 
once promoted, I was a Field Training Supervisor in the Jail for six (6) years.  I have received extensive 
training in a variety of areas including:  Correctional Emergency Response Team (CERT) basic 
certification, Jail Administrator Conferences, 40 hours of Supervision of Police Personnel, Narcotic 
Identification, Field Training Officer and Supervisor Course, OWI Detection and Standardized Field 
Sobriety Testing, Intoximeter Operator Certification, 40 hours Leadership and Mastering Management 
Course,  40 hours of Courthouse Security training, 16 hours Statement Analysis Training, 64 hours of 
Civil Process Training and Conferences, Interviewing and Body Language Techniques, Landlord/Tenant 
Law for Law Enforcement, and several hours of department training. 

 

 
 

IV.  JUDGEMENTS MADE 

Please identify what you believe are the most important judgment you make in performing jobs. 
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EXAMPLES OF JUDGEMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGEMENTS 

WHAT IS THE IMPACT OF 
THESE 

JUDGEMENTS 

Executing Writ of Restitutions or 
Assistances and allowing evictees 
extra time to move on their own 
while still meeting statutory time 
requirements. 

Plaintiff Attorney Allows people the opportunity to 
move their own property rather than 
a moving company. 

What part time staff will be called in 
to complete a task 

 How efficient a task is completed 
and what part time staff receives 
hours. 

Assisting administration in selecting 
employees to work in the Support 
Services Division 

Administration Having dedicated and hard working 
employees assigned to this division. 

Supervising the bailiffs on decisions 
regarding arrests made at the 
courthouse 

 Ensuring lawful arrests 

Disseminating cautionary notices to 
county employees in regards to 
people that have caused reason to 
believe they may cause harm or 
disturbances at the courthouse 

 Making employees aware of certain 
people that have caused problems in 
the past and notifying bailiffs when 
these people enter the courthouse 

 
 
V.  PROBLEM SOLVING 

Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 

Finding enough staff to complete daily tasks with the 
amount of staff that are assigned to me. 

Support Services/Jail/Patrol Sergeants 

Unplanned transports of subjects to mental 
health/detox facilities 

Support Services/Jail/Patrol Sergeants 

Completing  multiple evictions before time expires Civil Process Deputy/Support Services Sergeant 

Complaints/concerns from Circuit Court Judges 
regarding bailiffs or security issues 

Administrative Captain/Support Services Sergeant 

Locating inmates for writ purposes DA office 

Requests for a deputy’s assistance for court 
proceedings or meetings 

Support Services Sergeant 

 

 

 

 

 

 

 
 
 

VI.  SUPERVISION / MANAGEMENT 

Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 

Responsibility for others: 

a. Number of People:  11 

b. Their Position Titles:  4 Full-Time Deputies, 6 Part-Time Deputies, 1 Full-Time Clerical Assistant 

c. Which, if any, of the following do you perform?: 

1. Directly Supervise?  11 positions 
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2. Train / Instruct?  Yes-Assist with training 

3. Give Work Direction?  Yes-All above listed personnel 

4. Do Project Management?  Yes- All above listed personnel 

5. Conduct Performance Reviews?  Yes-All above listed personnel 

6. Discipline?  Yes-All above listed personnel 

7. Hire?  Assist with interviews and give recommendations 

 

d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 

 

 
 

VII. WORK RELATIONSHIPS 

Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 

Citizens Answer questions regarding transports and questions 
related to civil process being served 

Attorneys Answer questions about when their clients will be 
transported and also about the procedure/process for 
civil process 

District Attorney/Victim Witness Coordinator Discuss security for court hearings and also writ 
preparations for transport 

Human Services  Discuss transports 

Probation and Parole Discuss tranports and apprehension requests for those 
attending court hearings 

Circuit Court Judges and Commissioners Discuss security issues and concerns for court 
proceedings 

Clerk of Courts personnel Prepare for jury trials, preparation of writs, and civil 
process paperwork 

Land Information Personnel Verify land information for sheriff sales 

Department of Corrections Scheduling and completion of transports 

Other Sheriff’s Departments Scheduling and completion of transports and also civil 
process inquiries 

Immigration and Naturalization Department Scheduling transports for court appearances 

Jail/Patrol Sergeants Completion of transports and civil process when short 
staffed 

Administrative Captain Keep administration advised of activities in the Support 
Services Division 

Corporation Counsel Scheduling of mental health hearings and also 
discussing civil liability with civil process 

Civil Process Clerical Assistant Discuss and make sure civil process paperwork is 
prepared and served according to statute in a timely 
manner 

Deputies Assign tasks and duties, complete performance 
evaluations, supervise and coach for ongoing 
development of skills 

 
 

VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 

% Inside (sheltered) 75% % Noise 5% % Travel Required 5% 

& Outside Work 25% % Fumes, Odor 25% % Temperature extremes 

% Hazards 25% % Other (note)  
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Are there any unusual requirements for your position? (Y/N) Y   

If yes, please explain:  The Support Services Sergeant needs to be available while on time off to the deputies 
and other sergeants to answer questions.     

  

 

IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 

Does your position require any unusual or unique mental requirements?   

This position often requires the Sergeant to assist the civil process deputy on evictions and seizing property from 
citizens.  These procedures are often emotional and can become volatile as people are not willing to leave their home 
and give up property.  Also, many evictions involve exposure to hoarding and uncleanly situations.  Evictions can 
involve exposure to mold, fleas, and other unhealthy situations.  In regards to courthouse security, sequestered jury 
trials and change of venue hearings do not happen very often, but when they do occur, a great deal of planning and 
preparation is required to ensure the appropriate amount of security is provided for all involved. 

 
 

X.  ADDITIONAL DATA/NOTABLE INFORMATION 

Please identify any other information, which would help someone else understand your position more clearly: 

The position of Support Services Sergeant not only requires one to be proficient in the daily operations of courthouse 
security and civil process, but also must remain proficient in handling complaints, conducting investigations, and 
the various other duties  related to patrol.  This position also requires knowledge of jail procedures as courthouse 
deputies are often assisting the jail with court proceedings, emergencies, and transports. 

 
 

XI.  SUPERVISOR’S REMARKS 

This position requires the sergeant to have a great amount of knowledge in civil law regarding land lord tenant 
rights, executions, evictions, civil warrants, property seizures etc.  A huge amount of responsibility is placed on the 
sergeant because that person needs to be aware of the laws and rights of citizen and must be able to interpret the 
courts/attorneys drafted paperwork.  If a mistake is made, no matter how minor, it opens up the Sheriff’s Office to a 
great amount of liability and the opportunity to be sued.  This position requires the sergeant to be available on their 
off time.  Being the only sergeant assigned to Support Services, it is not uncommon to receive phone calls on your off 
time including vacation time.   

 
 
 
TYPE IN YOUR NAME(S) AND EMAIL TO SUPERVISOR/DEPARTMENT HEAD.  REMEMBER TO SAVE A 
COPY! 
 

 
EMPLOYEE SIGNATURE:   Sergeant Sharee Behm 

 
DATE: 07/31/2012 

 
 
 
SUPERVISOR SIGNATURE:  Captain Jerry Haferman 
 

DATE: 8/3/12 

 
DEPARTMENT HEAD SIGNATURE: 
 
HUMAN RESOURCES DIRECTOR SIGNATURE:  Terri M Palm, 8/6/12 

JDQ Appears Complete.  Thankyou. 

DATE:   
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Jefferson County 

Job Description Questionnaire (JDQ) 
 

 
This is an electronic format.  The cells will expand as you type. 
 

  

Name:  Margareta Gray Date:  July 24, 2012 

Title:  Detective Sergeant Department:  Jefferson County Sheriff Office – Drug Task Force  

Work Location:  Annex Building – CTH N - Town of Koskonong Phone:  (920)568-2580 Office         (920)285-2588 Cell 

Immediate Supervisor:  Jerry Haferman Supervisor’s Title:  Administrative Captain 

 

  

TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months 0 Years      6 months 

TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 12 Years  11 months 

TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 17 Years    8 months 

WORK HOURS (Start/Finish):   8:00am – 4:00pm 

FULL TIME:  17 Years  8 months REGULAR PART-TIME  (%):  

 OTHER  

 
OUTLINE OF ORGANIZATION CHART  
 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you 
work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach 
a printed chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
 
The Jefferson County Sheriff’s Office Detective Sergeant position assigned to the Jefferson County Drug Task Force functions as the Project 
Director.  The Drug Task Force is a multi-jurisdictional agency funded by the Jefferson County Sheriff’s Office, participating municipal 
agencies, and Federal/State Grant Funding.  In addition, each municipality assigns officers to the unit or provides wages to employ limited 
term officers.  The Detective Sergeant is responsible to supervise all officers assigned to the Drug Task Force by the Jefferson County 
Sheriff’s Office and each of the municipalities.  In addition, the Detective Sergeant is responsible for managing all funding that supports 
the day to day operations of the Drug Task Force supplied by the municipalities, Federal and State Grants, as well as all forfeitures and 
seizures.  This funding pays for drug buy money, operating supplies, fuel costs, under cover vehicles, maintenance of under cover vehicles, 
building maintenance and fees, and other purchases necessary to support and operate the Drug Task Force Unit.  
 
The most important impact of the Detective Sergeant assigned to the Drug Task Force is to make the Jefferson County Drug Task Force a 
fully functioning unit that is available to each and every agency that is an active participant in the Drug Task Force.  This includes making 
themselves and other Drug Task Force officers available to respond to calls from municipalities during evening and weekend hours when 
assistance is requested.  In addition, the Detective Sergeant must file appropriate paperwork and records to continue receiving grant funds. 

Sergeant 
Support Services 

Detective Sergeant 
General Investigations 

2  
Full Time Detectives 

2  
Full Time Officers 

1  
Half Time Officer 

2  
Part Time Officers 

1  
Program Assistant 

Administrative 

Captain 

Detective Sergeant  
Drug Task Force 
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II. ESSENTIAL ACCOUNTABILITIES 

 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE MEASURED 

80 %  Supervision of Drug Task Force Officers/Program 
Assistant 

Review each officer’s reports on investigations they 
participate in to ensure they are clear, complete, and 
concise.  This includes investigations which are self-
initiated or requests for assistance from other agencies.  
Supervise officers during field work – controlled buys and 
search warrants.  Ensure each officer is following proper 
protocol and all search and seizure guidelines.  Ensuring 
each officer is completing assigned cases in a timely 
manner and properly disposing of case and evidence.  
Evaluate information that is being compiled and entered 
into the departmental databank, the Criminal Information 
System (CIS), for accuracy.  Complete yearly 
officer/program assistant evaluations. 

40 % Participate in Controlled Buys & Search Warrants Supervise Controlled Buys and Search Warrants.  Evaluate 
each situation for potential civilian and officer safety 
issues and provide alternative options.  Be a participating 
officer in controlled buys and search warrants.  Review 
search warrants to confirm all information is accurate to 
include the residence or object to be searched and the 
items to be search for are properly documented.  Prepare 
appropriate reports after participation and forward to 
program assistant for transcription.  Assist with 
interviews, surveillance, searching, and evidence 
collection.  Prepare recorded reports for Program Assistant 
to transcribe. 

30 % Participate in Investigations Initiate investigations and assist officers with 
investigations.  This includes conducting interviews, 
surveillance, writing search warrants, writing 
forfeiture/seizure documents, conducting garbage picks, 
generating informants, and arresting drug violators.  
Respond to other agencies to assist with investigations 
when requested to do so.  Prepare recorded reports for 
Program Assistant to transcribe. 

25 % Grant Paperwork – Quarterly Documents Generate required quarterly documents for grant 
reporting to include the G-2 Financial Report/Fund 
Request showing quarterly expenses, funds requested for 
reimbursement, and quarterly program income earned.  
The Asset Seizure Log showing all US Currency and 
property seized during the quarter and shows what 
percentage of the seizures need to be reported as earned 
income after utilizing mathematical formulas.  The 
Forfeiture Expenditure Log showing how the US Currency 
and property seized and forfeited is then converted into 
Task Force use.  The Quarterly Performance Measures 
Report which breaks down both Felony and Misdemeanor 
arrests, the number of cases initiated, the quantity of each 
drug purchased/seized during the quarter, as well as other 
performance related information.  The Semi-Annual 
Progress Report reviewing the progress of the Task Force 
to accomplish previously set goals, documenting any 
problems while attempting to attain the set goals, and any 
changes to previously set goals.  

25 % Officer Investigation Report Review Review all Task Force Officer incident reports and 
Jefferson County Officer reports related to drug 
investigations.  Ensure that all information is documented 
to include the required elements of the crime.  Assign 
Task Force Officers to additional follow-up which may 
generate additional drug charges, an informant, or drug 
information. 

15 % Review Case Files – ACISS Review all Jefferson County Drug Task Force entries into 
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the Statewide ACISS database.  All cases generated by 
Task Force are entered into ACISS for all state agencies to 
have access to for investigative purposes.  Access ACISS to 
determine if other agencies have drug information on 
targets of the Jefferson County Drug Task Force. 

15 % Phone Calls – Public and Law Enforcement Answer public requests for assistance related to drug 
offenses.  Take drug information from citizens and other 
law enforcement agencies.  Communicate with 
Prosecutors and Defense Attorneys in reference to 
pending and filed charges.  Contact other Law 
Enforcement Agencies requesting or offering assistance.   

15 % Grant Accounting - Purchases Determine which purchases made for the Task Force 
should be deducted from the Grant Account Funds.  
Determine if the purchases should be applied to the 
Federal portion or the State portion of the Grant Funds.  
Follow all strict guidelines for Grant purchases. Keep 
accounting records utilizing excel spreadsheets.   

10 % Review/Sign Criminal Complaints Review all Requests for Criminal Complaints prior to 
being submitted to the District Attorney’s Office.  Ensure 
all elements of the crime are documented, the appropriate 
charges are being requested, the appropriate enhancers are 
added, and the appropriate individual is being referred.  
Once the criminal complaints have been drafted by the 
District Attorney’s Office, review and sign prior to filing 
with the court. 

10 % Oversee Officer Informant Management - Assign 
Cases for Follow-up 

Have daily contact with each Task Force Officer to ensure 
proper and appropriate informant management.  
Troubleshoot problems with the Task Force Officer if the 
informant is having issues.  Assign cases for follow-up to 
develop possible informants to conduct future controlled 
buys. 

5 % Steering Committee Meetings Meet bi-monthly with the Jefferson County Drug Task 
Force Steering Committee members and review prior 
meeting minutes, previous two months worth of 
expenditures, review charges pending and filed, current 
purchases, search warrants anticipated and executed, State 
and Federal Seizures, and any other Task Force related 
matters.  

5 % Drug Talks Arrange community drug talks by assigning a Drug Task 
Force Officer or Canine Officer to conduct drug 
presentations.  Sometimes will conduct the drug 
presentation or assist other officers with presentation.  
Ensuring all information is up to date and accurate. 

5 % Scheduling – Time Off/Training Schedule time off for Task Force Officers utilizing 
Schedule Soft program.  Schedule training for Task Force 
Officers and the Program Assistant and a yearly basis.   

5 % Sheriff’s Account - Purchases Utilize the Task Force Funds requested through the 
Sheriff’s Office Budget to pay expenses related to 
building maintenance, utilities, equipment repair, and 
confidential buy funds.  Keep accounting records utilizing 
excel spreadsheets. 

5 % Forfeiture/Seizure Paperwork Complete the Forfeiture Complaint, Forfeiture Summons, 
and Forfeiture Affidavit to be filed with the County 
Circuit Courts for State Forfeiture Proceedings.  Complete 
Federal Forfeiture DAG-71 Form, obtain money order of 
seized funds, and complete related packet of forms for the 
Federal Forfeiture procedures.  Hand-deliver Federal 
Forfeiture paperwork to the DEA Office in Madison.  
Ensure that all paperwork for State and Federal 
Forfeitures are filed within the set times limits.  

5 % Forfeiture/Seizure, Restitution, & Reimbursement 
Accounts - Purchases 

Utilize the Forfeitures and Drug Restitution for the 
appropriate purchases.  Ensure Federal Guidelines are 
being followed for purchases made utilizing the Federal 
Forfeiture Account.  Reimburse local Task Force Agencies 
for DARE programs each school year.  Utilize appropriate 
accounts for Task Force Fuel purchases and Vehicle 
Maintenance/Repairs.   Keep accounting records utilizing 
excel spreadsheets.   

5 % Update Drug Task Force Forms & Policies Review Policies and Procedures of the Jefferson County 
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Drug Task Force and ensure all are up to date.  Review 
Task Force forms and update if needed. 

5 % Open Records Requests Review all Open Records Requests prior to being 
disseminated to individual(s) requesting reports. 

5 % Confidential Funds – Purchase Verification Dispense Confidential Funds to all Task Force Officers on 
a regular basis.  Each month verify the expenditures of 
each Task Force Officer on purchases of evidence and 
informant payments.  Ensure that each purchase of 
evidence or informant payment is cross referenced with a 
Task Force Incident Report. 

2 % Building Maintenance Maintain building and keep in operational order.  Ensure 
surveillance camera’s and alarm system are functioning.  
Contact vendors for maintenance of equipment.  Ensure 
cleanliness and safety of building since there is no 
cleaning service or on site maintenance crew. 

2 % Vehicle Maintenance Arrange with Jefferson County Sheriff’s Office Mechanic 
regular maintenance of Task Force Vehicles.  Schedule 
repairs with other local businesses that can not be done by 
department mechanic. 

 
 

III.  FORMAL PREPARATION / EXPERIENCE 

Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 

 

6. Formal preparation/education (or equivalent) necessary to qualify for the position. 
Detective Sergeant position requires a candidate to have a two year associate’s degree and five (5) years of law 
enforcement experience, or any combination of education and experience that provides equivalent knowledge, skills 
and abilities. 

7. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
       To qualify for Detective Sergeant, the candidate must have five (5) years of service with the Jefferson County  

Sheriff’s Office and must take and pass a promotional written exam.  

8. Note any other training/certifications, etc. which is needed for the position 
               Possess a valid Wisconsin Driver’s License and be a State Certified Law Enforcement Officer. 

9.     Please indicate additional education, experience or training that is desired for the position. 
               For the Detective Sergeant position assigned to the Jefferson County Drug Task Force, it is important to have a good 

understanding of all drug related offenses and drug enhancers, how to manage informants, search and seizure laws, 
entrapment issues, and current drug trends.  The Detective Sergeant should have experience in preparing complaints 
for the District Attorney’s Office, overdose death investigations, writing search warrants, writing forfeitures, 
informant management, and evidence procedures.  The Detective Sergeant needs to understand the risks associated 
with working informants during controlled buys and needs to be able to foresee and avoid any risks to officers and 
civilians.  The Detective Sergeant has to be available to Task Force Officers and other law enforcement agencies at a 
moments notice during all hours of the day and night, to include weekends.  The Detective Sergeant has to 
understand and be willing to sacrifice personal and sometimes family time to be successful as a supervisor assigned 
to the Task Force.    

10. Please indicate your education, experience, etc. that you have. 
              Associates Degree in Liberal Arts, First Line Supervisors On-Line Course through UW-Platteville, almost 18 years 

sworn law enforcement experience with approximately 13 years as a Detective, 5 ½ years assigned to the Jefferson 
County Drug Task Force as a Detective, additional duty of Crisis Negotiator for 15+ years, additional 3 ½ years 
civilian correctional officer in Walworth County, and 8 years prior military experience as Army Reservist. 

 

 
 
 
 

IV.  JUDGEMENTS MADE 

Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGEMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGEMENTS 

WHAT IS THE IMPACT OF 
THESE 

JUDGEMENTS 
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Purchases for Task Force Day to Day 
operations – supplies, training, utilities, 
fuel, etc. 

Administrative Captain, Chief Deputy, 
and Steering Committee 

Keeps the Drug Task Force Officers 
trained and the building and vehicles 
operational. 

Review Operational Procedures for 
each controlled buy of drugs and search 
warrants prior to execution. 

Administrative Captain Ensures the safety of the Drug Task 
Force Officers, non-involved civilians, 
and targeted individuals. 

Provide direction to Drug Task Force 
Officers throughout criminal drug 
investigation from onset to final 
disposition. 

Administrative Captain Ensures targeted individuals are not 
wrongly detained and all elements of 
the crime are met.   

Determine validity of information 
being provided to Drug Task Force 
about individuals involved with sale 
and manufacture of drugs. 

Administrative Captain Prioritizing the drug information that is 
called into the Drug Task Force is 
important to ensure the appropriate 
amount of resources and time is spent 
investigating reliable and not just 
assumed drug information. 

Review and approve Open Records 
requests 

Administrative Captain and Records 
Secretary 

Potential litigation for Jefferson 
County.  Fulfillment of open records 
requests. 

Determine whether it is beneficial to 
utilize a previously charged individual 
as an informant to apprehend 
additional individuals involved in the 
sale of controlled substances. 

Administrative Captain and District 
Attorney’s 

Utilizing previously charged 
individuals as informants allows the 
Drug Task Force to target and 
apprehend individuals involved in 
dealing larger amounts of controlled 
substances. 

Make decisions when requested by 
Drug Task Force Officers and Other 
Municipal Law Enforcement Agencies 
about search and seizure issues. 

Administrative Captain, District 
Attorney’s , and other Municipal 
Agency Administration 

Search and Seizure laws change on a 
regular basis and making the wrong 
decision could result in the loss of the 
criminal case and the potential for civil 
litigation. 

 
 
V.  PROBLEM SOLVING 

Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 
Informant Management Issues Detective Sergeant and Case Agent Officer 

Direction on Criminal Drug Investigations & Charging Detective Sergeant, Case Agent Officer, District Attorney’s 
Office, at times a citizen informant 

Equipment Issues – to include surveillance equipment and 
computer related items 

Detective Sergeant, Drug Task Force Officers, Drug Task 
Force Program Assistant/Secretary, Administrative Captain. 

Vehicle Issues – Maintenance problems or trade out   Detective Sergeant, Drug Task Force Officers, Sheriff’s 
Office Mechanic, Administrative Captain. 

Open Records Issues – Whether they are to be released or 
held 

Detective Sergeant, Records Secretary, Administrative 
Captain, Corporation Counsel 

Scheduling – Time-off and training Detective Sergeant, Drug Task Force Officers 
 

 

 

 

 

 

 
 
 

VI.  SUPERVISION / MANAGEMENT 

Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 

Responsibility for others:  Yes - Supervisor 

a. Number of People: Eight (8) – Seven (7) sworn personnel and one (1) civilian 
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b. Their Position Titles:  Two (2) Detective, five (5) officers, and one (1) program assistant 

c. Which, if any, of the following do you perform?: 

1. Directly Supervise?  Yes – all above personnel 

2. Train / Instruct?  Yes – Assist with training  

3. Give Work Direction?  Yes – all above personnel 

4. Do Project Management?  Yes – oversee entire function of Drug Task Force 

5. Conduct Performance Reviews?  Yes – all above personnel 

6. Discipline?  Yes 

7. Hire?  Yes – assist with limited term part-time hires 

 

d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 
      The Detective Sergeant assigned to the Jefferson County Drug Task Force is considered the Project Director of the unit.  
The Detective Sergeant is responsible for budgeting and managing all funds that support the operation of the Drug Task 
Force.   

 
 

VII. WORK RELATIONSHIPS 

Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 
Jefferson County Drug Task Force Steering Committee –
Chiefs from City of Fort Atkinson, City of Jefferson, City of 
Lake Mills, Town of Lake Mills, City of Waterloo, City of 
Watertown, Jefferson County District Attorney, and the 
Sheriff of Jefferson County 

Keep informed of the operations of the Drug Task Force and 
to receive majority vote approval and direction for unit 
operations. 

South East Area Drug Operations Group (SEADOG) – 
Jefferson, Dodge, Kenosha, Racine, and Walworth Counties 

Meet quarterly to relay drug related information about 
investigations and trends in each unit.  Compile information 
to be submitted yearly for the Byrne Grant to ensure funding 
for the SEADOG Drug Task Forces.  

District Attorney’s Office Discuss legal questions on criminal investigations, submit, 
review and sign Criminal Complaints.  Testify in court as 
needed. 

Administrative Captain Apprise of ongoing activities of the Drug Task Force.  
Review the operational expenses of the Drug Task Force and 
project future budgets. 

Detective Sergeant – General Investigations Discuss investigations both criminal and drug related 
investigations.  Sharing of personnel in major investigations 
to carry out investigations such as search warrants and death 
investigations. 

Drug Task Force Officers Assign and monitor drug complaints, informant 
management, complete performance evaluations, direct, 
coach and mentor ongoing development of the Drug Task 
Force Officers. 

Patrol Sergeants Discuss patrol generated drug complaints and investigations.  
Request assistance from patrol officers to conduct 
surveillance on targets and/or stop suspect vehicles. 

Drug Task Force Secretary/Program Assistant Monitor transcription and preparation of criminal complaints 
for the DA.  Monitor entry into state database, ACISS, drug 
related information.  Obtain yearly figures from drug 
investigations to be utilized for Byrne Grant funding.   

Patrol/Jail Officers When requested, assist with drug related investigations and 
traffic stops.  Assist with drug identification, evidence 
collection, and interviews.  Assist with obtaining search 
warrants when necessary.  

Confidential Informants Utilize confidential informants to purchase controlled 
substances from individuals selling.  Receive additional 
information from informants that assists with identifying 
others involved in the sales of controlled substances. 
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Citizens Receive drug related information from citizens and provide 
guidance on how to deal with drug issues. 

School Administrations Arrange for searches of schools following school policies and 
procedures.  When requested by School Administrations, 
provide drug talks to students. 

 
 

VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 

% Inside (sheltered)     70% % Noise     5%  % Travel Required     20% 

& Outside Work     30%   % Fumes, Odor     5% % Temperature extremes     5% 

% Hazards     30% % Other (note)  

Are there any unusual requirements for your position? (Y/N)      Y   

If yes, please explain:  The Drug Task Force Detective Sergeant needs to make themselves available to all county 

municipal agencies as much as possible, this includes nights and weekends.   This means at times the Detective 
Sergeant may have to sacrifice personal time to assist these agencies.  The Drug Task Force Sergeant also is present at 
almost all controlled buys and search warrants, most of these types of activities occur during the evening hours.   

  

 

IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 

Does your position require any unusual or unique mental requirements?   
The Drug Task Force Detective Sergeant is a position that requires an individual that is self motivated and can work with 
little direction.  The Task Force offices are located in a location away from the main Sheriff’s Office, meaning the highest 
ranking individual with an office in the Task Force building is the Detective Sergeant.  The Detective Sergeant has to be able 
to make decisions without relying on the Administrative Captain all the time and feel confident in the decisions that are 
being made.  While participating in investigations, the Detective Sergeant is exposed to making decisions that can ultimately 
change a person’s life forever; this sometimes involves getting human services to take children out of drug houses to ensure 
their safety.  Some of the more mentally taxing investigations the Detective Sergeant is involved in are drug related overdoses 
resulting in death.  Finally, the Detective Sergeant also has to have metal toughness when preparing for high risk search 
warrants.  The Detective Sergeant knows that at anytime an entry into a suspects home can become a fatal situation and the 
Detective Sergeant has to ensure all search warrants are prepared for properly by all officers involved.     

 

 

X.  ADDITIONAL DATA/NOTABLE INFORMATION 

Please identify any other information, which would help someone else understand your position more clearly: 
Without the Drug Task Force Detective Sergeant properly overseeing the day to day operations of the Task Force and 
properly handling the funding of the Drug Task Force, the unit wouldn’t not be as successful as it has become.  In fact, 
improper handling by the Detective Sergeant could cause the unit to fail and not exist, causing drugs to become an even 
bigger problem.  Drugs in the Jefferson County Area will always be an issue, without the Drug Task Force, the sale and use of 
controlled substances and the overdose deaths would spiral out of control.  As a Drug Task Force Detective Sergeant, the 
understanding has to be there that drug use is related to a majority of property related crimes, therefore, it is important for the 
Drug Task Force Sergeant to be able to work with all individuals in law enforcement to combat drugs and crime in general.   

 
 

XI.  SUPERVISOR’S REMARKS 

Margareta Gray’s documentation on this questionnaire is an accurate description of the position of Task Force 
Detective Sergeant.  The position of Task Force Detective Sergeant is very demanding.  Even though there are set 
work hours, this position requires the sergeant to have to be very flexible with their schedule.  Working undercover 
and with drug informants requires a strong mental sense and officer safety skills because of the people you are 
dealing with.  Besides supervising, Sgt. Gray does some case work.  Not only does she have to be mentally prepared 
during work hours, since he is the only Task Force Detective Sergeant, she must be prepared 24/7 to be called in at 
anytime if a major drug incident takes place.  It is not uncommon for her to get called off duty on a regular basis 
even on smaller drug incidents to get her opinion.        

 
 
TYPE IN YOUR NAME(S) AND EMAIL TO SUPERVISOR/DEPARTMENT HEAD.  REMEMBER TO SAVE A 
COPY! 
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EMPLOYEE SIGNATURE:     Margareta Gray DATE:   07/27/12 
 
 
 
SUPERVISOR SIGNATURE:  Captain Jerry Haferman DATE:  8/1/12 
 
DEPARTMENT HEAD SIGNATURE: 
 
HUMAN RESOURCES DIRECTOR SIGNATURE:  Terri M Palm, 8/2/12 
JDQ appears complete.  Thank you! 
 

DATE:   
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Jefferson County 

Job Description Questionnaire (JDQ) 
 

 
This is an electronic format.  The cells will expand as you type. 
 

  

Name:  Margareta Gray Date:  July 24, 2012 

Title:  Detective Sergeant Department:  Jefferson County Sheriff Office – Drug Task Force  

Work Location:  Annex Building – CTH N - Town of Koskonong Phone:  (920)568-2580 Office         (920)285-2588 Cell 

Immediate Supervisor:  Jerry Haferman Supervisor’s Title:  Administrative Captain 

 

  

TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months 0 Years      6 months 

TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 12 Years  11 months 

TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 17 Years    8 months 

WORK HOURS (Start/Finish):   8:00am – 4:00pm 

FULL TIME:  17 Years  8 months REGULAR PART-TIME  (%):  

 OTHER  

 
OUTLINE OF ORGANIZATION CHART  
 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you 
work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach 
a printed chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
 
The Jefferson County Sheriff’s Office Detective Sergeant position assigned to the Jefferson County Drug Task Force functions as the Project 
Director.  The Drug Task Force is a multi-jurisdictional agency funded by the Jefferson County Sheriff’s Office, participating municipal 
agencies, and Federal/State Grant Funding.  In addition, each municipality assigns officers to the unit or provides wages to employ limited 
term officers.  The Detective Sergeant is responsible to supervise all officers assigned to the Drug Task Force by the Jefferson County 
Sheriff’s Office and each of the municipalities.  In addition, the Detective Sergeant is responsible for managing all funding that supports 
the day to day operations of the Drug Task Force supplied by the municipalities, Federal and State Grants, as well as all forfeitures and 
seizures.  This funding pays for drug buy money, operating supplies, fuel costs, under cover vehicles, maintenance of under cover vehicles, 
building maintenance and fees, and other purchases necessary to support and operate the Drug Task Force Unit.  
 
The most important impact of the Detective Sergeant assigned to the Drug Task Force is to make the Jefferson County Drug Task Force a 
fully functioning unit that is available to each and every agency that is an active participant in the Drug Task Force.  This includes making 
themselves and other Drug Task Force officers available to respond to calls from municipalities during evening and weekend hours when 
assistance is requested.  In addition, the Detective Sergeant must file appropriate paperwork and records to continue receiving grant funds. 

Sergeant 
Support Services 

Detective Sergeant 
General Investigations 

2  
Full Time Detectives 

2  
Full Time Officers 

1  
Half Time Officer 

2  
Part Time Officers 

1  
Program Assistant 

Administrative 

Captain 

Detective Sergeant  
Drug Task Force 
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II. ESSENTIAL ACCOUNTABILITIES 

 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE MEASURED 

80 %  Supervision of Drug Task Force Officers/Program 
Assistant 

Review each officer’s reports on investigations they 
participate in to ensure they are clear, complete, and 
concise.  This includes investigations which are self-
initiated or requests for assistance from other agencies.  
Supervise officers during field work – controlled buys and 
search warrants.  Ensure each officer is following proper 
protocol and all search and seizure guidelines.  Ensuring 
each officer is completing assigned cases in a timely 
manner and properly disposing of case and evidence.  
Evaluate information that is being compiled and entered 
into the departmental databank, the Criminal Information 
System (CIS), for accuracy.  Complete yearly 
officer/program assistant evaluations. 

40 % Participate in Controlled Buys & Search Warrants Supervise Controlled Buys and Search Warrants.  Evaluate 
each situation for potential civilian and officer safety 
issues and provide alternative options.  Be a participating 
officer in controlled buys and search warrants.  Review 
search warrants to confirm all information is accurate to 
include the residence or object to be searched and the 
items to be search for are properly documented.  Prepare 
appropriate reports after participation and forward to 
program assistant for transcription.  Assist with 
interviews, surveillance, searching, and evidence 
collection.  Prepare recorded reports for Program Assistant 
to transcribe. 

30 % Participate in Investigations Initiate investigations and assist officers with 
investigations.  This includes conducting interviews, 
surveillance, writing search warrants, writing 
forfeiture/seizure documents, conducting garbage picks, 
generating informants, and arresting drug violators.  
Respond to other agencies to assist with investigations 
when requested to do so.  Prepare recorded reports for 
Program Assistant to transcribe. 

25 % Grant Paperwork – Quarterly Documents Generate required quarterly documents for grant 
reporting to include the G-2 Financial Report/Fund 
Request showing quarterly expenses, funds requested for 
reimbursement, and quarterly program income earned.  
The Asset Seizure Log showing all US Currency and 
property seized during the quarter and shows what 
percentage of the seizures need to be reported as earned 
income after utilizing mathematical formulas.  The 
Forfeiture Expenditure Log showing how the US Currency 
and property seized and forfeited is then converted into 
Task Force use.  The Quarterly Performance Measures 
Report which breaks down both Felony and Misdemeanor 
arrests, the number of cases initiated, the quantity of each 
drug purchased/seized during the quarter, as well as other 
performance related information.  The Semi-Annual 
Progress Report reviewing the progress of the Task Force 
to accomplish previously set goals, documenting any 
problems while attempting to attain the set goals, and any 
changes to previously set goals.  

25 % Officer Investigation Report Review Review all Task Force Officer incident reports and 
Jefferson County Officer reports related to drug 
investigations.  Ensure that all information is documented 
to include the required elements of the crime.  Assign 
Task Force Officers to additional follow-up which may 
generate additional drug charges, an informant, or drug 
information. 

15 % Review Case Files – ACISS Review all Jefferson County Drug Task Force entries into 
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the Statewide ACISS database.  All cases generated by 
Task Force are entered into ACISS for all state agencies to 
have access to for investigative purposes.  Access ACISS to 
determine if other agencies have drug information on 
targets of the Jefferson County Drug Task Force. 

15 % Phone Calls – Public and Law Enforcement Answer public requests for assistance related to drug 
offenses.  Take drug information from citizens and other 
law enforcement agencies.  Communicate with 
Prosecutors and Defense Attorneys in reference to 
pending and filed charges.  Contact other Law 
Enforcement Agencies requesting or offering assistance.   

15 % Grant Accounting - Purchases Determine which purchases made for the Task Force 
should be deducted from the Grant Account Funds.  
Determine if the purchases should be applied to the 
Federal portion or the State portion of the Grant Funds.  
Follow all strict guidelines for Grant purchases. Keep 
accounting records utilizing excel spreadsheets.   

10 % Review/Sign Criminal Complaints Review all Requests for Criminal Complaints prior to 
being submitted to the District Attorney’s Office.  Ensure 
all elements of the crime are documented, the appropriate 
charges are being requested, the appropriate enhancers are 
added, and the appropriate individual is being referred.  
Once the criminal complaints have been drafted by the 
District Attorney’s Office, review and sign prior to filing 
with the court. 

10 % Oversee Officer Informant Management - Assign 
Cases for Follow-up 

Have daily contact with each Task Force Officer to ensure 
proper and appropriate informant management.  
Troubleshoot problems with the Task Force Officer if the 
informant is having issues.  Assign cases for follow-up to 
develop possible informants to conduct future controlled 
buys. 

5 % Steering Committee Meetings Meet bi-monthly with the Jefferson County Drug Task 
Force Steering Committee members and review prior 
meeting minutes, previous two months worth of 
expenditures, review charges pending and filed, current 
purchases, search warrants anticipated and executed, State 
and Federal Seizures, and any other Task Force related 
matters.  

5 % Drug Talks Arrange community drug talks by assigning a Drug Task 
Force Officer or Canine Officer to conduct drug 
presentations.  Sometimes will conduct the drug 
presentation or assist other officers with presentation.  
Ensuring all information is up to date and accurate. 

5 % Scheduling – Time Off/Training Schedule time off for Task Force Officers utilizing 
Schedule Soft program.  Schedule training for Task Force 
Officers and the Program Assistant and a yearly basis.   

5 % Sheriff’s Account - Purchases Utilize the Task Force Funds requested through the 
Sheriff’s Office Budget to pay expenses related to 
building maintenance, utilities, equipment repair, and 
confidential buy funds.  Keep accounting records utilizing 
excel spreadsheets. 

5 % Forfeiture/Seizure Paperwork Complete the Forfeiture Complaint, Forfeiture Summons, 
and Forfeiture Affidavit to be filed with the County 
Circuit Courts for State Forfeiture Proceedings.  Complete 
Federal Forfeiture DAG-71 Form, obtain money order of 
seized funds, and complete related packet of forms for the 
Federal Forfeiture procedures.  Hand-deliver Federal 
Forfeiture paperwork to the DEA Office in Madison.  
Ensure that all paperwork for State and Federal 
Forfeitures are filed within the set times limits.  

5 % Forfeiture/Seizure, Restitution, & Reimbursement 
Accounts - Purchases 

Utilize the Forfeitures and Drug Restitution for the 
appropriate purchases.  Ensure Federal Guidelines are 
being followed for purchases made utilizing the Federal 
Forfeiture Account.  Reimburse local Task Force Agencies 
for DARE programs each school year.  Utilize appropriate 
accounts for Task Force Fuel purchases and Vehicle 
Maintenance/Repairs.   Keep accounting records utilizing 
excel spreadsheets.   

5 % Update Drug Task Force Forms & Policies Review Policies and Procedures of the Jefferson County 
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Drug Task Force and ensure all are up to date.  Review 
Task Force forms and update if needed. 

5 % Open Records Requests Review all Open Records Requests prior to being 
disseminated to individual(s) requesting reports. 

5 % Confidential Funds – Purchase Verification Dispense Confidential Funds to all Task Force Officers on 
a regular basis.  Each month verify the expenditures of 
each Task Force Officer on purchases of evidence and 
informant payments.  Ensure that each purchase of 
evidence or informant payment is cross referenced with a 
Task Force Incident Report. 

2 % Building Maintenance Maintain building and keep in operational order.  Ensure 
surveillance camera’s and alarm system are functioning.  
Contact vendors for maintenance of equipment.  Ensure 
cleanliness and safety of building since there is no 
cleaning service or on site maintenance crew. 

2 % Vehicle Maintenance Arrange with Jefferson County Sheriff’s Office Mechanic 
regular maintenance of Task Force Vehicles.  Schedule 
repairs with other local businesses that can not be done by 
department mechanic. 

 
 

III.  FORMAL PREPARATION / EXPERIENCE 

Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 

 

11. Formal preparation/education (or equivalent) necessary to qualify for the position. 
Detective Sergeant position requires a candidate to have a two year associate’s degree and five (5) years of law 
enforcement experience, or any combination of education and experience that provides equivalent knowledge, skills 
and abilities. 

12. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
       To qualify for Detective Sergeant, the candidate must have five (5) years of service with the Jefferson County  

Sheriff’s Office and must take and pass a promotional written exam.  

13. Note any other training/certifications, etc. which is needed for the position 
               Possess a valid Wisconsin Driver’s License and be a State Certified Law Enforcement Officer. 

14.     Please indicate additional education, experience or training that is desired for the position. 
               For the Detective Sergeant position assigned to the Jefferson County Drug Task Force, it is important to have a good 

understanding of all drug related offenses and drug enhancers, how to manage informants, search and seizure laws, 
entrapment issues, and current drug trends.  The Detective Sergeant should have experience in preparing complaints 
for the District Attorney’s Office, overdose death investigations, writing search warrants, writing forfeitures, 
informant management, and evidence procedures.  The Detective Sergeant needs to understand the risks associated 
with working informants during controlled buys and needs to be able to foresee and avoid any risks to officers and 
civilians.  The Detective Sergeant has to be available to Task Force Officers and other law enforcement agencies at a 
moments notice during all hours of the day and night, to include weekends.  The Detective Sergeant has to 
understand and be willing to sacrifice personal and sometimes family time to be successful as a supervisor assigned 
to the Task Force.    

15. Please indicate your education, experience, etc. that you have. 
              Associates Degree in Liberal Arts, First Line Supervisors On-Line Course through UW-Platteville, almost 18 years 

sworn law enforcement experience with approximately 13 years as a Detective, 5 ½ years assigned to the Jefferson 
County Drug Task Force as a Detective, additional duty of Crisis Negotiator for 15+ years, additional 3 ½ years 
civilian correctional officer in Walworth County, and 8 years prior military experience as Army Reservist. 

 

 
 
 
 

IV.  JUDGEMENTS MADE 

Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGEMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGEMENTS 

WHAT IS THE IMPACT OF 
THESE 

JUDGEMENTS 
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Purchases for Task Force Day to Day 
operations – supplies, training, utilities, 
fuel, etc. 

Administrative Captain, Chief Deputy, 
and Steering Committee 

Keeps the Drug Task Force Officers 
trained and the building and vehicles 
operational. 

Review Operational Procedures for 
each controlled buy of drugs and search 
warrants prior to execution. 

Administrative Captain Ensures the safety of the Drug Task 
Force Officers, non-involved civilians, 
and targeted individuals. 

Provide direction to Drug Task Force 
Officers throughout criminal drug 
investigation from onset to final 
disposition. 

Administrative Captain Ensures targeted individuals are not 
wrongly detained and all elements of 
the crime are met.   

Determine validity of information 
being provided to Drug Task Force 
about individuals involved with sale 
and manufacture of drugs. 

Administrative Captain Prioritizing the drug information that is 
called into the Drug Task Force is 
important to ensure the appropriate 
amount of resources and time is spent 
investigating reliable and not just 
assumed drug information. 

Review and approve Open Records 
requests 

Administrative Captain and Records 
Secretary 

Potential litigation for Jefferson 
County.  Fulfillment of open records 
requests. 

Determine whether it is beneficial to 
utilize a previously charged individual 
as an informant to apprehend 
additional individuals involved in the 
sale of controlled substances. 

Administrative Captain and District 
Attorney’s 

Utilizing previously charged 
individuals as informants allows the 
Drug Task Force to target and 
apprehend individuals involved in 
dealing larger amounts of controlled 
substances. 

Make decisions when requested by 
Drug Task Force Officers and Other 
Municipal Law Enforcement Agencies 
about search and seizure issues. 

Administrative Captain, District 
Attorney’s , and other Municipal 
Agency Administration 

Search and Seizure laws change on a 
regular basis and making the wrong 
decision could result in the loss of the 
criminal case and the potential for civil 
litigation. 

 
 
V.  PROBLEM SOLVING 

Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 
Informant Management Issues Detective Sergeant and Case Agent Officer 

Direction on Criminal Drug Investigations & Charging Detective Sergeant, Case Agent Officer, District Attorney’s 
Office, at times a citizen informant 

Equipment Issues – to include surveillance equipment and 
computer related items 

Detective Sergeant, Drug Task Force Officers, Drug Task 
Force Program Assistant/Secretary, Administrative Captain. 

Vehicle Issues – Maintenance problems or trade out   Detective Sergeant, Drug Task Force Officers, Sheriff’s 
Office Mechanic, Administrative Captain. 

Open Records Issues – Whether they are to be released or 
held 

Detective Sergeant, Records Secretary, Administrative 
Captain, Corporation Counsel 

Scheduling – Time-off and training Detective Sergeant, Drug Task Force Officers 
 

 

 

 

 

 

 
 
 

VI.  SUPERVISION / MANAGEMENT 

Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 

Responsibility for others:  Yes - Supervisor 

a. Number of People: Eight (8) – Seven (7) sworn personnel and one (1) civilian 
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b. Their Position Titles:  Two (2) Detective, five (5) officers, and one (1) program assistant 

c. Which, if any, of the following do you perform?: 

1. Directly Supervise?  Yes – all above personnel 

2. Train / Instruct?  Yes – Assist with training  

3. Give Work Direction?  Yes – all above personnel 

4. Do Project Management?  Yes – oversee entire function of Drug Task Force 

5. Conduct Performance Reviews?  Yes – all above personnel 

6. Discipline?  Yes 

7. Hire?  Yes – assist with limited term part-time hires 

 

d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 
      The Detective Sergeant assigned to the Jefferson County Drug Task Force is considered the Project Director of the unit.  
The Detective Sergeant is responsible for budgeting and managing all funds that support the operation of the Drug Task 
Force.   

 
 

VII. WORK RELATIONSHIPS 

Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 
Jefferson County Drug Task Force Steering Committee –
Chiefs from City of Fort Atkinson, City of Jefferson, City of 
Lake Mills, Town of Lake Mills, City of Waterloo, City of 
Watertown, Jefferson County District Attorney, and the 
Sheriff of Jefferson County 

Keep informed of the operations of the Drug Task Force and 
to receive majority vote approval and direction for unit 
operations. 

South East Area Drug Operations Group (SEADOG) – 
Jefferson, Dodge, Kenosha, Racine, and Walworth Counties 

Meet quarterly to relay drug related information about 
investigations and trends in each unit.  Compile information 
to be submitted yearly for the Byrne Grant to ensure funding 
for the SEADOG Drug Task Forces.  

District Attorney’s Office Discuss legal questions on criminal investigations, submit, 
review and sign Criminal Complaints.  Testify in court as 
needed. 

Administrative Captain Apprise of ongoing activities of the Drug Task Force.  
Review the operational expenses of the Drug Task Force and 
project future budgets. 

Detective Sergeant – General Investigations Discuss investigations both criminal and drug related 
investigations.  Sharing of personnel in major investigations 
to carry out investigations such as search warrants and death 
investigations. 

Drug Task Force Officers Assign and monitor drug complaints, informant 
management, complete performance evaluations, direct, 
coach and mentor ongoing development of the Drug Task 
Force Officers. 

Patrol Sergeants Discuss patrol generated drug complaints and investigations.  
Request assistance from patrol officers to conduct 
surveillance on targets and/or stop suspect vehicles. 

Drug Task Force Secretary/Program Assistant Monitor transcription and preparation of criminal complaints 
for the DA.  Monitor entry into state database, ACISS, drug 
related information.  Obtain yearly figures from drug 
investigations to be utilized for Byrne Grant funding.   

Patrol/Jail Officers When requested, assist with drug related investigations and 
traffic stops.  Assist with drug identification, evidence 
collection, and interviews.  Assist with obtaining search 
warrants when necessary.  

Confidential Informants Utilize confidential informants to purchase controlled 
substances from individuals selling.  Receive additional 
information from informants that assists with identifying 
others involved in the sales of controlled substances. 
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Citizens Receive drug related information from citizens and provide 
guidance on how to deal with drug issues. 

School Administrations Arrange for searches of schools following school policies and 
procedures.  When requested by School Administrations, 
provide drug talks to students. 

 
 

VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 

% Inside (sheltered)     70% % Noise     5%  % Travel Required     20% 

& Outside Work     30%   % Fumes, Odor     5% % Temperature extremes     5% 

% Hazards     30% % Other (note)  

Are there any unusual requirements for your position? (Y/N)      Y   

If yes, please explain:  The Drug Task Force Detective Sergeant needs to make themselves available to all county 

municipal agencies as much as possible, this includes nights and weekends.   This means at times the Detective 
Sergeant may have to sacrifice personal time to assist these agencies.  The Drug Task Force Sergeant also is present at 
almost all controlled buys and search warrants, most of these types of activities occur during the evening hours.   

  

 

IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 

Does your position require any unusual or unique mental requirements?   
The Drug Task Force Detective Sergeant is a position that requires an individual that is self motivated and can work with 
little direction.  The Task Force offices are located in a location away from the main Sheriff’s Office, meaning the highest 
ranking individual with an office in the Task Force building is the Detective Sergeant.  The Detective Sergeant has to be able 
to make decisions without relying on the Administrative Captain all the time and feel confident in the decisions that are 
being made.  While participating in investigations, the Detective Sergeant is exposed to making decisions that can ultimately 
change a person’s life forever; this sometimes involves getting human services to take children out of drug houses to ensure 
their safety.  Some of the more mentally taxing investigations the Detective Sergeant is involved in are drug related overdoses 
resulting in death.  Finally, the Detective Sergeant also has to have metal toughness when preparing for high risk search 
warrants.  The Detective Sergeant knows that at anytime an entry into a suspects home can become a fatal situation and the 
Detective Sergeant has to ensure all search warrants are prepared for properly by all officers involved.     

 

 

X.  ADDITIONAL DATA/NOTABLE INFORMATION 

Please identify any other information, which would help someone else understand your position more clearly: 
Without the Drug Task Force Detective Sergeant properly overseeing the day to day operations of the Task Force and 
properly handling the funding of the Drug Task Force, the unit wouldn’t not be as successful as it has become.  In fact, 
improper handling by the Detective Sergeant could cause the unit to fail and not exist, causing drugs to become an even 
bigger problem.  Drugs in the Jefferson County Area will always be an issue, without the Drug Task Force, the sale and use of 
controlled substances and the overdose deaths would spiral out of control.  As a Drug Task Force Detective Sergeant, the 
understanding has to be there that drug use is related to a majority of property related crimes, therefore, it is important for the 
Drug Task Force Sergeant to be able to work with all individuals in law enforcement to combat drugs and crime in general.   

 
 

XI.  SUPERVISOR’S REMARKS 

Margareta Gray’s documentation on this questionnaire is an accurate description of the position of Task Force 
Detective Sergeant.  The position of Task Force Detective Sergeant is very demanding.  Even though there are set 
work hours, this position requires the sergeant to have to be very flexible with their schedule.  Working undercover 
and with drug informants requires a strong mental sense and officer safety skills because of the people you are 
dealing with.  Besides supervising, Sgt. Gray does some case work.  Not only does she have to be mentally prepared 
during work hours, since he is the only Task Force Detective Sergeant, she must be prepared 24/7 to be called in at 
anytime if a major drug incident takes place.  It is not uncommon for her to get called off duty on a regular basis 
even on smaller drug incidents to get her opinion.        

 
 
TYPE IN YOUR NAME(S) AND EMAIL TO SUPERVISOR/DEPARTMENT HEAD.  REMEMBER TO SAVE A 
COPY! 
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EMPLOYEE SIGNATURE:     Margareta Gray DATE:   07/27/12 
 
 
 
SUPERVISOR SIGNATURE:  Captain Jerry Haferman DATE:  8/1/12 
 
DEPARTMENT HEAD SIGNATURE: 
 
HUMAN RESOURCES DIRECTOR SIGNATURE:  Terri M Palm, 8/2/12 
JDQ appears complete.  Thank you! 
 

DATE:   
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Jefferson County 

Job Description Questionnaire (JDQ) 
 

 
This is an electronic format.  The cells will expand as you type. 
 

  

Name:  Margareta Gray Date:  July 24, 2012 

Title:  Detective Sergeant Department:  Jefferson County Sheriff Office – Drug Task Force  

Work Location:  Annex Building – CTH N - Town of Koskonong Phone:  (920)568-2580 Office         (920)285-2588 Cell 

Immediate Supervisor:  Jerry Haferman Supervisor’s Title:  Administrative Captain 

 

  

TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months 0 Years      6 months 

TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 12 Years  11 months 

TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 17 Years    8 months 

WORK HOURS (Start/Finish):   8:00am – 4:00pm 

FULL TIME:  17 Years  8 months REGULAR PART-TIME  (%):  

 OTHER  

 
OUTLINE OF ORGANIZATION CHART  
 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you 
work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach 
a printed chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
 
The Jefferson County Sheriff’s Office Detective Sergeant position assigned to the Jefferson County Drug Task Force functions as the Project 
Director.  The Drug Task Force is a multi-jurisdictional agency funded by the Jefferson County Sheriff’s Office, participating municipal 
agencies, and Federal/State Grant Funding.  In addition, each municipality assigns officers to the unit or provides wages to employ limited 
term officers.  The Detective Sergeant is responsible to supervise all officers assigned to the Drug Task Force by the Jefferson County 
Sheriff’s Office and each of the municipalities.  In addition, the Detective Sergeant is responsible for managing all funding that supports 
the day to day operations of the Drug Task Force supplied by the municipalities, Federal and State Grants, as well as all forfeitures and 
seizures.  This funding pays for drug buy money, operating supplies, fuel costs, under cover vehicles, maintenance of under cover vehicles, 
building maintenance and fees, and other purchases necessary to support and operate the Drug Task Force Unit.  
 
The most important impact of the Detective Sergeant assigned to the Drug Task Force is to make the Jefferson County Drug Task Force a 
fully functioning unit that is available to each and every agency that is an active participant in the Drug Task Force.  This includes making 
themselves and other Drug Task Force officers available to respond to calls from municipalities during evening and weekend hours when 
assistance is requested.  In addition, the Detective Sergeant must file appropriate paperwork and records to continue receiving grant funds. 

Sergeant 
Support Services 

Detective Sergeant 
General Investigations 

2  
Full Time Detectives 

2  
Full Time Officers 

1  
Half Time Officer 

2  
Part Time Officers 

1  
Program Assistant 

Administrative 

Captain 

Detective Sergeant  
Drug Task Force 
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II. ESSENTIAL ACCOUNTABILITIES 

 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE MEASURED 

80 %  Supervision of Drug Task Force Officers/Program 
Assistant 

Review each officer’s reports on investigations they 
participate in to ensure they are clear, complete, and 
concise.  This includes investigations which are self-
initiated or requests for assistance from other agencies.  
Supervise officers during field work – controlled buys and 
search warrants.  Ensure each officer is following proper 
protocol and all search and seizure guidelines.  Ensuring 
each officer is completing assigned cases in a timely 
manner and properly disposing of case and evidence.  
Evaluate information that is being compiled and entered 
into the departmental databank, the Criminal Information 
System (CIS), for accuracy.  Complete yearly 
officer/program assistant evaluations. 

40 % Participate in Controlled Buys & Search Warrants Supervise Controlled Buys and Search Warrants.  Evaluate 
each situation for potential civilian and officer safety 
issues and provide alternative options.  Be a participating 
officer in controlled buys and search warrants.  Review 
search warrants to confirm all information is accurate to 
include the residence or object to be searched and the 
items to be search for are properly documented.  Prepare 
appropriate reports after participation and forward to 
program assistant for transcription.  Assist with 
interviews, surveillance, searching, and evidence 
collection.  Prepare recorded reports for Program Assistant 
to transcribe. 

30 % Participate in Investigations Initiate investigations and assist officers with 
investigations.  This includes conducting interviews, 
surveillance, writing search warrants, writing 
forfeiture/seizure documents, conducting garbage picks, 
generating informants, and arresting drug violators.  
Respond to other agencies to assist with investigations 
when requested to do so.  Prepare recorded reports for 
Program Assistant to transcribe. 

25 % Grant Paperwork – Quarterly Documents Generate required quarterly documents for grant 
reporting to include the G-2 Financial Report/Fund 
Request showing quarterly expenses, funds requested for 
reimbursement, and quarterly program income earned.  
The Asset Seizure Log showing all US Currency and 
property seized during the quarter and shows what 
percentage of the seizures need to be reported as earned 
income after utilizing mathematical formulas.  The 
Forfeiture Expenditure Log showing how the US Currency 
and property seized and forfeited is then converted into 
Task Force use.  The Quarterly Performance Measures 
Report which breaks down both Felony and Misdemeanor 
arrests, the number of cases initiated, the quantity of each 
drug purchased/seized during the quarter, as well as other 
performance related information.  The Semi-Annual 
Progress Report reviewing the progress of the Task Force 
to accomplish previously set goals, documenting any 
problems while attempting to attain the set goals, and any 
changes to previously set goals.  

25 % Officer Investigation Report Review Review all Task Force Officer incident reports and 
Jefferson County Officer reports related to drug 
investigations.  Ensure that all information is documented 
to include the required elements of the crime.  Assign 
Task Force Officers to additional follow-up which may 
generate additional drug charges, an informant, or drug 
information. 

15 % Review Case Files – ACISS Review all Jefferson County Drug Task Force entries into 
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the Statewide ACISS database.  All cases generated by 
Task Force are entered into ACISS for all state agencies to 
have access to for investigative purposes.  Access ACISS to 
determine if other agencies have drug information on 
targets of the Jefferson County Drug Task Force. 

15 % Phone Calls – Public and Law Enforcement Answer public requests for assistance related to drug 
offenses.  Take drug information from citizens and other 
law enforcement agencies.  Communicate with 
Prosecutors and Defense Attorneys in reference to 
pending and filed charges.  Contact other Law 
Enforcement Agencies requesting or offering assistance.   

15 % Grant Accounting - Purchases Determine which purchases made for the Task Force 
should be deducted from the Grant Account Funds.  
Determine if the purchases should be applied to the 
Federal portion or the State portion of the Grant Funds.  
Follow all strict guidelines for Grant purchases. Keep 
accounting records utilizing excel spreadsheets.   

10 % Review/Sign Criminal Complaints Review all Requests for Criminal Complaints prior to 
being submitted to the District Attorney’s Office.  Ensure 
all elements of the crime are documented, the appropriate 
charges are being requested, the appropriate enhancers are 
added, and the appropriate individual is being referred.  
Once the criminal complaints have been drafted by the 
District Attorney’s Office, review and sign prior to filing 
with the court. 

10 % Oversee Officer Informant Management - Assign 
Cases for Follow-up 

Have daily contact with each Task Force Officer to ensure 
proper and appropriate informant management.  
Troubleshoot problems with the Task Force Officer if the 
informant is having issues.  Assign cases for follow-up to 
develop possible informants to conduct future controlled 
buys. 

5 % Steering Committee Meetings Meet bi-monthly with the Jefferson County Drug Task 
Force Steering Committee members and review prior 
meeting minutes, previous two months worth of 
expenditures, review charges pending and filed, current 
purchases, search warrants anticipated and executed, State 
and Federal Seizures, and any other Task Force related 
matters.  

5 % Drug Talks Arrange community drug talks by assigning a Drug Task 
Force Officer or Canine Officer to conduct drug 
presentations.  Sometimes will conduct the drug 
presentation or assist other officers with presentation.  
Ensuring all information is up to date and accurate. 

5 % Scheduling – Time Off/Training Schedule time off for Task Force Officers utilizing 
Schedule Soft program.  Schedule training for Task Force 
Officers and the Program Assistant and a yearly basis.   

5 % Sheriff’s Account - Purchases Utilize the Task Force Funds requested through the 
Sheriff’s Office Budget to pay expenses related to 
building maintenance, utilities, equipment repair, and 
confidential buy funds.  Keep accounting records utilizing 
excel spreadsheets. 

5 % Forfeiture/Seizure Paperwork Complete the Forfeiture Complaint, Forfeiture Summons, 
and Forfeiture Affidavit to be filed with the County 
Circuit Courts for State Forfeiture Proceedings.  Complete 
Federal Forfeiture DAG-71 Form, obtain money order of 
seized funds, and complete related packet of forms for the 
Federal Forfeiture procedures.  Hand-deliver Federal 
Forfeiture paperwork to the DEA Office in Madison.  
Ensure that all paperwork for State and Federal 
Forfeitures are filed within the set times limits.  

5 % Forfeiture/Seizure, Restitution, & Reimbursement 
Accounts - Purchases 

Utilize the Forfeitures and Drug Restitution for the 
appropriate purchases.  Ensure Federal Guidelines are 
being followed for purchases made utilizing the Federal 
Forfeiture Account.  Reimburse local Task Force Agencies 
for DARE programs each school year.  Utilize appropriate 
accounts for Task Force Fuel purchases and Vehicle 
Maintenance/Repairs.   Keep accounting records utilizing 
excel spreadsheets.   

5 % Update Drug Task Force Forms & Policies Review Policies and Procedures of the Jefferson County 
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Drug Task Force and ensure all are up to date.  Review 
Task Force forms and update if needed. 

5 % Open Records Requests Review all Open Records Requests prior to being 
disseminated to individual(s) requesting reports. 

5 % Confidential Funds – Purchase Verification Dispense Confidential Funds to all Task Force Officers on 
a regular basis.  Each month verify the expenditures of 
each Task Force Officer on purchases of evidence and 
informant payments.  Ensure that each purchase of 
evidence or informant payment is cross referenced with a 
Task Force Incident Report. 

2 % Building Maintenance Maintain building and keep in operational order.  Ensure 
surveillance camera’s and alarm system are functioning.  
Contact vendors for maintenance of equipment.  Ensure 
cleanliness and safety of building since there is no 
cleaning service or on site maintenance crew. 

2 % Vehicle Maintenance Arrange with Jefferson County Sheriff’s Office Mechanic 
regular maintenance of Task Force Vehicles.  Schedule 
repairs with other local businesses that can not be done by 
department mechanic. 

 
 

III.  FORMAL PREPARATION / EXPERIENCE 

Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 

 

16. Formal preparation/education (or equivalent) necessary to qualify for the position. 
Detective Sergeant position requires a candidate to have a two year associate’s degree and five (5) years of law 
enforcement experience, or any combination of education and experience that provides equivalent knowledge, skills 
and abilities. 

17. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
       To qualify for Detective Sergeant, the candidate must have five (5) years of service with the Jefferson County  

Sheriff’s Office and must take and pass a promotional written exam.  

18. Note any other training/certifications, etc. which is needed for the position 
               Possess a valid Wisconsin Driver’s License and be a State Certified Law Enforcement Officer. 

19.     Please indicate additional education, experience or training that is desired for the position. 
               For the Detective Sergeant position assigned to the Jefferson County Drug Task Force, it is important to have a good 

understanding of all drug related offenses and drug enhancers, how to manage informants, search and seizure laws, 
entrapment issues, and current drug trends.  The Detective Sergeant should have experience in preparing complaints 
for the District Attorney’s Office, overdose death investigations, writing search warrants, writing forfeitures, 
informant management, and evidence procedures.  The Detective Sergeant needs to understand the risks associated 
with working informants during controlled buys and needs to be able to foresee and avoid any risks to officers and 
civilians.  The Detective Sergeant has to be available to Task Force Officers and other law enforcement agencies at a 
moments notice during all hours of the day and night, to include weekends.  The Detective Sergeant has to 
understand and be willing to sacrifice personal and sometimes family time to be successful as a supervisor assigned 
to the Task Force.    

20. Please indicate your education, experience, etc. that you have. 
              Associates Degree in Liberal Arts, First Line Supervisors On-Line Course through UW-Platteville, almost 18 years 

sworn law enforcement experience with approximately 13 years as a Detective, 5 ½ years assigned to the Jefferson 
County Drug Task Force as a Detective, additional duty of Crisis Negotiator for 15+ years, additional 3 ½ years 
civilian correctional officer in Walworth County, and 8 years prior military experience as Army Reservist. 

 

 
 
 
 

IV.  JUDGEMENTS MADE 

Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGEMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGEMENTS 

WHAT IS THE IMPACT OF 
THESE 

JUDGEMENTS 
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Purchases for Task Force Day to Day 
operations – supplies, training, utilities, 
fuel, etc. 

Administrative Captain, Chief Deputy, 
and Steering Committee 

Keeps the Drug Task Force Officers 
trained and the building and vehicles 
operational. 

Review Operational Procedures for 
each controlled buy of drugs and search 
warrants prior to execution. 

Administrative Captain Ensures the safety of the Drug Task 
Force Officers, non-involved civilians, 
and targeted individuals. 

Provide direction to Drug Task Force 
Officers throughout criminal drug 
investigation from onset to final 
disposition. 

Administrative Captain Ensures targeted individuals are not 
wrongly detained and all elements of 
the crime are met.   

Determine validity of information 
being provided to Drug Task Force 
about individuals involved with sale 
and manufacture of drugs. 

Administrative Captain Prioritizing the drug information that is 
called into the Drug Task Force is 
important to ensure the appropriate 
amount of resources and time is spent 
investigating reliable and not just 
assumed drug information. 

Review and approve Open Records 
requests 

Administrative Captain and Records 
Secretary 

Potential litigation for Jefferson 
County.  Fulfillment of open records 
requests. 

Determine whether it is beneficial to 
utilize a previously charged individual 
as an informant to apprehend 
additional individuals involved in the 
sale of controlled substances. 

Administrative Captain and District 
Attorney’s 

Utilizing previously charged 
individuals as informants allows the 
Drug Task Force to target and 
apprehend individuals involved in 
dealing larger amounts of controlled 
substances. 

Make decisions when requested by 
Drug Task Force Officers and Other 
Municipal Law Enforcement Agencies 
about search and seizure issues. 

Administrative Captain, District 
Attorney’s , and other Municipal 
Agency Administration 

Search and Seizure laws change on a 
regular basis and making the wrong 
decision could result in the loss of the 
criminal case and the potential for civil 
litigation. 

 
 
V.  PROBLEM SOLVING 

Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 
Informant Management Issues Detective Sergeant and Case Agent Officer 

Direction on Criminal Drug Investigations & Charging Detective Sergeant, Case Agent Officer, District Attorney’s 
Office, at times a citizen informant 

Equipment Issues – to include surveillance equipment and 
computer related items 

Detective Sergeant, Drug Task Force Officers, Drug Task 
Force Program Assistant/Secretary, Administrative Captain. 

Vehicle Issues – Maintenance problems or trade out   Detective Sergeant, Drug Task Force Officers, Sheriff’s 
Office Mechanic, Administrative Captain. 

Open Records Issues – Whether they are to be released or 
held 

Detective Sergeant, Records Secretary, Administrative 
Captain, Corporation Counsel 

Scheduling – Time-off and training Detective Sergeant, Drug Task Force Officers 
 

 

 

 

 

 

 
 
 

VI.  SUPERVISION / MANAGEMENT 

Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 

Responsibility for others:  Yes - Supervisor 

a. Number of People: Eight (8) – Seven (7) sworn personnel and one (1) civilian 
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b. Their Position Titles:  Two (2) Detective, five (5) officers, and one (1) program assistant 

c. Which, if any, of the following do you perform?: 

1. Directly Supervise?  Yes – all above personnel 

2. Train / Instruct?  Yes – Assist with training  

3. Give Work Direction?  Yes – all above personnel 

4. Do Project Management?  Yes – oversee entire function of Drug Task Force 

5. Conduct Performance Reviews?  Yes – all above personnel 

6. Discipline?  Yes 

7. Hire?  Yes – assist with limited term part-time hires 

 

d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 
      The Detective Sergeant assigned to the Jefferson County Drug Task Force is considered the Project Director of the unit.  
The Detective Sergeant is responsible for budgeting and managing all funds that support the operation of the Drug Task 
Force.   

 
 

VII. WORK RELATIONSHIPS 

Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 
Jefferson County Drug Task Force Steering Committee –
Chiefs from City of Fort Atkinson, City of Jefferson, City of 
Lake Mills, Town of Lake Mills, City of Waterloo, City of 
Watertown, Jefferson County District Attorney, and the 
Sheriff of Jefferson County 

Keep informed of the operations of the Drug Task Force and 
to receive majority vote approval and direction for unit 
operations. 

South East Area Drug Operations Group (SEADOG) – 
Jefferson, Dodge, Kenosha, Racine, and Walworth Counties 

Meet quarterly to relay drug related information about 
investigations and trends in each unit.  Compile information 
to be submitted yearly for the Byrne Grant to ensure funding 
for the SEADOG Drug Task Forces.  

District Attorney’s Office Discuss legal questions on criminal investigations, submit, 
review and sign Criminal Complaints.  Testify in court as 
needed. 

Administrative Captain Apprise of ongoing activities of the Drug Task Force.  
Review the operational expenses of the Drug Task Force and 
project future budgets. 

Detective Sergeant – General Investigations Discuss investigations both criminal and drug related 
investigations.  Sharing of personnel in major investigations 
to carry out investigations such as search warrants and death 
investigations. 

Drug Task Force Officers Assign and monitor drug complaints, informant 
management, complete performance evaluations, direct, 
coach and mentor ongoing development of the Drug Task 
Force Officers. 

Patrol Sergeants Discuss patrol generated drug complaints and investigations.  
Request assistance from patrol officers to conduct 
surveillance on targets and/or stop suspect vehicles. 

Drug Task Force Secretary/Program Assistant Monitor transcription and preparation of criminal complaints 
for the DA.  Monitor entry into state database, ACISS, drug 
related information.  Obtain yearly figures from drug 
investigations to be utilized for Byrne Grant funding.   

Patrol/Jail Officers When requested, assist with drug related investigations and 
traffic stops.  Assist with drug identification, evidence 
collection, and interviews.  Assist with obtaining search 
warrants when necessary.  

Confidential Informants Utilize confidential informants to purchase controlled 
substances from individuals selling.  Receive additional 
information from informants that assists with identifying 
others involved in the sales of controlled substances. 
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Citizens Receive drug related information from citizens and provide 
guidance on how to deal with drug issues. 

School Administrations Arrange for searches of schools following school policies and 
procedures.  When requested by School Administrations, 
provide drug talks to students. 

 
 

VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 

% Inside (sheltered)     70% % Noise     5%  % Travel Required     20% 

& Outside Work     30%   % Fumes, Odor     5% % Temperature extremes     5% 

% Hazards     30% % Other (note)  

Are there any unusual requirements for your position? (Y/N)      Y   

If yes, please explain:  The Drug Task Force Detective Sergeant needs to make themselves available to all county 

municipal agencies as much as possible, this includes nights and weekends.   This means at times the Detective 
Sergeant may have to sacrifice personal time to assist these agencies.  The Drug Task Force Sergeant also is present at 
almost all controlled buys and search warrants, most of these types of activities occur during the evening hours.   

  

 

IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 

Does your position require any unusual or unique mental requirements?   
The Drug Task Force Detective Sergeant is a position that requires an individual that is self motivated and can work with 
little direction.  The Task Force offices are located in a location away from the main Sheriff’s Office, meaning the highest 
ranking individual with an office in the Task Force building is the Detective Sergeant.  The Detective Sergeant has to be able 
to make decisions without relying on the Administrative Captain all the time and feel confident in the decisions that are 
being made.  While participating in investigations, the Detective Sergeant is exposed to making decisions that can ultimately 
change a person’s life forever; this sometimes involves getting human services to take children out of drug houses to ensure 
their safety.  Some of the more mentally taxing investigations the Detective Sergeant is involved in are drug related overdoses 
resulting in death.  Finally, the Detective Sergeant also has to have metal toughness when preparing for high risk search 
warrants.  The Detective Sergeant knows that at anytime an entry into a suspects home can become a fatal situation and the 
Detective Sergeant has to ensure all search warrants are prepared for properly by all officers involved.     

 

 

X.  ADDITIONAL DATA/NOTABLE INFORMATION 

Please identify any other information, which would help someone else understand your position more clearly: 
Without the Drug Task Force Detective Sergeant properly overseeing the day to day operations of the Task Force and 
properly handling the funding of the Drug Task Force, the unit wouldn’t not be as successful as it has become.  In fact, 
improper handling by the Detective Sergeant could cause the unit to fail and not exist, causing drugs to become an even 
bigger problem.  Drugs in the Jefferson County Area will always be an issue, without the Drug Task Force, the sale and use of 
controlled substances and the overdose deaths would spiral out of control.  As a Drug Task Force Detective Sergeant, the 
understanding has to be there that drug use is related to a majority of property related crimes, therefore, it is important for the 
Drug Task Force Sergeant to be able to work with all individuals in law enforcement to combat drugs and crime in general.   

 
 

XI.  SUPERVISOR’S REMARKS 

Margareta Gray’s documentation on this questionnaire is an accurate description of the position of Task Force 
Detective Sergeant.  The position of Task Force Detective Sergeant is very demanding.  Even though there are set 
work hours, this position requires the sergeant to have to be very flexible with their schedule.  Working undercover 
and with drug informants requires a strong mental sense and officer safety skills because of the people you are 
dealing with.  Besides supervising, Sgt. Gray does some case work.  Not only does she have to be mentally prepared 
during work hours, since he is the only Task Force Detective Sergeant, she must be prepared 24/7 to be called in at 
anytime if a major drug incident takes place.  It is not uncommon for her to get called off duty on a regular basis 
even on smaller drug incidents to get her opinion.        

 
 
TYPE IN YOUR NAME(S) AND EMAIL TO SUPERVISOR/DEPARTMENT HEAD.  REMEMBER TO SAVE A 
COPY! 
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EMPLOYEE SIGNATURE:     Margareta Gray DATE:   07/27/12 
 
 
 
SUPERVISOR SIGNATURE:  Captain Jerry Haferman DATE:  8/1/12 
 
DEPARTMENT HEAD SIGNATURE: 
 
HUMAN RESOURCES DIRECTOR SIGNATURE:  Terri M Palm, 8/2/12 
JDQ appears complete.  Thank you! 
 

DATE:   
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Jefferson County 

Job Description Questionnaire (JDQ) 
 

 
This is an electronic format.  The cells will expand as you type. 
 

  

Name: Thomas A. Rue Date: 7-24-12 

Title: Sergeant Department: Sheriff’s Office 

Work Location: Patrol Division Phone: 920-674-7310 

Immediate Supervisor: Duane Scott Supervisor’s Title: Captain 

 

  

TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months 13 years  months 

TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 26 years 8 months 

TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 26 years 8 months 

WORK HOURS (Start/Finish): 0530 – 1600  7 days on / 7 days off 

FULL TIME: Yes REGULAR PART-TIME  (%):  

 OTHER  

 
 
OUTLINE OF ORGANIZATION CHART  

 
COMPLETE THE FOLLOWING SECTION OR ATTACH AT END OF DOCUMENT. 
 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you 
work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach 
a printed chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider its most important impact on the organization. 
Patrol sergeants manage day to day operations of the patrol division. We are responsible for direct supervision 
and evaluation of subordinates and work units. We administer and supervise department operations, planning, 
scheduling. We coordinate and evaluate workers and specialized programs. We personally manage and 
coordinate critical and/or major situations. (i.e. Fatal Accidents, Shootings, plane crashes, etc.) . We are the 
liaison and public relations officers for news media and the public. All patrol sergeants manage one or more 
specialty units within the Patrol Division. On most occasions other than in the jail; supervisors work Monday-

Dispatch 

Supervisor 

34 Patrol 

Deputies 

Dispatchers when 

Dispatch 

Supervisor is not 

in and on 

weekends. 

Patrol 

Clerks 

Jail staff if 

Jail Sergeant 

or Jail 

Captain is 

not 

available. 

Detectives when 

Detective 

Supervisors are 

not in or on 

weekends 

Supervisor 

Captain Scott 

Your Position 
Patrol Sergeant 
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Friday dayshift; as Patrol Sergeants we are also called upon to manage and supervise Dispatch, take care of 
process, transports, and any other personnel needed after hours or on weekends. We are often placed in critical 
situations where a quick decision must be made that will impact property, welfare, and possibly the life of 
other individuals. We must have a large basis of knowledge and experience, and be able to effectively think on 
our feet. Patrol Sergeants see that deputies do not violate the rights of citizens, which are granted through the 
Constitutions of the United States and the State of Wisconsin. Violations of which has cost some agencies large 
amounts of money in damages. All this while ensuring that the citizens of Jefferson County receive the best 
Law Enforcement services that the Sheriff’s Office Patrol Division can provide.  

 
 

 

II. ESSENTIAL ACCOUNTABILITIES 

 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE 

MEASURED 

10% Prepare for patrol briefing. Brief patrol deputies 
on what has occurred on previous shifts to keep 
them updated. Include areas, assignments, and 
follow up they need to do. Often include roll call 
training on legal updates, policies or procedures 
that have changed. 

Well prepared, organized deputies that are 
confident in their duties. 

5% Distribute paperwork from dispatch. (27’s,28’s, 
TTY’s on missing endangered persons, Amber 
Alerts, ATL’s on dangerous wanted felons etc.) 

Well informed personnel lends to more 
efficient personnel. 

5% Daily squad and equipment check Well maintained equipment limiting 
liability 

15% Review all deputy incident reports, citations, 
crash reports.  

Organized paperwork streamlines 
efficiency and productivity of an agency. 

10% Schedule future areas assigned to deputies, 
review and approve or deny requests for time 
off. Post overtime, schedule special assignments. 
Schedule training for sworn personnel.   

  Well structured, consistent scheduling 
leads to better organizational structure. 
Fewer complaints from personnel. 

15% Field numerous phone calls for dispatch from the 
public, organizations, other departments on 
various topics etc. 

Takes work load off of dispatch and allows 
for better public service. 

15% Make many decisions for deputies that pertain to 
liability situations that they normally are not to 
make (i.e. Use of spike system on pursuits, 
mutual aid requests, kicking in doors, call out of 
the Air Wing, SWAT call out, MAIT call out etc.) 

Knowledgeable and timely decisions limit 
personal and organizational liability. 

5% Research, review and rewrite policy for 
command staff approval. 

Assisting command staff review policy 
lends to those that use policy and 
procedures regularly to make valuable 
contributions to the process therefore 
allowing for even more useful policies that 
will assist in limiting department liability. 

5% Prepare and submit budgets Assisting command staff will speed up the 
budget process and provide for fresh needs 
and ideas. 

10% Review and stay current of federal, state, and 
local laws. 

Limiting liability through knowledge that 
leads to informed decisions. 
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5% Download audio and video evidence deputies 
turn in at shift end. 

Saving data and evidence to prevent 
liability claims. 

10% I schedule all deputies that come from the jail for 
their 12 week Patrol Field Training. Review all 
daily, weekly, and step DOR’s. I meet with FTO’s 
and PO’s to assess progress and determine need 
for extension, performance improvement plan, or 
continuation and graduation from the program. 
If the assessment shows they have not passed the 
program they are given documentation showing 
cause. I maintain the FTO manual with nearly 
weekly changes. 

Proper organization and management of the 
FTO program will prepare all new deputies 
that pass the program, to reach their full 
potential and provide knowledgeable, 
professional policing for years to come. 

10% Conduct training in DAAT, POSC, FIREARMS, 
DIVE and other areas mentioned above for our 
training purposes as well as County Wide 
Training. Prepare lesson plans, PowerPoint 
presentations and do scheduling. 

Training is an invaluable resource, and 
prepares the deputies to handle any type of 
incident from critical to minimal as second 
nature. This will limit deputy injuries, 
complaints against deputies, and liability. 

5% Review cases with the DA’s Office and testify in 
court 

Proper preparation and handling of cases 
leads to a professional image and the 
desired outcome in court. 

20% Use critical thinking in problem solving for daily 
occurrences whether it is situations deputies, 
dispatchers, or I as a Sergeant personally 
encounter. 

Allows for me to assist deputies and other 
staff to decide whether a claim is always 
true, sometimes true, partly true, or false. 
This in turn allows for the proper outcome 
in a given situation, which in turn allows 
the organization to function at its most 
efficient level. 

10% Manage special units such as the Dive Team, 
FTO Cadre, Snowmobile Patrol, Boat Patrol, and 
use of ATV and UTVs.  

Professional personnel will be assigned to 
all units and they will conduct business in 
an efficient professional manner. 

5% Fill out reports. First Report of Injury if claimed. 
Fill out reports on damage to squads.  All are 
important for insurance purposes. Pursuit report 
forms for the State of WI 

All important forms that will organize and 
streamline needed claims for deputies and 
the Sheriff’s Office as well as the State of 
WI. 

2% Review and distribute court notices for patrol 
deputies to make sure then make their dates. 

Smoother running more efficient court 
system. 

5% Manage range building, cleaning, schedule use, 
maintenance, etc. 

A better more organized training facility 
lends itself to better more efficient training. 

5% Confer with Human Services on detoxes, ED’s, 
CHIPS cases etc. 

Better care for those in need of special 
services.  

10% Often make the final decision for deputies on 
what defendants will be charged with. 

More efficient decision making thus a better 
legal system. 

5% Sergeant’s logs and press releases and any major 
incident. 

Keeps all members of the Sheriff’s Office as 
well as the public better informed on what 
is occurring in their community. 

5% I am a member of the Use of Force Review 
Committee. We review nearly all force used by 
deputies from Control alternatives through 
Deadly Force, or anytime medical assistance is 
needed or requested. 

Keeps track of force situations so that all 
force is kept within proper guidelines, 
therefore eliminating what could otherwise 
be an injustice to the public and a costly 
liability for the county. 

5% Attend Sergeant’s meetings, Staff meetings, FTO 
meetings, Boat Patrol meetings, Snowmobile 
patrol meetings etc. 

Staying informed and passing information 
on is an essential part of law enforcement as 
it is with an business, community etc.  

5% Research, prepare, and present evaluations to Allow deputies to know what they need to 
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deputies. work on as well as informing supervisors 
and superiors the current status of 
personnel in the Sheriff’s Office. Also allows 
for adaption of training to improve on any 
areas that are seen as weaknesses in the 
Office. 

   

 
 

III.  FORMAL PREPARATION / EXPERIENCE 

Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 

 

21. Formal preparation/education (or equivalent) necessary to qualify for the position. 
60 college credits. All sworn personnel must complete the Wisconsin Law Enforcement Academy. You must 
pass the Patrol Sergeant test written by the state of Wisconsin.  

22. Relevant experience required to qualify for the position (number of years of relevant experience needed) 
You must be employed with the Sheriff’s Office 3.5 years minus educational credits in you have them, to 
write for sergeant.  

23. Note any other training/certifications, etc. which is needed for the position.  When hired you must pass 12 
weeks of field training in the jail. Then to go to patrol you must pass another 12 week Patrol Field training 
program. If you do not pass the 12 week training in the jail you are fired. You then still have to pass the 12 
week for patrol. If you fail the patrol training you will not be allowed to leave the jail. All Law Enforcement 
Officers, including Sergeants have to attend 24 hours of mandatory training each year to keep their 
Certification as an Officer in the State of Wisconsin. We also must attend Vehicle Pursuit training every 
other year. 

24. Please indicate additional education, experience or training that is desired for the position. 
           Supervisory training/education and Field Training Officer training and experience. Nearly every Sergeant has           
been promoted from the FTO ranks where they have had experience training and relaying their knowledge to other 
Deputies. The ability to impart you knowledge to others, and oversee what they are doing on a daily basis is an 

integral part of being a Supervisor.  

25. Please indicate your education, experience, etc. that you have. 
        I was confirmed at St. John’s Lutheran school in Jefferson. I graduated from Lakeside Lutheran High School in 
Lake Mills.  I received an Associate degree in Police Science from MATC in Madison. I have attended many schools 
and have received Law Enforcement certifications as an instructor in Defensive and Arrest Tactics (DAAT), Position 
of Subject Control (POSC), Firearms, Tactical Rifle, Vehicle Contacts, Emergency Vehicle Operations Course (EVOC), 
Corrections Emergency Response Team (CERT) With those certifications I attended more classes and received my 
part time teaching degree and taught for 6 years at MATC Madison in the Recruit Academy. I also am a SCUBA 
instructor and certify all of our Dive Team members in I have 13 years of supervisory experience at the Sheriff’s 
Office. I attended several supervisory and management seminars. While working as a patrol deputy I was a Field 
Training Officer for 6 years; the training for which included developing a training program, evaluation of deputy’s 
performance, documentation procedures of deputy’s performance, and evaluation of how to improve the field 

training program. I am now the Supervisors of all the FTO’s.  

 
 

IV.  JUDGEMENTS MADE 

Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGEMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGEMENTS 

WHAT IS THE IMPACT OF 
THESE 

JUDGEMENTS 

Do we have the constitutional 
authority to arrest a person. 

The courts (to include the Supreme 
Court), Lawyers, citizens, and the 
news media. 

Arresting someone without 
constitutional authority can result in 
litigation costing thousands to 
hundreds of thousands  of dollars. 
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Authorizing and directing deputies 
to use Deadly Force in situation as 
dictated by Sheriff’s Office’s Policies 
and Procedures. (i.e. High Speed 
Chases) 

The courts (to include the Supreme 
Court), Lawyers, citizens, and the 
news media. 

Taking someone’s life has dramatic 
and long lasting impacts on 
everyone involved and the public as 
a whole. Unjustified use of Deadly 
Force costs millions of dollars, can 
destroy the credibility of a law 
enforcement agency, divide the 
public, and in some cases has 
resulted in Riots.  

Course of action to be taken during 
incident investigations/situations. 

The courts (to include the Supreme 
Court), Lawyers, citizens, and the 
news media. 

Enforcement of laws and 
prosecution of the offenders brings 
satisfaction to victims which allow 
the healing process to begin, which 
allows victims to get past their 
personal trauma. The constitution, 
laws, and court procedures must be 
adhered to if a conviction is going to 
be obtained. Failure to obtain 
evidence or violating the procedural 
guidelines will jeopardize the 
investigation and case; which will 
result in the offender being able to 
terrorize more victims. 

Dealing with armed/dangerous 
subjects and dangerous situations. 

The courts (to include the Supreme 
Court), Lawyers, citizens, and the 
news media. 

The safety of Citizens, deputies, and 
even the offender must be 
considered. Using too much force or 
not enough force could result in 
unnecessary injury or death; as well 
as costing the County monetary 
damages in civil actions from victims 
or offenders. 

   

 
 
V.  PROBLEM SOLVING 

Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 

Deployment of deputies to cover calls; while providing 
deputy and citizen safety requirements.  

Patrol Sergeant 

Compliance with the Constitutions of the United States 
and Wisconsin, Supreme Court Rulings, and other 
regulatory documentation/requirements in dealing 
with; investigations, monitoring deputies actions, 
authorizing/ordering deputies to take action, and the 
rights/needs of the public.   

Patrol Sergeant,   

Project Management for specifically assigned Specialty 
Units. (including but not limited to; budget, training, 
staffing, protocols/procedures, and deployments) 

Sergeant Assigned to specific Specialty Unit. 

Questions and concerns of the Public related to law 
enforcement procedures and actions. Citizen 
Complaints about deputy’s actions. 

Patrol Sergeant. (Finding forwarded to Patrol Captain 
when required by Policy and Procedure or as 
warranted) 

Review and evaluation of deputy performance and 
activities. Commencement of discipline procedure as 

Patrol Sergeant 
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warranted. 

Review/critique of all reports done by patrol deputies. Patrol Sergeant 
 

Coordinate activities with other agencies and jurisdictions   Patrol Sergeant 

 

 

 

 

 
 
 

VI.  SUPERVISION / MANAGEMENT 

Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 

Responsibility for others: 

a. Number of People:  44 

b. Their Position Titles: Deputies, Dispatchers, Clerks 

c. Which, if any, of the following do you perform?: 

1. Directly Supervise?  Yes 

2. Train / Instruct?  Yes 

3. Give Work Direction?   Yes 

4. Do Project Management?  Yes 

5. Conduct Performance Reviews?  Yes 

6. Discipline?  Yes 

7. Hire?  No 

 

d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability: 

1.) Dive Team budget. I research equipment for safety, quality and expense. I prepare and submit a budget 
based on the need, cost, and applicability of each item. When approved I purchase the item if it is a low cost item. If 
not I need to prepare a purchase order etc. The Dive Team has a Dive Bus and nearly $5000.00 dollars of equipment 
provided to each of 13 divers. 2.) Project manager for Lake Mills Range building. I am responsible for building 
logistics and construction oversight. I was given $10,000.00 for the last fiscal budget. I have prepared and submitted 
the 2013 budget. I am responsible for the oversight of the utilities, cable, phone, internet, and general upkeep of the 
building. 3) Boat Patrol budget. I submit a yearly budget for the Boat Patrol. I also have to review daily logs to make 
sure all information such as gas purchases are correct. I purchase new equipment and repair damages. I tabulate the 
costs of patrol including Deputies wages, mileage, fuel costs and depreciation of equipment. I review daily logs and 
transfer them to weekly reports, then on to monthly reports and finally onto a yearly. I then go to Madison to meet 
with the DNR to submit this budget which we may receive up to 90% reimbursement. We have one Boston Whaler 
with a 225hp Honda motor, 1 zodiac with a 90hp Evinrude and 1 small alumacraft boat. 4) Snowmobile Patrol 
budget. I submit a yearly budget and have to follow all the same procedures as for boat patrol with accounting. I 
also have to submit the same financial paperwork to the DNR. We have two snowmobiles and various equipment 
for this unit. 5) ATV budget. I am responsible for the upkeep and maintenance of the two ATV, s and one UTV that 
JESO has.  6) I budget for training for my Field Training Officers (FTO’s).   

 
 

VII. WORK RELATIONSHIPS 

Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 

Public Respond to calls and assist in crisis. May issue citations, 
warn, arrest, or release without action depending on the 
fact situation. We meet with victims of crimes, witnesses, 
and defendants. Sergeants often field calls answering 
questions on what is taking place on a complaint a 
Deputy handled. We also field complaints on Deputies 
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and decide what follow or actions need to take place if 
any. We also have times that we can make casual contact 
as Public Relations or host classes such as the Citizen 
Police Academy where I often have the chance to 
instruct.  

Judges We testify in their courts. We often respond to courts to 
assist with security. 

Private employees - kitchen staff, maintenance, 
secretaries etc. 

Supervise in the absence (weekends, nights) of their 
usual supervisors.  

Jefferson County Emergency Communications Schedule, call in, supervise, and train. 

Other Agencies – Watertown Pd, Jefferson Pd, 
Whitewater Pd, UW Whitewater PD, Johnson Creek PD, 
Lake Mills Pd, and Fort Atkinson PD, State Patrol, and 
many agencies outside our jurisdiction. 

Back up when needed assist. I train these departments 
yearly in a County Wide Training program that includes, 
and is not limited to; Defensive and Arrest Tactics, 
Vehicle Contacts, Emergency Vehicle Operations, and 
Pursuit Driving.  

Patrol Deputies Schedule, manage, supervise, train, do reviews, initiate 
discipline, brief. Backup in emergencies and day to day 
patrol activities when needed. 

Jail Deputies Train and assist with inmates as needed. 

Support Services Deputies Train, assist with process by assigning to patrol deputies. 

Detectives  Train. Initial investigations and review of complaints 
they follow up on.  

Superiors – Captain, Chief, Sheriff Initiate, recommend and administer corrective and/or 
disciplinary action involving subordinate employees, 
consistent with department policy and procedures. 
Train. 

Vendors Review products, recommendations, and purchase from 
companies when warranted. 

Emergency Government Coordinate with during emergencies such as but not 
limited to the 2008 severe flooding. Assist in running 
command posts. Work together on grant suggestions. I 
have received a new boat motor and trailer through a 
grant due to working with Emergency government. I 
also have made our Lake Mills Range a secondary 
Emergency Government command post. 

DA We often confer with the District Attorney as to charges, 
elements of crimes, search warrants, victims’ rights; 
follow up needed etc. so that all cases may be handled in 
the best possible way. 

 
 

VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 

% Inside (sheltered) 50% % Noise 10% % Travel Required 5% 

& Outside Work 50% % Fumes, Odor 15% % Temperature extremes 30% 

% Hazards 20% % Other (note)  

Are there any unusual requirements for your position? (Y/N) Yes   

If yes, please explain: We are often exposed to blood born pathogens, toxic fumes, violent persons and high 
stress critical situations. We often work overtime and swing shifts as needed to cover. 

  

 

IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 

Does your position require any unusual or unique mental requirements? We are forced to make critical decisions in 
a moment’s notice with very often limited information to base our decision. A wrong outcome could cause severe 
liability on us, other individuals and out department as a whole. We therefore are depended on to have exceptional 
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judgment skills. 

 

 
 

X.  ADDITIONAL DATA/NOTABLE INFORMATION 

Please identify any other information, which would help someone else understand your position more clearly: 

Our job as Supervisors at Jefferson County Sheriff’s Office is in a constant state of transformation from day to day 
and shift to shift. We deal with extremes not only temperatures, hours worked, and personalities encountered, but 
also in decisions to be made. In most cases we as Sergeants do not have the luxury of time or research but only split 
second decisions based on knowledge and experience. We have to protect and serve the citizens of the county and 
also assure the safety of our deputies while making sure they are properly performing their jobs. We OFTEN deal 
with death and gore that the common public very seldom sees. We council deputies on problems and make sure 
they get professional counseling if needed.  

 
 

XI.  SUPERVISOR’S REMARKS 

The 6 Sergeants are responsible for the general areas listed in the JDQ; however, each Sergeant has specialty areas 
that they are required to deal with above and beyond their normal duties. These areas include SWAT, EVOC, 
Firearms, Motorcycle patrol, maintaining defibrillators, squad camerss, TRACS, DAAT, Dive team, Boat patrol, 
Snowmobile patrol, OWI arrests, K-9 unit, Crash Investigation Team, Fleet , Special events, Training facility and 
Truck enforcement. Each of these specialty areas requires: training time, budgeting considerations and 
documentation above their normal supervision of their daily shifts. 

 
 
 
TYPE IN YOUR NAME(S) AND EMAIL TO SUPERVISOR/DEPARTMENT HEAD.  REMEMBER TO SAVE A 
COPY! 
 

 
EMPLOYEE SIGNATURE: Tom Rue 

 
DATE: 08/02/12 

 
 
 
SUPERVISOR SIGNATURE: Captain Duane Scott DATE: 08/03/12 
 
DEPARTMENT HEAD SIGNATURE: 
 
HUMAN RESOURCES DIRECTOR SIGNATURE:  Terri M Palm, 8/6/12 
Note:  Current JD requirements are: 
Two year Associate degree in police science with five years 

law enforcement experience, or any combination of education 

and experience that provides equivalent knowledge, skills, and 

abilities. Possess a valid Wisconsin driver's license. 

To take the examination for promotion to Sergeant, a candidate 

must have not less than five (5) years of service with the 

Sheriff’ Department. 

 

 

DATE:   
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THIS PAGE IS LEFT BLANK TO INSERT ANY ADDITIONAL INFORMATION (Organizational Chart; Specific 
information per employee, if more than one person is submitting this JDQ; etc.) 

Sergeant Matthew Miller 
Sergeant Leon Groshek 
Sergeant Brian Olson 
Sergeant Michael Weber  
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Jefferson County 

Job Description Questionnaire (JDQ) 
 

  

Name:  Donald C. Hunter Date:  July 24, 2012 

Title:  Detective Sergeant Department:  Jefferson County Sheriff’s Office 

Work Location: 411 S. Center Ave, Jefferson, WI 53549 Phone:  920-674-7317 

Immediate Supervisor: Jerry Haferman Supervisor’s Title:  Administrative Captain 

 

  

TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months 1 yr 4 ½ mo 

TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months 17 yrs 6 mo 

TOTAL EMPLOYMENT WITH YOUR ORGANIZATION:  in years and months 21 yrs 2 mo 

WORK HOURS (Start/Finish): 8 am – 4 pm 

FULL TIME:   X REGULAR PART-TIME  (%):  

 OTHER  

 
OUTLINE OF ORGANIZATION CHART  

 
Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you 
work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach 
a printed chart with the same information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I.  POSITION SUMMARY 

Briefly state why your position exists and what you consider its most important impact on the organization. 
My primary job position is direct supervision of six (6) General Detectives, through assigning cases for 
continuing investigation, monitoring Detective Case Loads, monitoring Detectives progress on cases, thorough 
review of Detective Cases which are sent to the District Attorney’s Office and other Law Enforcement Agencies, 
preparing annual evaluations, scheduling of Detectives and budgeting for equipment and operation of the 
Detective Division.  Impact on the organization is to ensure that complaints of citizens are fully investigated in 
an accurate and timely manner.  I am also responsible for thoroughly reviewing all cases from Deputies in other 
Divisions, to determine whether they are assigned to a detective or the Deputy who originally investigated the 
case, or cases that have requests for charges and are submitted to the District Attorney’s Office. I am responsible 
for conducting internal investigations, the direct supervision of one (1) full-time and One part-time Detective 
Secretary, as well as two (2) full-time Receptionists/secretaries to ensure that cases, citations and accident reports 
are accurately transcribed, assembled and directed to the appropriate area, oversee compliance with Wisconsin 
Open Records requests and ensure that requests of citizens at the reception window are handled accurately and 
timely.  Impact on the organization is to ensure that the Jefferson County Sheriff’s Office has a positive 
relationship with the public and that we are in compliance with State Statutes, to avoid possible litigation.  

Captain 

Haferman 

Detective Sergeant 
Margareta Gray 

Sergeant 
Sharee Brost 

Detective Sergeant 
Donald Hunter 

Two-Full-Time 
Receptionist/

Secretary 
 

 
Six-General 

Detectives 

One-Full-Time 
Detective 
Secretary 

(1)  

One-Part-Time 
Detective 
Secretary 
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II. ESSENTIAL ACCOUNTABILITIES 

 
 Please identify the essential accountabilities of your position, which should be the most important responsibilities of the job.  

Then explain how the outcomes could be measured.  Indicate the approximate percentage of time spent annually on those 
activities. 

 
% of Time 

Spent 

 
ESSENTIAL ACCOUNTABILITIES 

 
HOW OUTCOMES COULD BE 

MEASURED 

20 Review, evaluate and assign criminal complaints Evaluate the percentage of Arrests in 
relation to the total amount of criminal 
complaints assigned for follow-up. 

20 Prepare cases for prosecution.  Review criminal 
complaints and evidence for accuracy.  Work 
with DA’s Office. Sign complaints. Testify in 
court. Prepare press release. 

Evaluate the amount of cases submitted to 
the DA that require additional DA 
requested follow-up.   Talk with DA 
personnel to evaluate ability to testify in 
court.  Look at past press releases to 
determine accuracy and completeness. 

10 Monitor progress of investigation. Conduct 
internal investigations, prepare reports and 
interviews. Develop and deal with outside 
sources. 

Evaluate the clearance rate of criminal 
complaints assigned to each Detective.  
Review past reports that I have prepared. 

10 Oversee the collection, processing, handling and 
chain of custody of evidence. 

Evaluate the evidence collected for criminal 
complaints that have been submitted to the 
DA for prosecution. 

30 Evaluate work performance of detectives and 
clerical staff. Maintain scheduling for on-call, 
training, vacations, sick time, etc. On-call 24 
hours per day. Supervise hostage negotiators. 

Evaluate the reports and other materials 
that detective and clerical staff produce.  
Evaluate the Schedule Soft system for 
accuracy of scheduling.  Determine the 
availability of responding to calls 24 hours a 
day.  I have no responsibilities of hostage 
negotiators. 

5 Evaluate the requests and distribution of open 
records.  Prepare reports. 

Talk with receptionist/secretary who is 
currently responsible for compiling open 
records requests to evaluate my abilities in 
this area.  Review reports related to open 
records that I have signed off on. 

2 Responsible for the Detective Division’s budget.  
Prepare grant applications. 

Review past submissions of budget request 
items.  Look at expenditures of budget 
approved items.  I am not currently 
involved in grant applications. 

5 Attend and arrange training.  Maintain 
knowledge in drug enforcement and criminal 
law. 

Review materials from past trainings that I 
have attended as well as looking at my 
performance for more formal training, such 
as DCI Death Investigation School, Front 
Line supervisory training and Leadership in 
Police Organizations, on line training.  
Review materials that I have prepared for 
training that I have presented in the past.  
Evaluate criminal complaints that have 
been submitted to the DA office for 
accuracy and applicability of cited statutes. 

0 File Federal and State arrest forfeitures. I have not been involved in filing 
forfeitures. 

1 Direct County wide Programs. I oversee Det. Petig who is responsible for 
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facilitating County Wide Detective 
meetings.  I am involved in the Jefferson 
County Child Death Review Team and the 
County Wide Coordinated Community 
Response Team for Domestic Abuse; I am 
currently a member of the policy 
subcommittee of this group. 

1 Monitor equipment, supplies and structural 
facility needs. 

I maintain a catalogue of equipment 
assigned to the Detective Division.  I 
monitor the evidence room and evidence 
search garage to ensure that there are no 
structural problems. 

1 Oversee and organize, confidential police 
informant system 

I currently track the identity and use of the 
limited number of informants by detectives 
assigned to the General Detective Unit. 

1 Attend various meetings I am involved in organizing and attending a 
number of meetings that occur both within 
the Jefferson County Sheriff’s Office and 
through other County Organizations. 

2 Perform other duties as requested by supervisors Talk with current and past supervisors to 
evaluate my ability to complete duties 
requested by supervisors. 

10 Maintain and investigate a case load of criminal 
complaints.  Meet with Patrol Sgts to discuss 
Patrol Division report issues.  Advise Patrol 
Deputies on strategies for charging  and 
investigating criminal complaints.  

Review reports I have completed from the 
investigation of criminal complaints.  Talk 
with Patrol Sgts and Deputies to evaluate 
the effectiveness and accuracy of my advice.  

 
 

III.  FORMAL PREPARATION / EXPERIENCE 

Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for position. 

 

26. Formal preparation/education (or equivalent) necessary to qualify for the position.  The Detective Sergeant 
position requires that a person has a two year associate’s degree in police science and five years of law 
enforcement experience, or any combination of education and experience that provides equivalent 
knowledge, skills and abilities.  

 

27. Relevant experience required to qualify for the position (number of years of relevant experience needed)  To 
qualify for the Detective Sergeant position, a person must have five (5) years of service with the Jefferson 
County Sheriff’s Office and must take and pass a promotional written exam. 

 

28. Note any other training/certifications, etc. which is needed for the position  Possess a valid Wisconsin 

Driver’s License. 
 

29. Please indicate additional education, experience or training that is desired for the position.  For a person to be 
successful as a Detective Sergeant, it is important that the person has significant experience in 
investigating a variety of criminal offenses.  They should have significant experience in the processing of 
crime scenes.  They should have significant experience in preparing criminal complaints  for the DA and 
direct participation in the successful prosecution of criminal offenses.  Strong knowledge in 
photography, and computer equipment would be very helpful.  Ability to handle the emotional toll that 
a person in this position is exposed to by a variety of criminal offenses, such as Homicide, sexual 
assaults, Sexual and physical abuse of children, suicides and other death scenes.  Strong written and 
verbal communication skills and strong personal  skills. 
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Please indicate your education, experience, etc. that you have.  I have a four (4) year Bachelor of Arts Degree in 
Sociology with an emphasis in Criminal Justice from the University of Wisconsin-Madison.  I have 21 years of 
Law Enforcement Experience, working in Jail, Patrol and Detective Divisions of the Jefferson County Sheriff’s 
Office.  With 17 ½ years of experience in the Detective Division.   I completed a two and one-half (2 ½) year 
assignment with the Jefferson County Drug Task Force.  I have received extensive training in a variety of areas 
including: the documentation and processing of Crime Scenes, Evidence Tech Training including the 
identification, collection and processing of evidence, photography training, interview and interrogation, DCI 
Death Investigation School,  Forensic Examination of Computer Systems using Access Database Forensic Tool 
Kit, 80 hour First-line Supervisory Training for Criminal Justice Professionals and the 160-hour Leadership in 
Police Organizations, on-line courses, which are administered through UW-Platteville, Mastering Performance 
Management, Managing Criminal Investigations and Investigators.   I have personally been involved in the 
active investigation of hundred of crimes over the years.  I have been involved in the successful investigation 
and prosecution of six (6) homicide cases.  

 
 

IV.  JUDGEMENTS MADE 

Please identify what you believe are the most important judgment you make in performing jobs. 

 
EXAMPLES OF JUDGEMENTS 

WHO, IF ANYONE, REVIEWS 
THESE JUDGEMENTS 

WHAT IS THE IMPACT OF 
THESE 

JUDGEMENTS 

Assignment of Criminal Complaints Administrative Captain Determining the best use of 
resources in deciding who gets 
assigned to complete the 
investigation. 

Provide direction and guidance on 
criminal complaint investigations as 
well as the collection of evidence. 

Administrative Captain Crime victims are impacted by 
quality of the investigation.  DA 
personnel are affected if arrest is 
made. 

Determine the release of records Records secretary & Administrative 
Captain 

Potential litigation for Jefferson 
County.  Fulfillment of open records 
requests. 

Provide direction and guidance on 
in-custody arrests vs. summons and 
complaint. 

DA personnel Protection of victims through the use 
of conditions of bond. 

 
V.  PROBLEM SOLVING 

Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include 
information on who else may be involved in helping with problem resolution. 

TYPE/EXAMPLE OF PROBLEMS YOU SOLVE INDIVIDUALS INVOLVED IN SOLVING PROBLEM 

Prioritization of duties Detective Sgt., Secretaries and Detectives. 

Direction of investigation on criminal complaints Detectives, victims and complainants, DA personnel. 

Computer hardware and software issues. Detectives, Secretaries, MIS personnel 

Scheduling conflicts Detectives and Administrative Captain. 

Determining what records are releasable under 
Wisconsin Open Records. 

Records Secretary, Corporation Counsel, 
Administrative Captain. 

 

 

VI.  SUPERVISION / MANAGEMENT 

Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”. 

Responsibility for others: 

a. Number of People: 10 

b. Their Position Titles: 6-Detectives, 1-full-time Detective Secretary, 1-part-time Detective Secretary, 2-Full-
time Receptionist/Secretaries  

c. Which, if any, of the following do you perform?: 
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1. Directly Supervise?  10 positions annotated above.  

2. Train / Instruct? Not Applicable 

3. Give Work Direction? 10 positions annotated above  

4. Do Project Management? 10 positions annotated above 

5. Conduct Performance Reviews? 10 positions annotated above 

6. Discipline? 6-Detective Positions 

7. Hire?  Participate in interviews and make recommendations. 

 

d.  Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability:  I am 
responsible for equipment utilized by the Detective Division, justification for acquisition and expenditures for 
Detective Division budgetary items, expenditures of confidential funds used for covert operations or informant 
expenses.  Responsibility for maintenance of the chain of custody for evidence in the evidence room as well as 
monitoring structural needs of the evidence room areas. 

 

 
 

VII. WORK RELATIONSHIPS 

Please identify the most typical work relationships of your position with other persons, functions or organizations, 
inside or outside of your own organization. 

Typical Work Relationships Purpose of Relationship 

Administrative Captain Apprise of ongoing activities of the detective division, 
plan for future needs of division such as the budget 
process, training and other personnel needs. 

Detective Sergeant (Drug Task Force) Discuss investigations that bridge criminal and drug 
related investigations.  Sharing of personnel to carry 
out investigations such as search warrants and 
controlled buys. 

Detective Assign and monitor criminal complaint, complete 
performance evaluations, direct, coach and mentor 
ongoing development of the detectives.  

Patrol Sergeants Discuss patrol generated reports and ongoing 
investigations.  Coordinate complaints needing 
specialized attention. 

Detective Secretary Monitor transcription and preparation of criminal 
complaints for the DA. Coordinate clerical needs of the 
detective division and records. 

Receptionist/secretary Monitor open records requests, data entry of accident, 
citation and 15-day warning/equipment notices.  
Coordinate front window coverage. 

District Attorney Personnel Discuss legal questions on criminal investigation, 
submit, review and sign Criminal Complaints.  Testify 
in court as needed. 

Corporation Counsel To discuss possible civil liabilities of determining 
course of action on criminal complaints and open 
records requests. 

 
 

VIII.  WORK ENVIRONMENT AND PHYSICAL REQUIREMENTS 

% Inside (sheltered)  85% % Noise                   5% % Travel Required  1% 

& Outside Work        15% % Fumes, Odor      5% % Temperature extremes   

% Hazards                  15% % Other (note)  

Are there any unusual requirements for your position? (Y/N)   

If yes, please explain:  You must have the ability to be on call 24 hours a day, you always have the possibility of 
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being called.  You need to have the proper mental ability to handle extremely graphic crime scenes and being 
exposed to scenes that contain blood and other potentially hazardous materials 

 

IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 

Does your position require any unusual or unique mental requirements?  This position exposes you to extremely 
stressful situations, whether you are dealing with graphic crime scenes, situations involving life or death 
decisions and emotionally taxing situations based on the types of crimes you are exposed to.   

 
 

X.  ADDITIONAL DATA/NOTABLE INFORMATION 

Please identify any other information, which would help someone else understand your position more clearly:  The 
Detective Sergeant Position is a pivotal position that assures that information collected from the various 
divisions of the Sheriff’s Office is compiled, assembled and disseminated to a variety of sources; to successfully 
accomplish our organizational goals.   

 
 

XI.  SUPERVISOR’S REMARKS 

Don Hunter’s documentation on this questionnaire is an accurate description of the position of Detective Sergeant.  
The position of Detective Sergeant is very demanding.  Nearly every report that is completed by all divisions are 
reviewed by him to determine whether additional follow-up should be completed or if a criminal charge should be 
pursued.  Besides supervising, Sgt. Hunter also investigates his own cases and also supervises the civilian support 
staff.  Not only does he have to be mentally prepared during work hours, since he is the only general Detective 
Sergeant, he must be prepared 24/7 to be called in at anytime if a major crime is committed.  It is not uncommon for 
him to get called of duty on a regular basis even on smaller incidents to get his opinion.        

 
 

 
EMPLOYEE SIGNATURE:  Detective Sergeant Donald C. Hunter 

 
DATE:  7/24/2012 

 
 
 
SUPERVISOR SIGNATURE:  Captain Jerry Haferman DATE: 8/1/12 
 
DEPARTMENT HEAD SIGNATURE: 
 
HUMAN RESOURCES DIRECTOR SIGNATURE:  Terri M Palm, 8/2/12. 
 
JDQ appears complete! 
 
 

DATE:   
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