
Special Common Council 
MEETING AGENDA 

 

 

 

November 7, 2023 - 6:10 PM 
(Following the 6pm Committee of the Whole Meeting) 

City Hall 
Council Chambers 

 
 

 

Published: 11/3/2023 

AGENDA 
 
1. PRIVILEGE OF THE FLOOR 
2. CALL TO ORDER, PLEDGE OF ALLEGIANCE 
3. ROLL CALL; DECLARATION OF QUORUM; PUBLIC NOTICE 
4. DEFERRED, REFERRED & TABLED ITEMS 
5. ITEMS REMOVED FROM CONSENT AGENDA, if any 
6. CONSENT AGENDA------------------------------------------------------------------------------ 
  A. Items under the Consent Agenda have passed unanimously by the Committee of the Whole. Items not 

passed by a unanimous vote will be removed from consent agenda and will be considered separately.  
7. MISCELLANEOUS 
  A. Discussion and possible action to approve the proposed 2024 Operating Budget 

  B. Discussion and possible action to consider the ratification of a contract between the City of New Berlin and 
Conference Technologies, Inc. for the Fire Department Training Center in the amount of $62,726.85 

  C. Discussion and possible action to approve a change order to enter into a four-year service contract with 
Conference Technologies, Inc. in the amount of $10,694.28 

  D. Discussion and possible action to approve Resolution Number 2023-32, A Resolution amending the special 
revenue budget for grant proceeds 

  E. Discussion and possible action to approve the RAS to authorize the reclassification of one Deputy City 
Clerk position within the City Clerk & Community Relations Department to Assistant Deputy City Clerk 

8. END CONSENT AGENDA----------------------------------------------------------------------- 
9. ADJOURN 
 
 
 

Supplemental Information: 
• The meeting agenda and agenda packet are available online at www.NewBerlin.org. The minutes are published online and are 

approved at the next regularly scheduled meeting. 
• It is possible that action will be taken on any of the items on the agenda and that the agenda may be discussed in any order. 
• You may provide comments to the City Clerk via email at CitizenComments@NewBerlin.org. Comments will be forwarded to the 

Mayor and members of the governing body. Emailed comments are not read during the meeting. 
• The City of New Berlin strives to host inclusive, accessible meetings that enable all individuals to engage and participate fully. 

Any person who has a qualifying disability under the Americans with Disabilities Act that requires that the meeting be 
accessible, please contact City Clerk Rubina R. Medina at (262) 786-8610 or via email at CityClerk@NewBerlinWI.gov at least 
48 hours before the scheduled meeting time. Efforts will be made to accommodate the needs of disabled individuals through 
appropriate aids and/or services. 

• It is also possible that members of and possibly a quorum of other governmental bodies of the municipality may be in 
attendance at the above-stated meeting to gather information; no action will be taken by any governmental body at the above-
stated meeting other than the governmental body specifically referred to in the above notice. 
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REQUESTED ACTION STATEMENT 

 
To:  New Berlin Common Council 
 
From:  Chief Mark Polzin, New Berlin Fire Department  
 
Date:  October 31, 2023 
 
 Requested Action: 
 

To consider the ratification of a contract between the City and Conference Technologies, 
Inc. dated March 22, 2023.   
 
To approve a Change Order with Conference Technologies, Inc. for a four year service 
contract. 

 
 Financial fiscal impact: 
 

$62,726.85 for Contract 
$10,694.28 for Service Contract 

 
 Background/Rationale: 
 

The Fire Department has identified the need for videoconferencing technology for purposes 
of operating a training center at Station 1.  Attached hereto is a copy of a proposal dated 
March 6, 2023 identifying the specific items in question.  The Department submitted a 
request to the Wisconsin Department of Health Services for a grant to cover the cost of the 
purchase and installation of the equipment, which is $39,658.47 for equipment and 
$23,068.38 for installation, for a total of $62,726.85.  The Wisconsin DHS has awarded a 
grant to the City of New Berlin for items which include this conferencing equipment and 
installation, together with the cost of an extended warranty, as well as the cost of what is 
referred to as a hover bag, which would assist with the lifting of bariatric patients in order 
to facilitate their transfer to a cot for transport.  Because of the awarding of the grant, the 
Fire Chief signed the proposal (Exhibit A) on March 22, 2023.  The conferencing 
equipment was recently installed; however, since this Agreement should have been 
approved by the Council, we are bringing it forward for ratification at this point.  The 
reason for the request for ratification is because the Chief would now like for the Council 
to approve the Change Order to the Agreement in the sum of $10,694.28 for purposes of 
entering into a Services Contract with Conference Technologies, Inc., which is attached as 
Exhibit B.  The Fire Department is asking for the Council to approve the ratification of the 
original Agreement, as well as the approval of the aforementioned Change Order. 

 
     Respectfully Submitted,  
 
 

      Chief Mark Polzin 
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STATE OF WISCONSIN                    WAUKESHA COUNTY              CITY OF NEW BERLIN 
 
 

                                            RESOLUTION NUMBER 2023-32 
 

A RESOLUTION AMENDING THE SPECIAL REVENUE BUDGET FOR GRANT 
PROCEEDS 

 
 

WHEREAS, the fire department was able to secure a State of Wisconsin Grant. The grant 
was awarded to the City of New Berlin for items which included conferencing equipment and 
installation, together with the cost of an extended warranty, as well as the cost of what is referred to 
as a hover bag, which would assist with the lifting of bariatric patients in order to facilitate their 
transfer to a cot for transport. 

  
 
WHEREAS, it was determined that $94,345 was the total awarded for these projects, 
 
 
NOW THEREFORE BE IT RESOLVED, by the Common Council of the City of New Berlin 

that the budget be adjusted as follows:  
 
 
  INCREASE REVENUES 
 
5634000-41000   GRANTS - STATE        $94,345 
 
 
  INCREASE EXPENDITURES 
 
5634000-54260   GRANT – AUDIO–VISUAL       $94,345 
 
 
 
 
 
BE IT FURTHER RESOLVED that the City Clerk is hereby directed to publish this resolution 

in the Waukesha Freeman within 10 days of adoption by the Common Council.   
 
RESOLUTION ADOPTED by the New Berlin Common Council this 7th day of November 

2023. 
 
 
 
 
 
 
                       David Ament, Mayor 
 
Countersigned:  
 
 
_________________________ 
 Rubina R. Medina, City Clerk 
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City of New Berlin 
City of New Berlin ▪ 3805 S. Casper Drive ▪ New Berlin, Wisconsin 53151-0921 ▪ (262)786-8610 ▪ www.newberlin.org

DATE:  

TO: 

FROM: 

REQUESTED ACTION STATEMENT 

November 2, 2023 

Common Council 

Mayor Ament 
Melissa Beck, Human Resource Director 
Rubina Medina, City Clerk 

REQUESTED ACTION: 

Recommendation to Council to authorize the reorganization of the Clerk/Community Relations 
Department which creates an Assistant Deputy Clerk position. This position will not add additional 
staffing but will replace one of the Deputy Clerk positions which will become vacant in 2024.  

FISCAL IMPACT: 

The creation of this new position will increase staffing costs within the Department by approximately 
$4,000, but it will be budget neutral given it is a restructuring within the department.   

RATIONALE: 

In collaboration with HR and the Mayor’s office, the Clerk & Community Relations Department 
determined a change in the structure of the Department would better serve the City. The org chart change 
will allow the Department to redefine roles to create clear duties and responsibilities within the 
department. This will improve service and communication with other departments and within the 
community.  

ATTACHMENTS:  

City Clerk & Community Relations Department 2024 Organization Chart 

Assistant Deputy City Clerk Job Description 
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City Clerk & Community Rela�ons Department 

2024 Proposed Organiza�on Chart 
 
 

 
 
 
 
 
 
 
 
 
 

City Clerk

Rubina R. Medina

Deputy City Clerk

Megan Godshall

Administrative 
Specialist

Sarah Holtz

Administrative 
Specialist

Joelle Erickson

Assistant Deputy 
City Clerk

Vacant

Election Officials

Over 250
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CITY OF NEW BERLIN 

  JOB DESCRIPTION 
                                
 

POSTION: Assistant Deputy City Clerk 
LOCATION/DEPARTMENT: City Hall / Clerk-
Community Relations Department 

SUPERVISOR: City Clerk CALENDAR: 260 

SALARY RANGE: $62,870 - $84,874 DAYS/HOURS: FT  

FLSA: Exempt DIRECT REPORTS: 0 
 

POSITION SUMMARY 
 
The Clerk’s Office is the oldest among public servants and is a time-honored and vital part of 
local government, providing a professional link between the citizens, local governing bodies, 
and agencies of government at all levels. The City Clerk strives to deliver the best possible 
service to the residents, City Council, and city staff, while carrying out the duties and 
responsibilities required by Wisconsin State Statutes, Municipal ordinances, and resolutions.  
 
The New Berlin City Clerk and Community Relations Department consists of one City Clerk, one 
Deputy City Clerk, one Assistant Deputy City Clerk, two Administrative Specialists and a 
dedicated team of over 250 election officials.   
 
The function of the Assistant Deputy Clerk’s job is primarily to assist and support the City Clerk 
and Deputy City Clerk in carrying out duties set forth in Wisconsin §§ 62.09 (11) and municipal 
ordinances including election administration, the issuance of municipal licenses and permits, 
maintenance of City records, and activities related to Community Relations. Understanding the 
laws and requirements involving Wisconsin elections and licensing is essential in this position.  
  
ESSENTIAL DUTIES 
 
• Swears under oath to perform all statutory duties as prescribed by law including acting as 

the Deputy Clerk in their absence. 
• Attend assigned meetings and provide staff support as required, supervise the timely 

preparation and distribution of meeting agendas, minutes, and other accompanying 
information for assigned boards, commissions, and committees, prepares official notices of 
public hearings and other information as required by law. 

• Prepare and schedule legal notices for publication in the official city newspaper. 
• Administer the Oath of Office to City Council members, Police Officers and other board and 

commission members as needed. 
• Assist in managing the licensing and permit operations, e.g., alcohol, operator, tobacco, etc. 

Compile data regarding license holders, municipal quotas, and license requirements. 
Update license forms and generate timely reports as required by the State of Wisconsin. 

• Assist the City Clerk and Deputy City Clerk in performing the duties required by Wisconsin 
Statutes relating to elections including but not limited to processing absentee voting 
requests, mailing of ballots, maintaining election registrations and database to include voter 
information.  

 Assists with poll worker recruitment/scheduling/supervision for each election. 
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• Assists with WisVote administration including processing registration alerts and general 
maintenance as required. 

• Attends election, licensing, and clerk training regularly and maintain current knowledge of 
municipal government functions, federal laws, applicable statutes, rules and regulations or 
sources of information.  

• Assists with processing open records requests according to the Wisconsin Open Records 
Law. 

• Assists with training employees on how to use various programs such as CivicClerk Agenda 
Management software, CivicPlus website maintenance and NextRequest Open Records 
software. 

• Assists in creating and posting social media posts and the development of marketing 
campaigns and special community relations projects for the city. 

• Foster and increase positive relationships with community partners, businesses, and city 
departments. 

• Oversee management of City-wide records that complies with Federal and State laws while 
adhering to open records laws. 

• Serve as Notary Public providing service to the city and the public according to city policies. 
• Serves as the backup in answering telephones, assisting customers at the front counter and 

balancing cash drawer in the absence of the Administrative Specialists.  
• Assists in the selling of plots and records management for the city owned cemeteries. 
• Assists with property and vehicle insurance reporting and damage reports for the City. 
• Assists with creating and posting all required public notices relating to elections as required 

by the State. 
• All other duties as assigned. 
 
KNOWLEDGE, SKILLS, AND ABILITIES 
 

• Knowledge of or willingness to learn the following programs used in the Clerk and 
Community Relations Department: CivicClerk agenda management software, CivicPlus 
website management software, Next Request open records software, License Manager 
software, Modus Election Management Software, Monday.com project management 
software, various graphic design software such as Canva. 

• Knowledge of WisVote, the Wisconsin Voter Registration Database System and 
Microsoft Office Suite. 

• Knowledge of State of Wisconsin licensing and Election laws including the ability to 
quickly adapt and implement new law changes. 

• Ability to communicate professionally, establish and maintain effective working 
relationships with City officials, staff, and the public. 

• Use sound judgment and knowledge to interpret policies, procedures, and regulations. 
• Analyze problems, complex issues and provide effective communication and timely 

solutions or decisions. 
• Demonstrate positive customer service and an upbeat team-oriented attitude. 
• Adhere to signed confidentiality agreement by exercising discretion in processing and 

disseminating confidential information. 
• Work in a fast-paced office environment, demonstrating the ability to multi-task and 

establish priorities. 
• Demonstrate regular, reliable, and punctual attendance.  
• Ability to perform duties in a non-partisan manner. 
• Ability to draft correspondence, resolutions, ordinances, and reports/memos. 
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• Ability to present a positive image of the department and the City of New Berlin. 
 
MINIMUM QUALIFICATIONS   
 

• Associates degree or 2 plus years’ experience in a Municipal Clerks office 
• Valid Wisconsin Driver’s License 
• State of Wisconsin Notary Public or ability to obtain status within 3 months of hire 

 
PREFERRED QUALIFICATIONS 
 

• Wisconsin Municipal Clerk certification is preferred through the Wisconsin Municipal 
Clerks Association and Certified Municipal Clerk certification through the International 
Institute of Municipal Clerks or the commitment in working towards the requirements of 
certification.  
 

 
 
 
PHYSICAL REQUIREMENTS 
 

• Tasks involve extended period of sedentary work.   
• Times where exerting up to 50 pounds of force occasionally and/or negligible amount of 

force frequently or constantly to lift, carry, push, pull or otherwise move objects.  
• Task involves extended period of time at a keyboard. 

 
ENVIRONMENTAL REQUIREMENTS 
 

• None.  This position is not substantially exposed to adverse environmental conditions. 
 
SENSORY REQUIREMENTS 

• The task requires close visual acuity to perform various activities. 
• The task requires oral communications ability. 
• The task requires sound perception and discrimination. 

 
This description has been prepared to assist in evaluating various classes of responsibilities, skills, and working 
conditions. It indicates the kinds of tasks and levels of work difficulty required of positions given this classification. 
It is not intended as a complete list of specific duties and responsibilities. Nor is it intended to limit or modify the 
right of any supervisor to assign, direct, and control the work of employees under supervision. Nothing contained 
herein is intended or shall be construed to create or constitute a contract of employment between any employee and 
group of employees and the City. The City retains and reserves any and all rights to change, modify, amend, add to 
or delete from any section of this document as it deems, in its judgement, to be proper. 
NON-DISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY 
The City of New Berlin does not discriminate on the basis of the protected classes of age, race, color, creed, 
religion, disability, handicap, marital or parental status, sex, sexual orientation, gender identity national original, 
ancestry, citizenship, political affiliation, arrest or conviction record not substantially related to a person’s job, 
pregnancy, membership in the military, or use or nonuse of lawful products off City property during non-work hours 
or any other reason prohibited by state or federal laws. 
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