
CITY OF ONALASKA MEETING NOTICE 
 
COMMITTEE/BOARD: Finance & Personnel Committee         
 
DATE OF MEETING: July 3, 2019 (Wednesday)  
 
PLACE OF MEETING: City Hall – 415 Main Street (Common Council Chambers) 
 
TIME OF MEETING: 7:15 p.m. (no earlier than 7:15 p.m. or immediately following the 

Utilities Committee Meeting) 
 

PURPOSE OF MEETING 
 

1. Call to order and roll call 
 

2. Approval of minutes from the previous meeting 
 

3. Public Input (limited to 3 minutes/individual) 
 
 
 
 

Consideration and possible action on the following items: 
 

PERSONNEL 
 

4. Promotion of Officer Matthew E. Jahr to Sergeant (Oath of Office) 
  

5. Monthly department presentation by Planning and Inspection Department 
 

6. Review and consideration of authorization to replace Police Officer 
 

7. Review and consideration of reorganization of Omni Center staffing 
 

8. Review and consideration of changes to existing job descriptions and new job descriptions: 
 

a. Police/School Liaison Officer/GREAT Instructor 
b. Sales Manager (New Job Description) 
c. Event Coordinator (New Job Description) 

 

9. Review and consideration of changes to Policy 2.01 EAP  
 

10. Review and consideration of authorization for City Administrator to request quotes for a consultant 
to review the grading, pay scales and overall compensation plan for non-union employees as part of 
the Capital Improvement process for 2020 

 
PLEASE TAKE FURTHER NOTICE that members of the Common Council of the City of Onalaska who do not serve on the committee may 
attend this meeting to gather information about a subject over which they have decision making responsibility. 
 

Therefore, further notice is hereby given that the above meeting may constitute a meeting of the Common Council and is hereby noticed as such, 
even though it is not contemplated that the Common Council will take any formal action at this meeting.   
 
 
 

Notices Mailed To: 
Mayor Joe Chilsen   
*Ald. Jim Olson    
*Ald. Kim Smith – Chair   
*Ald. Dan Stevens - Vice Chair   
  Ald. Tom Smith   
  Ald. Boondi Iyer   
  Ald. Diane Wulf   
City Administrator      City Attorney     WPPA Steward      IAFF Steward   
Dept Heads       La Crosse Tribune    
Coulee Courier   Onalaska Omni Center 
FOX WKTY WLXR WLAX WKTB WXOW  Onalaska Public Library 
*Committee Members  Date Notices Mailed and Posted  6/27/19 

 

In compliance with the Americans with Disabilities Act of 1990, the City of Onalaska will provide reasonable 
accommodations to qualified individuals with a disability to ensure equal access to public meetings provided 
notification is given to the City Clerk within seventy-two (72) hours prior to the public meeting and that the 
requested accommodation does not create an undue hardship for the City. 



 
FINANCE 

 

11. 2019 Omni Center Financials  
 

12. 2019 General Fund Financials 
 

13. Bid results for the upcoming City of Onalaska financial audits 
 

14. Authorization for Ehlers to assist in the preparation and analyze the Request for Proposals for City 
Banking  

 

15. Closed Session:  To consider a motion to convene in Closed Session under Section 19.85(1)(e) of 
the Wisconsin Statutes for the purpose of deliberating or negotiating the purchasing of public 
properties, the investing of public funds or conducting other specified public business, whenever 
competitive or bargaining reasons require a closed session: 

 

• IAFF, International Association of Firefighters, Local 127 
• OPPA, Onalaska Professional Police Association 
• SORD, Supervisory Officers Relation Division 

 

If any action is required in Open Session, as the result of the Closed Session, the Committee will 
reconvene in Open Session to take the necessary action and/or continue on with the printed agenda. 

 
Adjournment 



Planning/Zoning 

& Inspection 

Departments           

Annual Report - 

2018

Planning/Zoning & Inspection Departments 
City of Onalaska 

Onalaska, Wisconsin  54650 

           Planning/Zoning Department    Inspection Department 
415 Main Street             415 Main Street 

Onalaska, WI 54650        Onalaska, WI 54650 
Phone: 608-781-9590      Phone: 608-781-9541 

Fax: 608-781-9506        Fax: 608-781-9504 
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Planning/Zoning & Inspection Departments:  
 

Planning/Zoning Department Mission Statement: 
To provide leadership for the long-range planning of Onalaska using the                        

20-year land-use plan, zoning and subdivision codes, permit requirements                     
and review procedures and fostering citizen participation through various                     

City committees. 
 

Department Members: 
 

Eric Rindfleisch, City Administrator 
 

Katie Aspenson, Planning Manager 
 

Zach Peterson, Planning Technician 
 

 

Inspection Department Mission Statement: 
It shall be the mission of the Onalaska Inspection Department to enforce 
certain legal standards, provisions and requirements for safe and stable 

design, methods of construction and uses of buildings and /or structures 
erected, constructed, enlarged, altered, repaired, moved, converted, 

maintained or demolished within the City of Onalaska. 

Department Members: 
 

Eric Rindfleisch, City Administrator 
 

Katie Aspenson, Planning Manager 
 

Cindy Genz, Office Clerical Support 
 

Calvin King, Commercial Building Inspector 
 

Mac McGuire, Plumbing & Heating Inspector 
 

Brad Neumeister, Electrical Inspector 
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Planning/Zoning Department Accomplishments  
 

 

Modifications to Zoning Code: 

o Signage, Conditional Use Permits, General Provisions, and Site 

Regulations: 

 Made ordinance amendments including updated 

language/definitions and references to State Statues. 

 

Unified Development Code / Zoning Ordinance Re-write Project: 

In 2018, the City of Onalaska contracted with Hoisington Koegler Group inc. 

(HKGi) to complete a two-year project to fully update and re-write the City’s 

Unified Development Code / Zoning Ordinance.  The Plan Commission is the 

steering committee for this project with expectations to advise on zoning and 

development matters relating to needed ordinance updates, serve as a sounding 

board for proposed updates, and review, comment and recommend updates to 

the Unified Development Code.  

 

The project began with a kick-off meeting in July 2018, where the public was 

asked to comment on confusing aspects of the existing code, highlight outdated 

development regulations, and provide feedback to simplify the development 

process.  In fall 2018, HKGi and City Staff focused on reviewing the entire 

Unified Development Code / Zoning Ordinance and made specific findings and 

recommendations for updates and improvements.  In December 2018, the Plan 

Commission approved the new Preliminary Unified Development Code / 

Zoning Ordinance Outline and reviewed existing principal and accessory uses in 

tabular format.  Efforts continue into 2019, with expected adoption in winter 

2019. 
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Property Maintenance Compliance 
 

 

Planning Department Committee Work 
 

Plan Commission 

o Approved Applications:  

  18 Conditional Use Permits 

  7 Rezonings 

  2 Planned Commercial Industrial District (PCID) 

Amendments 

  3 General Implementation Plans for Planned Unit 

Developments (PUD)s 

 1 Final Implementation Plan for a Planned Unit Development 

(PUD) 

 3 Certified Survey Maps 

 3 Vacation/Discontinuance of Public Rights-of-Way 

 4 Annexation Petitions 

 

Property Maintenance 
Violations:                  2018 2017 2016 2015 

Vegetation - Related 50 76 44 89 

Refuse - Related 8 27   10 12 

Tire Storage 1 5 * * 

Vehicle - Related 27 36 22 18 

Outdoor Storage 29 33 49 52 

Snow / Ice Shoveling 1 29 15 86 

Miscellaneous Violations 6 9 8 10 

Total Violations: 122 215 148 267 
 *Included in outdoor storage counts. 
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Community Development Authority 

In 2018, the Onalaska Community Development Authority (CDA) contracted 
with Hoisington Koegler Group inc. (HKGi) to undergo Redevelopment 
Planning activities in two areas of Onalaska: the State Road 16 Corridor and 
Onalaska's Downtown.  The purpose of the project was to guide potential future 
redevelopment opportunities and examine the current state of development in 
these areas.  The plans reviewed existing conditions, include detailed market 
studies which reviewed market areas, existing markets for retail/housing, and 
showed where future opportunities may exist in the market, and proposed 
opportunities for redevelopment projects.   

Another important aspect of the redevelopment planning efforts, focused on 
obtaining stakeholder and community input.  The public participation input 
proved valuable as the comments were used to form redevelopment options in 
both Redevelopment Planning documents.  In March and April 2019, the 
Community Development Authority and Onalaska Common Council approved 
the State Road 16 Corridor Redevelopment Study and Downtown Onalaska 
Redevelopment Study. 

 

Urban Forestry Activities 

o Recognized as a “Tree City” for 18th consecutive year and received a 

“Growth Award” for urban forestry activities in Onalaska. 

o Facilitated the completion of the updated Urban Forestry Management 

Plan and the Urban Forestry Tree Planting Plan, funded in part by the 

Wisconsin Department of Natural Resources Urban Forestry Grant. 

o In partnership with the Engineering Department, over 80 trees were 

installed in Onalaska boulevards/parks and over 150 stumps were 

removed. 

o The Public Works Department and Planning Departments coordinated 

and installed 6 trees as part of the Arbor Day Celebration with teachers 

and students of Northern Hills Elementary School. 

 

 



 

 

5 

P
la

n
n

in
g
/
Z

o
n

in
g
 &

 I
n

s
p

e
c
ti

o
n

 D
e

p
a

rt
m

e
n

ts
  

  
  

  
  

 A
n

n
u

a
l 
R

e
p

o
rt

 -
 2

0
1

8
 |

 6
/
2

6
/
2

0
1

9
 

Inspection Department Accomplishments 

 Cooperative participation with Planning/Zoning Department pertaining 

to Property Maintenance Code Enforcement efforts. 

 Operated a smooth transition to State mandated online applications for 

Single and Two Family New Construction. Completed internal 

department staff training and provided training to public and contractors. 

Updated City Webpage to reflect new application procedures. 

 Final implementation of IWorQ Software System for Inspection 

Department. 

 Completed procedural transition for Erosion Control permitting, 

involving the Engineering Department to account for staff retirement. 

Continue to facilitate database management in IWorQ and Tyler 

Technologies softwares. 

 Facilitated a training in partnership with the City of La Crosse Inspection 

Department for all Uniform Dwelling Code contractors pertaining to 

HVAC and Building requirements. 

 Taught a Southwest Wisconsin Building Inspectors Association (SWWIBA) 

Training for all Uniform Dwelling Code Certifications, which allowed 

Continual Education Credits for participants. 

 Gathered feedback regarding Licensing Requirements for multiple 

certification requirements for Building Inspectors. 
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Overall Development Activities in 2018 

o The total number of commercial permits issued in 2018 was 96 permits, 

an increase from 2016 & 2017, exceeding the five-year average. 

o The total number of residential permits (191) is less than the five-year 

average (252 permits), with 10 new residences. 

o The total investment in the City as reported by Building Permits 

applications was $48.2 million in 2018, well exceeding the five-year 

average of $41.6 million.  A notable decrease in residential investment 

occurred ($3.5 million), with the bulk of the new commercial investments 

due to $24 million in multi-family construction. 

o In 2018, City staff reviewed 10 site plans for major commercial, multi-

family projects including renovations, new construction, and additions. 

Below is a list of projects with a minimum value of $1,000,000 dollars: 

 Onalaska Senior Living Facility: ($18.7 million). 

 Abbey Road Apartments Phase 1: ($2.78 million). 

 LB White Addition: ($1.1 million). 

 Bronston Property Concepts: ($1 million). 

o Below is a list of other Building Permits issued for larger commercial 

projects, with a minimum value of $1,000,000 dollars: 

 Sand Lake Road Luxury Apartments Addition: ($3 million). 

 Quartz Health Solutions: ($1.71 million). 

 Gundersen Health System ($1.57 million). 

 Luther High School: ($1.41 million). 

o A total of 1,142 permits were issued by the Inspection Department in 

2018, totaling $321,627.11 dollars.  Below is a breakdown of permits: 

 405 Building Permits totaling $186,200.60 dollars. 

 234 Electrical Permits totaling $87,758.17 dollars. 

 209 Heating/Air Conditioning Permits totaling $20,644.00 

dollars. 

 171 Plumbing Permits totaling $22,019.18 dollars. 



Park and 
Recreation 

Director  
Daniel Wick  

Buildings 
Manager  

Brian Babiash 

Building 
Supervisor Omni  

Mike McCaffrey 

Seasonal 
Maintenance 

Staff  

Building 
Supervisor – City 

Hall & Library 
Lee Johnson  

Seasonal 
Maintenance 

Staff  

Sales Manager 

Event Coordinator 

Event Staff Concessions Staff  

Recreation 
Supervisor  

Kraig Koelbl  

Aquatic Center  
Specialist  
Ashlee Gordon  

Lifeguards & 
Swim Instructors 

Recreation 
Coordinator  

Tyler Ketterhagen  

Program Staff  

Parks Supervisor  

Mark Hanson  

Parks Laborer 

Scott Bahr  

Seasonal Labor  

Parks Laborer  

Lane Zahrte 

Administrative 
Assistant  
Louann Keane  
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CITY OF ONALASKA 

Position:  Police/School Liaison Officer/GREAT Instructor 
Location: Police Department 
Page: 1 of 3 

Department: Police Department 
Supervisor: Professional Standards Sergeant 
Classification: Union Hourly Non-Exempt 

Approved by Police & Fire Commission: 
Approved by Finance & Personnel Committee: 12/2/09, 4/6/16, 3/7/18 
Approved by Council: 1/9/01, 12/8/09, 4/12/16, 3/13/18 
Under the direction of the Professional Standards Sergeant, an employee in this class works with school 
personnel to address youth related matters and is guided by Wisconsin Statutes, police department 
policies and Onalaska School District policies. Duties are performed independently with direction from 
the appropriate Law Enforcement and School Administrative staff. Work is usually performed in an 
office/school setting. This position is held by a sworn Police Officer and thus must possess all of the 
knowledge, skills, and abilities of that position. This is a limited term assignment at the discretion of the 
Chief of Police. 

ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like. Other duties may be required 
and assigned. 
A. Reviews and prioritizes incoming correspondence and concerns; prepares responses and makes 

appropriate notifications and/or investigations. 
B. Attends, participates in and passes Gang Resistance Education and Training (GREAT) instructor 

training programs based upon availability of training; develops, implements, and presents education 
relevant to GREAT programs by preparing lesson plans, teaching materials and scheduling of 
classroom activities; coordinate necessary supplies and equipment for activities. 

C. Teaches GREAT curriculum, spends time with students during recess, lunch and school activities; 
and serves as a liaison between the department, school and key personnel. 

D. Develops a rapport with students, parents, staff, school administration and the public to serve as a role 
model in developing relationship with the same. 

E. Provides resource information to students related to the judicial system. 
F. Investigates crimes where juveniles are victims, witnesses or defendants; issues necessary 

citations/warnings, completes reports in a timely manner. Provides assistance and support to 
department investigations as directed; conducts follow-up investigations on assigned cases involving 
students. 

G. Assists child protective services with investigations into child abuse, neglect, delinquency etc. as 
needed or assigned. 

H. Maintains complete records of daily activities including contacts, reports taken and tasks completed. 
I. Attempts to dispose of issues and matters or refers students to the appropriate person; and,  if 

necessary, arranges for conferences and/or appointments with the appropriate staff/parents or agency. 
J. Fosters community-wide cooperation through liaison activities in the areas of crime control, 

prevention, and reporting. 
K. Assists in the supervision of the school grounds, co-curricular school activities and surrounding 

neighborhoods to deter and/or control criminal/juvenile activities. 
L. Recommends policy changes relative to juvenile population. 
M. Provides briefings to co-workers on the school liaison program, trends being formed by juvenile 

activities and crimes against juveniles; assists in the evaluation of the program. 
N. Develops, implements and presents education on crime prevention programs. 
O. Works with neighbors and businesses in the immediate area of schools who are experiencing 

school/youth related problems. 
P. Works with school administration, guidance and social workers in a team approach to provide best 

services to students. 
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CITY OF ONALASKA 

Position:  Police/School Liaison Officer/GREAT Instructor 
Location: Police Department 
Page: 2 of 3 

Department: Police Department 
Supervisor: Professional Standards Sergeant 
Classification: Union Hourly Non-Exempt 

Approved by Police & Fire Commission: 
Approved by Finance & Personnel Committee: 12/2/09, 4/6/16, 3/7/18 
Approved by Council: 1/9/01, 12/8/09, 4/12/16, 3/13/18 

 

RELATED JOB FUNCTIONS: 
A. Attends cyber-bullying task force meetings, quarterly county SRO meetings, weekly TAPS (team 

approach to problem solving) meetings, IEP/manifestation meetings with students and parents, and 
MDT meetings, as necessary. 

B. Oversees a mentorship program for high school students looking to go into law enforcement. 
C. Provides support to patrol officers as needed or requested. 
C.D. ; Wworks as a patrol officer when school is not in session.  This position will normally have a 

Mon-Fri work schedule when school is in session.  During summer break, this position will revert back 
to a 5-2/5-3 schedule with shift assignment being designated by annual shift bidding process.  For 
extended holiday breaks (ex. Christmas), the schedule may be changed to a 5-2/ 5-3 schedule at the 
discretion of the Chief of Police to fill regular patrol vacancies. 

D.E. Contributes to a cooperative working effort by demonstrating a willingness to perform other 
job- related work, as needed or requested. The interdependency of operations is recognized and 
the abilities and skills exist to do other work as needed or requested. Assistance is given to others 
and special projects completed as scheduled or requested. 

E.F. Other duties as required or assigned. 
 

REQUIREMENT OF WORK (KNOWLEDGE SKILLS AND ABILITIES): 
A. Ability to analyze and categorize data and information in order to determine the relationship of the 

data with reference to established criteria/standards. 
B. Excellent problem solving and resolution abilities. 
C. Ability to count, differentiate, measure, assemble, copy and record data and information. Ability to 

classify, compute and tabulate data. Ability to add, subtract, multiply and divide, and calculate 
percentages, fractions and decimals. 

D. Excellent communication skills; both oral and written. 
E. Ability  to  maintain  records  and  files  and  prepare  reports  from  such  information;  excellent 

organizational skills. 
F. Considerable knowledge of federal, Wisconsin Statutes and local ordinances related to Juvenile Code 

including but not limited to Chapter 48 and its sub-sections. 
G. Considerable  knowledge  of  current  court  decisions  on  laws  of  arrest,  search  &  seizure,  and 

interrogations. 
H. Highly motivated and able to demonstrate a proactive attitude toward youth. 
I. Knowledge of current characteristics of elementary, middle school and high school youth. 
J. Ability to deal effectively and compassionately with children and adults. 
K. Knowledge and ability to conduct investigations (simple – complex) using modern investigative 

techniques and procedures in an effective and efficient manner. 
L. Knowledge and ability to use physical restraint and defensive tactics. 
M. Knowledge of municipal government structure; rules of conduct, policies/procedures and bargaining 

unit agreements. 
N. Ability  to  demonstrate  initiative  and  tenacity  in  order  to  actively  influence  events,  rather  than 

passively accepting results of the actions of others. 
O. Ability to exhibit good judgment in resolving conflicts among disparate individuals and groups. 
P. Ability to demonstrate and exemplify personal characteristics of professionalism. 
Q.   Ability to operate a variety of equipment including but not limited to: computers, copy & fax 

machine phones, radio, mobile data terminals (MDT), calculator . 
R. Knowledge of how to operate law enforcement weapons: handgun, rifle/shotgun, baton, etc. 
S. Ability to attend and successfully complete the training for Juvenile Delinquency and other training 

requirements or requests. 



CITY OF ONALASKA 

Position:  Police/School Liaison Officer/GREAT Instructor 
Location: Police Department 
Page: 3 of 3 

Department: Police Department 
Supervisor: Professional Standards Sergeant 
Classification: Union Hourly Non-Exempt 

Approved by Police & Fire Commission: 
Approved by Finance & Personnel Committee: 12/2/09, 4/6/16, 3/7/18 
Approved by Council: 1/9/01, 12/8/09, 4/12/16, 3/13/18 

 

T. Ability to maintain a professional demeanor; have the ability to calmly approach and solve problems; 
maintain and promote harmony in the workplace; ability to concentrate for extended periods of time 
and be flexible. 

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. Minimum three (3) years’ experience as a patrol officer with the department. 
B. Completion of the GREAT instructor training within 6 months of appointment or as soon as practical 

based upon instructor class availability and budgetary restraints. 
C. Certified by the State of Wisconsin Law Enforcement Standards Board. 
D. Valid driver’s license required. 

 
PHYSICAL REQUIREMENTS:  The work environment characteristics described herein are representative 
of those an employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
A. Manual Dexterity:  While performing the duties of this job, the employee is regularly required to 

coordinate hands, eyes, feet and limbs in performing skilled and semi-skilled movements such as 
operation of a gun, Ttaser, radio, MDT, police equipment, computer keyboard, telephone, and office 
equipment.  

B. Ability to  coordinate  eyes,  hands,  feet  and  limbs  in  performing  movements  requiring skill  and 
training.Physical Effort:  The employee is frequently required to exert light to medium physical effort 
in sedentary and light to medium work involving lifting, carrying, pushing, walking, standing, reaching 
with hands and arms, climbing, balancing, walking, running, stooping, kneeling or crouching.  The 
employee must occassionallyoccasionally lift and/or move 25 to 50 pounds. Specific vision abilities 
required include close and distant vision and the ability to adjust focus. 

C. Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, 
carrying, pushing and pulling. Ability to sustain prolonged visual concentrationWorking Conditions:  
The noise level in the work environment is moderately quiet to moderately loud.  The work 
environment is normally in a vehicle and may consist of varied climate conditions.  Frequently the 
employee is required to be outdoors for periods of time and therefore subject to varying weather 
conditions, for purposes of accomplishing the essential functions of the job. 

D. Reaches to shoulder height and above and below shoulder height frequently. 
E. Occasional bending, stooping, climbing up and down stairs. 
F. Seventy-five (75%) percent of workday spent sitting. 
G. Fifteen (15%) percent of work day spent walking. 
H. Ten (10%) percent of workday is spent standing. 
I. Walking, running, jumping, dodging obstacles, crawling, climbing, dragging, pushing/pulling objects 

of people. 
J. Moderate, short, to intermittent use of force with subjects and ability to react with sudden movements 

which may involve heavy to very heavy demands. 
K. All percentages above could vary, depending upon duties performed that day. 

 
Percent of 8 Hour Day 

 67 – 100 
Consistent 

34 – 66 
Frequent 

6 – 33 
Occasionally 

0 – 5 
Rarely 

Sedentary 0 – 10# max     
Light Freq. to 10# -20#max     
Medium Freq. to 25$-50# max     
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Heavy Freq. to 50#-100# max     
Very Heavy  Freq. over 50+# - 100+#     

 
 

  

Signature of Employee Date 
 
 

  

Signature of Employer Date 



CITY OF ONALASKA 

Position:    Sales Manager Department:    Omni Center 
Location:    Omni Center Supervisor:       Park & Rec Director 
Page:    1 of 3 Classification:  Salary Exempt 

Approved by F & P Committee:  
Approved by Council:  

Grade 17

Under the supervision of the Park & Recreation Director, an employee in this position is responsible for 
the promotion of the Onalaska Omni Center and the City of Onalaska as a meeting and tourist destination.  
This position works with the Onalaska Omni Center management team, with support from the La Crosse 
County Convention & Visitor Bureau, and understands the complexities of a multi-use facility.  This 
position will supervise event staff at the Omni Center.  Work is reviewed by the Director for accuracy and 
adherence to established procedures, but frequently no review is completed of routine work; work is 
performed both in the field and in an office setting; and requires occasional travel, possibly overnight.   

ESSENTIAL JOB FUNCTIONS:  
Any one position may not include all the duties listed, nor do the examples listed include all the duties 
that may be found in this position.   
A. Represents the Onalaska Omni Center and the City of Onalaska in a professional manner that will 

affirm the Omni Center’s positive relations with the community and City at all times.   
B. Responsible for marketing, selling, and presenting the Onalaska Omni Center to potential clients, 

businesses, meeting planners, and trade show coordinators using sales techniques as recommended by 
the Park & Recreation Director; screens clients for compliance with established City policies and 
procedures. 

C. Supervises and evaluates full-time, part-time and temporary/seasonal staff; assists in the hiring and 
discipline of full-time, part-time and seasonal staff; assists in the establishing of a work schedule and 
assigns tasks to be performed with assistance and coordination from the Event Coordinator. 

D. Conducts facility tours; answers questions and provides information regarding facility services; and 
negotiates terms of booking according to City policies; communicates problems and proposed 
solutions to staff as it relates to selling and marketing the building.   

E. Serves as an Omni Center liaison with potential clients; the general public; businesses; sales 
representatives; and other City departments; researches and implements “best practices” of sales 
events through research and networking with other sales representatives. 

F. Responsible for creating ongoing Business Development strategies; including, but not limited to: 
developing prospects based on Omni Center needs, managing sales activities and related expenses. 

G. Researches various publications, the internet and any other venues for marketing opportunities and 
makes recommendations to the Park & Recreation Director on those marketing opportunities; closes 
business contracts, sales calls and appointments in a timely manner.  

H. Coordinates event publicity; advertises events, attractions, tournaments and other facility events 
through a variety of advertising methods, such as: radio, print, digital, social media, television and 
digital outdoor signage; compiles and organizes media results for reference and display purposes. 

I. Fosters coordinated sales efforts with other members of the region’s hospitality industry and 
maintains effective relationships with representatives of local user groups.  

J. Develops, plans, and delivers presentations to prospective clients, associations, corporations, and 
other organizations interested in renting the Omni Center facility; prepares sales materials, including 
developing sales budgets, tracking and follow up systems for sales leads and procedures on 
establishing leads, sales and marketing plans. 

K. Responsible for knowing and understanding the Omni Center facilities, Onalaska and La Crosse 
County geography, history, lodging facilities, and existing visitors' information and attractions to be 
able to market and sell the Onalaska Omni Center effectively.  

L. Maintains contact with event sponsors before, during, and after events. 
M. Enters and maintains sales and event information in scheduling and booking systems, along with 

assisting in scheduling ice time; prepares, distributes and follows up on correspondence to clients; 
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prepares proposals and contracts according to approved City Policies; meets specified goals and 
objectives for facility usage. 

N. Responsible for billing, security deposits, accounts receivable and invoicing of events; assists with 
daily deposits. 

O. Reports on a weekly basis to the Director information on potential sales leads and existing client 
relations; may attend Park Board meetings offering a report.  

 
RELATED JOB FUNCTIONS: 
A. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects completed as scheduled or requested.  

B. May participate in the development of newsletters and other such marketing materials. 
C. Other duties as required or assigned. 
 
REQUIREMENTS OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES):  
A. Knowledge of processing of accounts payable and accounts receivable.   
B. Knowledge of marketing, sales and cold calling techniques.  
A. Ability to express ideas clearly and concisely in verbal and written communication; excellent verbal and written 

communication skills.  
B. Excellent interpersonal and communication skills in order to maintain good relationships with city 

employees and officials, staff, clients, and the general public. 
C. Ability to work in a team and collaborate with a variety of personalities. 
D. Ability to comprehend maps and provide directions.  
E. Ability to work with computer programs including: Microsoft Office, accounting software, point of 

sale software, Internet Explorer, and scheduling software programs. 
F. Ability to operate a variety of office machines,  computer,  fax machine, copy machine, adding 

machine, multi-line phones, mobile phone and other office machines that may be required.  
G. Excellent organizational and time management skills; ability to maintain records and files.  
C. Ability to maintain confidentiality; ability to work independently with little supervision; pleasant and 

professional phone skills. 
H. Knowledge of State and Federal mandates relating to public facilities. 
I. Excellent general office skills, including word processing, spreadsheets, and data entry; ability to pay 

attention to detail including proofreading documents; ability to multi-task and prioritize work with a 
minimum of supervision. 

J. Experience in marketing and public relations programs preferred. 
K. Ability to maintain a professional demeanor; calmly approach and solve problems under stressful 

circumstances; maintain and promote harmony in the workplace; concentrate for extended periods of 
time; and be flexible. 

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. Bachelor’s Degree in business administration, recreation management, marketing or other related 

field; or any combination of education and experience that provides equivalent knowledge, skills, and 
abilities. 

B. Two (2) to four (4) years’ experience in marketing/sales, preference in lodging or tourism industry, 
and experience or knowledge of cold call sales techniques.   

C. Valid driver's license with good driving record.  Must be willing to travel.   
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PHYSICAL REQUIREMENTS: The work environment characteristics described herein are 
representative of those an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 

1. Manual Dexterity:  While performing the duties of this job, the employee is regularly 
required to coordinate hands, eyes, feet and limbs in performing semi-skilled movements 
such as operation of a computer keyboard, telephone, calculator and office equipment. 

2. Physical Effort: The employee is occasionally required to exert light to medium physical 
effort in sedentary and light to medium work involving lifting, carrying, pushing, walking, 
standing, reaching with hands and arms, climbing, balancing, stooping, kneeling or 
crouching. The employee must occasionally lift and/or move 25 pounds. Specific vision 
abilities required include close and distant vision and the ability to adjust focus.  

3. Working Conditions: The noise level in the work environment is moderately quiet. The work 
environment is normally indoors with controlled climate conditions. Occasionally the 
employee may be required to be outdoors for a short period of time, and therefore subject to 
varying weather conditions, for purposes of accomplishing the essential functions of this job. 

 
Percent of 8 Hour Day 

 67 – 100 
Consistent 

34 – 66 
Frequent 

6 – 33 
Occasionally 

0 – 5 
Rarely 

Sedentary 0 – 10# max •    
Light Freq. to 10# -20#max  •   
Medium  Freq. to 25#-50# max   •  
Heavy  Freq. to 50#-100# max    • 
Very Heavy  Freq. over 50+# - 100+#    • 

 
 
 
_________________________________________                                    __________________________ 
Signature of Employee        Date 
 
_________________________________________                                    __________________________ 
Signature of Employer       Date  
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Under supervision of the Sales Manager, an employee in this position is responsible for daily planning 
and management of the building events and programming, concessions operations at all City facilities (i.e. 
Omni & Aquatics) and performs a variety of office and event planning functions.  Work is performed 
according to established guidelines and the verbal and written instructions of the Manager.  Work is 
reviewed by the Manager for accuracy and adherence to established procedures but frequently no check is 
made of routine work.   

ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed include all the duties 
that may be found in this position. 
A. Plans, organizes, implements, leads, directs, and evaluates a diversified series of programs and events 

and ensures the needs of the client and public are being met while allowing, supporting, and 
encouraging new programs and events. 

B. Assists in the supervision and monitoring of accounting duties and the maintenance of accounting 
records, account receivables, timesheets, deposits; and counting of money from daily operations and 
social events in coordination with the Sales Manager; assists with the completion of post-show event 
invoicing and collections. 

C. Assists in the hiring, supervising, training, motivating, evaluating, disciplining, scheduling and layout 
of work for seasonal or part-time employees assigned to the  events department ; evaluates and 
recommends required event staffing levels; ensures time is reported correctly for payroll. 

D. Assists and directs maintenance staff with the breakdown and set up of events; creates and provides a 
detailed set up/take down sheet prior to every event; serves as “Manager on Duty” as scheduled; 
confirms all room set up and event details are to Omni standards and advances the requests of clients 
prior to their arrival. 

E. Performs required administrative duties including: assistance with creation of a marketing plan, 
completion of grant applications, and daily office functions. 

F. Corresponds with prospective customers and assesses and meets the rental needs of the customer 
prior, during, and after the event; processes contracts for events and monitors renewal status; 
responds to general inquiries regarding event information and the rental of the building through 
verbal and written correspondence.  

G. Performs public relations to include: meeting with individuals, organizations, and the general public 
as well as handle customer complaints or issues related to the building or its events in accordance to 
department guidelines. 

H. Conducts and prepares correspondence to individuals, organizations, general public regarding 
building uses. 

I. Assists in the development of ice and event scheduling policies and procedures; follows policies and 
procedures when renting ice time and events; responsible for the scheduling of ice time and events in 
the building and communicating the information to other Omni Center staff. 

J. Ensures the proper and timely purchasing of office, concessions and event supplies and equipment, 
including seeking competitive pricing when it applies, as well as ensuring the processing of payment 
for all purchases in accordance to the City’s Purchasing Policy. .  

K. Plans, organizes, implements, and leads concession operations that meet user’s expectations.  May 
assist in the planning, organizing, promoting, and directing of contests, tournaments, social and 
special events as needed or required. 

L. Reviews and purchases all City concession inventory according to departmental guidelines; evaluates 
concession purchasing trends and determines items to sell or remove from inventory based on those 
trends; stocks, stores, and maintains inventory levels at appropriate temperatures. 

Grade 15
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M. Reviews and tracks sales from concessions and events including revenues, expenses, and product 
waste; balances cash drawers and submits funds to finance department daily..   

N. Responsible for the cleanliness of the concession and event areas, especially food preparation sites, 
ensuring compliance with all food regulations. 

O. Assesses and evaluates training needs.  Develops and implements appropriate levels of training for 
assigned staff. 

P. Responsible for working a flexible schedule; which includes nights, weekends, holidays and early 
mornings as needed. 

 
RELATED JOB FUNCTIONS: 
A. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects completed as scheduled or requested 

B. Attends conferences and training sessions to remain current in event management procedures of 
public facility operations.   

C. Interprets center services to public and participates in community meetings and organizational 
planning. 

D. May oversee facility in the absence of the Sales Manager. 
E. Other duties as requested or assigned. 
 
REQUIREMENTS OF WORK (KNOWLEDGE, SKILLS AND ABILITIES): 
A. Knowledge of processing of accounts payable and accounts receivable.   
B. Ability to express ideas clearly and concisely in verbal and written communication; excellent verbal 

and written communication skills. 
C. Ability to work with computer programs including: Microsoft Office, accounting software,  point of 

sale software, Internet Explorer, and scheduling software programs. 
D. Ability to operate a variety of office equipment including: computers, copier, fax machine, typewriter, 

multi-line phone, mobile phone, calculator and cash register. 
E. Excellent organizational and supervisor skills; ability to work independently with little supervision; 

pleasant and professional phone skills. 
F. Excellent interpersonal and communication skills in order to maintain good relationships with city 

employees and officials, staff, clients, and the general public. 
G. Ability to manage time well and the ability to concentrate for extended periods of time. 
H. Ability to maintain a professional demeanor and establish effective working relationships with 

associates, volunteers, staff and public; calmly approach and solve problems under stressful 
circumstances; maintain and promote harmony in the workplace; concentrate for extended periods of 
time; and be flexible. 

I. Knowledge of State and Federal mandates relating to public facilities. 
J. Experience in point of sales and management of concessions; requires food handling certification or 

ability to obtain certification within six (6) months; requires bartending licensure within 6 months of 
employment. 

K. Experience in marketing and public relations programs preferred. 
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TRAINING, EXPERIENCE & OTHER REQUIREMENTS 
A. Associates’s Degree in business administration, recreation management, marketing or other related 

field or combination of education and experience that provides equivalent knowledge, skills, and 
abilities. 

B. One (1) to three (3) years of experience in management of public facilities, staff management and/or 
multiple programs. 

C. Experience in event planning (i.e., trade shows, craft fairs, weddings, tournaments). 
D. Requires food handling certification or ability to obtain certification within six (6) months; requires 

bartending licensure. 
E. Experience in the grant writing and administration of grants. 
F. Valid driver’s license with good driving record.   
 
PHYSICAL REQUIREMENTS: The work environment characteristics described herein are 
representative of those an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
1. Manual Dexterity: While performing the duties of this job, the employee is regularly required to 

coordinate hands, eyes, feet and limbs in performing semi-skilled movements such as operation of a 
computer keyboard, telephone, calculator and office equipment. 

2. Physical Effort: The employee is occasionally required to exert light to medium physical effort in 
sedentary and light to medium work involving lifting, carrying, pushing, walking, standing, reaching 
with hands and arms, climbing, balancing, stooping, kneeling or crouching. The employee must 
occasionally lift and/or move 25 pounds. Specific vision abilities required include close and distant 
vision and the ability to adjust focus.  

3. Working Conditions: The noise level in the work environment is moderately quiet. The work 
environment is normally indoors with controlled climate conditions. Occasionally the employee may 
be required to be outdoors for a short period of time, and therefore subject to varying weather 
conditions, for purposes of accomplishing the essential functions of this job. 

 
Percent of 8 Hour Day 

 67 – 100 
Consistent 

34 – 66 
Frequent 

6 – 33 
Occasionally 

0 – 5 
Rarely 

Sedentary 0 – 10# max •    
Light Freq. to 10# -20#max  •   
Medium  Freq. to 25#-50# max   •  
Heavy  Freq. to 50#-100# max    • 
Very Heavy  Freq. over 50+# - 100+#    • 

 
 
 
_________________________________________                                    __________________________ 
Signature of Employee                   Date 
 
_________________________________________                                    __________________________ 
Signature of Employer                  Date  







CITY OF ONALASKA 

Policy:      Employee Assistance Program Policy Number: 2.01 
Page:        1 of 2 
Approved by Committee:  8/5/99, 1/6/00, 11/5/03 
Approved by Council:  8/10/99, 1/11/00, 11/11/03 

S:\Everyone\Clerk\Meeting Agendas\Finance Personnel\2019\2.01 (EAP) 6-19.Docx {01872765.DOCX} 

Purpose 
Employee is defined for purposes of the Employee Assistance Program as all regular full-time and regular 
part-time employees, alderpersons, mayor. and part-time firefighters.  Because of the temporary nature of 
employment, seasonal and temporary employees are excluded from the program. 

The City of Onalaska has entered into an agreement with Gundersen Lutheran Medical CenterHealth 
System to provide employees and their family members with the benefits of an Employee Assistance 
Program (EAP).  The EAP will provide confidential assessment, short-term counseling, and referral at no 
cost to the employee or immediate family members with a resource through which they can address 
personal or work-related issues.  These concerns may include marital problems, depression, parenting 
issues, and drug and alcohol concerns, to name a few.  The City of Onalaska recognizes that such 
problems may negatively effect work performance.  Therefore, it recognizes that the EAP is in the best 
interest of all involved: employee, family and the City of Onalaska. 

Procedure 
The City of Onalaska will provide its employees and immediate family members with the services of an 
Employee Assistance Program, as contracted through Gundersen Lutheran Medical CenterHealth System.  
This program will provide confidential assessment, short-term counseling and referral services for 
employees and their immediate family.  The City of Onalaska realizes that all employees experience 
personal problems in their lives.  In most cases, they are able to work those problems out themselves. 
However, there are times when personal problems become complex and can affect personal health, family 
harmony, and life satisfaction and job performance.  These problems may then be resolved through 
professional assistance.  Use of the EAP is voluntary and occurs off-site at Gundersen Lutheran’s EAP 
offices or one of its satellite EAP offices.  For those employees who wish to pursue counseling services 
beyond complimentary EAP sessions, the EAP counselor will facilitate a referral.  The counselor can 
assist the employee in determining whether their health insurance benefits will cover on-going services.   

The City of Onalaska encourages the use of EAP through informal referral (also known as self-referral) 
by employees or their family members.  Each employee will receive information on how to contact EAP 
should they wish to refer themselves. 

When an employee experiences work performance problems, supervisors may also refer an employee to 
EAP through the formal referral process. The decision to accept a formal referral to EAP rests with the 
employee, due to the voluntary nature of the program.  A formal referral to EAP in no way replaces the 
standard disciplinary policies of the City of Onalaska.  Rather, the formal referral serves as an additional 
avenue through which employees can address problems that may adversely affect work performance.  An 
employee’s job security or future career advancement will not be jeopardized as a result of their 
participation in the Employee Assistance Program. 

General Provisions 

A. All employees of the City of Onalaska and their immediate family members are eligible for 1 to 35 
EAP sessions (per problem or issue).  The City of Onalaska incurs the cost of the EAP benefit.  Any 
ongoing counseling or other services pursued by the employee or their family will be their 
responsibility.  In many instances, private health insurance provides some coverage for the additional 
sessions. 
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B. Appointments with an EAP counselor can be made by contacting the EAP Office at (608) 775-4780 
or 1-(800) -327-999.1 can make appointments with an EAP counselor.  You can also check out their 
website at gundersenhealth.org/eap.  Daytime and evening appointments are available.  All efforts 
will be made to see clients within 24 to 72 hours.  The EAP has 24-hour telephone coverage as well 
as the ability to intervene with crisis situations at any hour. 

C. The EAP is a confidential service.  No information about a client will be shared without a signed 
consent form.  Federal and/or State regulations do not protect participants from disclosure of 
information related to suspected child abuse and neglect, a situation deemed potentially life 
threatening, or commission of a crime against property or personnel. 

D. When an employee is experiencing work performance problems, the supervisor, following established 
procedures, should work with the employee in an effort to re-establish accepted levels of 
performance.  If it appears that the sub-standard performance is or may be due to problems or 
impairment, the supervisor may formally refer the employee to EAP as part of a performance 
improvement plan.  In a formal referral, the supervisor will discuss the referral with the employee, 
notify EAP that a referral has been made.  The referral to EAP in no way lessens the expectation that 
work performance be improved.   

E. It is appropriate and encouraged for a supervisor to consult with an EAP counselor regarding 
employee concerns. The EAP counselor maintains a position of neutrality regarding workplace 
conflict.   

Labor Agreements 
Those protective service employees who are subject to comprehensive collective bargaining agreement as 
negotiated or are regulated by the Police & Fire Commission, shall be exempt from the provisions of 
these rules that are inconsistent with such agreements or other regulations. 
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