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The following documents are included in the packet for the 
Judicial Law and Emergency Management Committee on April 
13, 2016: 
 

1) Agenda 

2) Draft minutes from the 03/09/16 & 03/21/16 

3) Correspondence 

4) Child Support I, Child Support II, Child Support III and Child Support 
Administrator Job Descriptions 

5) Resolutions regarding Child Support Structure 

6) Purchase Requests 



JUDICIAL/LAW ENFORCEMENT AND 
EMERGENCY MANAGEMENT 

COMMITTEE 
 
 

Please note: Meeting area is accessible to the physically disabled.  Anyone planning to attend who needs visual or 
 audio assistance, should contact the County Clerk’s Office, 294-4005, not later than 3 days before date 0f the meeting. 
 

Green Lake County is an Equal Employment Opportunity Employer 
571 County Road A, PO Box 3188, Green Lake, WI  54941-3188  www.co.green-lake.wi.us 

 

 

Judicial/Law Enforcement and Emergency Management Committee 
Meeting Notice 

Date: April 13, 2016  Time:  4:30 PM 
Green Lake County Government Center, 

County Board Room, 571 County Rd A, Green Lake WI 
 

Amended** AGENDA 
 
Committee  
Members 
 
Gene Thom, 
Chairman 
Sue Wendt, Vice-
Chair 
Debra Schubert 
Michael Starshak 
 
Lori Evans, Secretary 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Call to Order 
2. Certification of Open Meeting Law 
3. Pledge of Allegiance 
4. Agenda 
5. Minutes: 03/09/2016 **and 03/21/16 
6. Public Comments 3 Min Limit 
7. Correspondence 
8. Update Child Support Administrator 
9. Discuss Staffing in Child Support Office  

• Child Support I, Child Support II, Child Support III, 
Child Support Administrator 

10. Review Job Description/Fill Vacant Positions 
11. Purchase Requests 
12. Training Request 
13. Resolutions/Ordinances 
14. Voluntary Unpaid Leave Request 
15. Department Related Reports 

• Child Support 
• Clerk of Courts 
• Circuit Court/Register in Probate 
• District Attorney 
• Coroner 
• Emergency Management 
• Sheriff’s Office 

16. UCR Report 
17. Budget Adjustments/ New Accounts 
18. Monthly Sheriff Reports 
19. Expense & Revenue Monthly Reports 
20. Monthly Vouchers  
21. Consider motion to convene into closed session per: 

• Wis. Stat. section 19.85(1)(c) to consider employment, 
compensation or performance evaluation data of 
specific public employees over which the governmental 
body has jurisdiction or exercises responsibility.  The 
closed session is regarding interviews for Child Support 
Specialist I, Boat Patrol, Part-time Corrections Officer, 
*Paralegal/Office Manager, an exit interview for Child 
Support Employee and to approve closed session 
minutes. 

22. Reconvene to Open Session to take action, if appropriate, on 
matters discussed in Closed Session 

23. Lexipol 
24. Committee Discussion 

• Future Meeting. Dates: Regular Meeting May 11, 2016 at 4:30 pm 
• Future Agenda items for action & discussion: Adjourn 

Kindly arrange to be present, if unable to do so or if there are any changes, please notify Samantha at 4005. 

http://www.co.green-lake.wi.us/
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JUDICIAL/LAW ENFORCEMENT AND 
EMERGENCY M ANAGEMENT     

        COMMITTEE  

March 9, 2016 
  

The regular Judicial/Law Enforcement and Emergency Management Committee meeting 
was called to order by Chairman Gene Thom at 4:30 PM on March 9, 2016 in the 
County Board room of the Green Lake County Justice Center, 571 County Road A, 
Green Lake, WI.  The requirements of the open meeting law were certified as being met. 

Present:   Gene Thom – Chair  
                Sue Wendt – Vice Chair  
           Debra Schubert 
           Michael Starshak 
            
Others Present: 
  
Mark Putzke, Chief Deputy   Joel Gerth, Corrections Administrator 
Mark Podoll, Sheriff    Gary Podoll, EM Director 
Lori Evans, Admin. Ass’t to Sheriff   Tony Daley, Berlin Journal   
Lynn Ryan, RR Coordinator   Jack Meyers, County Board Chairman 
Jeanne Theune - CS    Andrew Christenson, DA  
Marge Bostelmann, County Clerk 
   
AGENDA 
 
Motion/Second (Schubert/Starshak) to approve the amended agenda.  All Ayes.   
Motion carried. 
 
PLEDGE OF ALLEGIANCE 

 
       The Pledge of Allegiance was recited by the group. 

MINUTES 

Motion/Second (Starshak/Wendt) to approve the minutes of the February 10, 2016 
meeting as presented.  All Ayes.  Motion carried. 
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PUBLIC COMMENTS 

None 
 

   CORRESPONDENCE 
 
Thank you from an inmate to Officer Dustan Thompson for trying to help him recently. 
 

 UPDATE CHILD SUPPORT ADMINISTRATOR 
 
Nothing at this time. 
 

               CREATION/DELETION OF POSITIONS – JUDICIAL 
 ASSISTANT/DEPUTY REGISTER IN PROBATE/COURT 
 RECORDS CLERK 

  
An updated job description for the Court Records Clerk was in the packet.  The only 
change was that Full-Time was taken out of the title.   Motion/Second (Wendt/Starshak) 
to approve the job description with the change of approval date from January 3, 2013 to 
March 9, 2016 and forward it on to Personnel.   All Ayes.  Motion carried. 
 

   REVIEW OF JOB DESCRIPTION/FILL VACANT POSITIONS   
 
Nothing at this time. 
 

    
               PURCHASE REQUESTS 

 
Request from the Sheriff’s Office for the purchase of a laser radar to replace an 
outdated unit.  This purchase is anticipated to be 100% funded by a BOTS grant.    
 Bids:  Laser Technology for $1,295.00.  State Bid.   
Account number 16-100-09-52150-810-003.   
 
Motion/Second (Schubert/Wendt) to approve the purchase as presented.  All Ayes 
Motion carried. 

        
 TRAINING REQUESTS 
 

Training requests from the Sheriff for the National Sheriff’s conference in Minneapolis 
in June.  Motion/Second (Schubert/Starshak) to approve the training requests as 
submitted and forward it to County Board.   All Ayes.  Motion carried.    
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 WISCONSIN CREDENTIALING AND ASSET MANAGEMENT 
 SYSTEM 
 

Emergency Management Director Gary Podoll explained the Wisconsin Credentialing 
and Asset Management System.  A copy of the Memorandum of Agreement regarding 
this was sent out in the packet.  Motion/Second (Starshak/Schubert) to authorize Marge 
Bostelmann to sign the Memorandum of Agreement and act as Administrator of the 
program.   All Ayes.  Motion carried.    
   

 RESOLUTIONS/ORDINANCES-RELATING TO THE GREEN 
 LAKE COUNTY EMERGENCY RESPONSE PLAN 
 
       Emergency Management Director Gary Podoll explained that the Green Lake County  
       Emergency Response Plan is now complete.  The document is available in the County 
       Clerk’s Office for viewing.  It replaces the Emergency Operations Plant that was  
       approved in 1993.  The resolution had some date errors in it that needed to be corrected. 

Motion/Second (Starshak/Wendt) to approve the Emergency Response Plan resolution 
as corrected and forward it on to the County Board for final action.    All Ayes.  Motion 
carried.    

 
 VOLUNTARY UNPAID LEAVE REQUESTS 
 
       None  
 
 DEPARTMENT RELATED COMMENTS 

 
Child Support:    Jeanne Theune said that she recently did some presentations at the 
Berlin Schools Health classes.  The students were very interested and appreciated her 
coming.  She stated that it was very rewarding.   She also stated that they have been very 
busy, trying to keep up and putting in a lot of overtime. 
 
Clerk of Courts:   No Appearance 
 
Circuit Court/Register in Probate:  No Appearance 
 
District Attorney:   DA Christenson reported that his office has been busy and they are 
trying to catch up after the big jury trial.  He also assisted in County-wide training at the 
Sheriff’s Office. 
 
Coroner’s Office:  No Appearance 
 
Emergency Management:  EM Director Gary Podoll reported that the Railroad Plan is 
going well.  Working with the Amish has been great.  More meetings are planned.  He 
hopes to get the plan completed by summer and have a table top exercise in fall. 
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Sheriff’s Office:   The Sheriff reported on two unfounded incidents recently, one 
regarding an ATV going through the ice on Lake Puckaway and one reporting a suicidal 
subject with a gun.  The Sheriff also reported on SWAT, Crimes against the Elderly, and 
Instructor Development training that some of his staff were attending. 
Chief Deputy Putzke reported that we are assisting Princeton Police Department on a 
drug related death investigation.  He also reported that they are following up on a case 
where an individual hit the Clerk of Courts sign in front of their office and it fell.  
Possible charges and a request for restitution for repairs will likely be requested.  He 
announced that we have been approved for another BOTS grant this year for 
approximately $15,000 towards traffic enforcement.  He further explained the County-
wide training that the DA referred to and expressed his appreciation to the DA for his 
assistance with that training.   
Corrections Administrator Gerth reported that he has two Corrections Officers in 
intoxilyzer school right now and more going in May.   
RR Coordinator Lynn Ryan reported that the scoring for passing the GED testing was 
lowered to 145 by the State of Wisconsin.  This is good news for some of our former 
inmates as that small change made the difference of them now obtaining their GED.  The 
Committee was interested in the GED test.  Lynn said she would bring along a copy of 
the test for the Committee to review at the next meeting. 
 

 COMMITTED FUNDS 
 

Requests for Committed and Restricted funds were either included in the packet or 
distributed at the meeting.  Motion/Second (Wendt/Schubert) to approve the Committed 
and Restricted Funds requests from the Sheriff’s Office, DA’s Office and Clerk of 
Courts Office and forward them on to the Finance Committee.  All Ayes.  Motion 
carried.    
 

               BUDGET ADJUSTMENTS/NEW ACCOUNTS 
            
None 
 

 MONTHLY SHERIFF REPORTS  
 
Motion/Second (Starshak/Wendt) to approve the monthly Sheriff’s reports as presented.   
All Ayes.  Motion carried.    
 

               EXPENSE AND REVENUE MONTHLY REPORTS  
 
Motion/Second (Wendt/Schubert) to approve the monthly Expense and Revenue 
reports.   All Ayes.  Motion carried.    
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 MONTHLY VOUCHERS 
 

The committee reviewed and signed the monthly claims for payment dated March 9, 
2016 for the following offices in the following amounts:  
       
Clerk of Circuit Court:  $        6,029.68 
District Attorney:              $       2,032.24 
Coroner:    $          110.27 
Emergency Management   $       3,991.11  
Judge-Circuit Court:         $       5,026.31    
Child Support:    $       1,352.26         

Sheriff’s Office:              $     57,276.22 
Sheriff’s Office:       730.45                  Journal Entries for DHHS             
Motion/Second (Starshak/Wendt) to approve all of the above claims.  All Ayes.  Motion 
carried. 
The committee reviewed and signed the monthly claim for the payment dated March 9, 
2016 for the following office in the following amount:  
Clerk of Courts:   $             50.00    (For Sue Wendt) 
Motion/Second (Schubert/Starshak) to approve the claim for Sue Wendt.  Three Ayes, 
Wendt-Abstained.  Motion carried. 
 

             CLOSED SESSION 

Motion/second (Schubert/Starshak) to move into closed session per ss. 19.85(1); (c) 
Considering employment, promotion, compensation or performance evaluation data of 
any public employee over which the governmental body has jurisdiction or exercises 
responsibility.   This closed session is regarding employment, compensation and 
promotion of a Child Support employee and interviews for part-time Master Control 
Aides.    Roll call vote:   Schubert – Aye, Starshak-Aye, Thom-Aye, Wendt-Aye. Four 
Ayes.  No Nays.  Motion carried. Moved into closed session at 5:18 p.m. 
 

       RECONVENE INTO OPEN SESSION 

Motion/second (Schubert/Starshak) to move into open session Roll call vote:  Schubert 
– Aye, Starshak-Aye, Thom-Aye, Wendt-Aye.  Four Ayes.  No Nays.  Motion carried. 
Moved into open session at 5:34 p.m.  
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       ANNOUNCE FINDINGS OF CLOSED SESSION 

It was announced that the committee recommended a rate adjustment for the interim 
Child Support Administrator and that two Master Control Aide applicants were 
interviewed and both were found to be acceptable candidates. 
 

              LEXIPOL 

No Lexipol policies were reviewed.  Logistics in disbursing the policies to the 
committee members was discussed.  County Board members now have secure County e-
mail addresses.  It was determined that the Lexipol policies would be e-mailed to the 
Committee members.  Due to the volume of pages of policy to be reviewed, paper copies 
will not be provided unless a committee member felt they had a question on a policy and 
needed a paper copy at the meeting to discuss it.  If that should occur, they should e-mail 
Chief Deputy Putzke and he would provide a paper copy at the meeting.   
 

 COMMITTEE DISCUSSION  
        
       Disbursement of Committee reports was discussed.  Clerk Bostelmann suggested using 
      the County e-mail for that also.  
 

       FUTURE MEETING DATE AND AGENDA ITEMS 

       The next meeting is set for April 13, 2016 at 4:30 p.m. in the County Board   
       Room of the County Justice Center, 571 County Road A, Green Lake.   

 
 ADJOURN 

Motion/Second (Schubert/Starshak) to adjourn.  All Ayes.  Motion carried.      Meeting 
adjourned at 5:38 p.m. 
Respectfully submitted, 
Lori Evans, Committee Secretary, Administrative Assistant to the Sheriff 
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JOINT PERSONNEL COMMITTEE AND JUDICIAL/LAW ENFORCEMENT  
AND EMERGENCY MANAGEMENT COMMITTEE MEETING  

March 21, 2016 
 
The Personnel Committee and Judicial/Law Enforcement and Emergency Management Committee met jointly:  
 

The Personnel Committee was called to order by Chair Joe Gonyo at 5:30 PM on Monday, March 21, 2016 
in the County Board Room, Green Lake County Government Center, Green Lake, WI.   
 
The Judicial/Law Enforcement and Emergency Management Committee was called to order by Chair Gene 
Thom at 5:30 PM on Monday, March 21, 2016 in the County Board Room, Green Lake County 
Government Center, Green Lake, WI.   

 
The requirements of the open meeting law were certified as being met.  The Pledge of Allegiance was recited.  
 
Present:  Personnel Committee   Judicial Law Enforcement & Emergency Management 
  Joe Gonyo    Gene Thom 
  Sue Wendt     Sue Wendt 
  Maureen Schweder   Deb Schubert   
  Harley Reabe     Mike Starshak 
  Paul Schwandt  
   
Also Present: Marge Bostelmann, County Clerk  Dawn Klockow, Corporation Counsel 
 Joy Waterbury, Supervisor   Jeanne Theune, Child Support 
 Lori Evans, Sheriff’s Office 
    
AGENDA 
Personnel: Motion/second (Wendt/Reabe) to approve the agenda.   Motion carried.  
 
JLEEM: Motion/second (Schubert/Starshak) to approve the agenda.   Motion carried.  
 
Review Job Description/Fill Vacant Position  

• Child Support Specialist I: Information was presented on the need for the position to be filled and an 
updated job description was presented.   

Theune gave a statement explaining the County is losing a wonderful employee in Marcia Kleman. She stated 
Kleman wanted to stay another 4 years but is leaving because she feels a lack of support for the Child Support 
agency by the County Board. Theune also stated that she has been working 45 to 50 hours per week to keep up with 
the workload. Theune noted that if the state requirements are not met, the county may lose over $200,000 in 
revenue.   
 
Discussion was held on approving two child support I positions because of the staff shortage.   
 
The job description and qualifications were discussed. The starting wage for the employee will be $16.43, which is 
pay group 14. The Committee discussed having 2 child support specialist I be hired.  
 
JLEEM: Motion/second(Schubert/Starshak) to approve the job description and filling the child support specialist I 
position.  Motion carried. 
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Motion/second(Starshak/Schubert) to recommend to the Personnel Committee that 2 child support specialist I 
positions be hired. Motion carried. 
 
ADJOURNMENT 
JLEEM: Motion/second(Starshak/Schubert) to adjourn at 5:38. Motion carried. 
 
Review Job Description/Fill Vacant Position  

• Child Support Specialist I: Information was presented on the need for the position to be filled and an 
updated job description was presented.   

Wendt stated that the Judicial Law Enforcement/Emergency Management Committee recommends 2 child support 
I positions be hired. Discussion was held.  Bostelmann stated that Nan Hanson, county floater position can fill in as 
needed until someone is hired. Theune stated that would require a security clearance and she will not know if that 
can be done until next week because the director, who gives the permissions, is unavailable until next Monday.  
Theune believes a phone tree would be helpful. Bostelmann can set that up at any time without cost. 
 
Personnel:  
Motion/second(Reabe/Schweder) to approve the child support I job description.  Motion carried. 
 
Discussion was held if a second child support I position should be created because they do not believe they will 
find anyone qualified for a specialist II position. 
 
Motion/second(Schwandt/  ) to approve filling the position and in the future explore creating a second child 
support I position.   
 
Questions arose if creating another position would create a 4th position in the department.   
 
Motion withdrawn. 
 
Motion/second(Schwandt/Schweder) to approve filling the child support specialist I position. Motion carried. 
 
ADJOURNMENT 
 
Personnel: Adjourn at 6:02.  
 
 
 
       Submitted by,   
          
 
       Marge Bostelmann 
       County Clerk    
 
 







GREEN LAKE COUNTY JOB DESCRIPTION 
 
TITLE:    CHILD SUPPORT SPECIALIST 
 
DEPARTMENT:   CHILD SUPPORT AGENCY 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:   CHILD SUPPORT ADMINISTRATOR 

 
 
SUMMARY:  To investigate and manage child support cases. 
 
DUTIES AND RESPONSIBILITIES: 

• Telephone   
o Answer & Log telephone calls in writing and in the KIDS computer system 

• Locate   
o Location of absent parent(s) 
o Employment of absent parent(s) 
o Information gathering activities to assist in preparation for court 
o Information gathering activities regarding income                                                     
o Information gathering activities regarding health insurance 

• Initiate  
o Review information received from IV-A regarding new cases and  

updates to existing cases, and do the necessary work involved.   
o Send required information to new customers / payers 

• Establishment 
o Establish child support orders and health insurance orders 

by negotiating out of court settlements with attorneys and clients  
or through court action.  

• Review 
o Review and adjust existing child support and health insurance orders, as 

required by law.  
• Enforcement 

o Enforce child support orders obtained between the parties or 
ordered by the court / family court commissioner.    

• Fiscal 
o Analyze KIDS system financial records for accuracy.  Identify errors in 

allocation, distribution, and disbursement of child support payments and take 
appropriate corrective action.   

• Data entry – Case Management and fiscal 
o Court order entry 
o Health Insurance order entry 



o Health insurance information entry 
 
 
 
• Use the KIDS state wide child support computer system to produce documents and 

letters.  Enter and disposition events, update employment, income and other verified 
information.  Maintain work lists.   

• Preparation of legal documents, including, but not limited to:  service of process 
documents,  income withholding documents, stipulations and court orders.  Some 
court motions, affidavits, orders to show cause, criminal documents and interstate 
documents may be involved.    

• Suspend Drivers’, Recreational and Professional Licenses, as appropriate, after 
consulting with Administrator 

• Seize bank accounts, when appropriate, after consulting with Administrator 
• Fiscal, employment, and health insurance information gathering activities to assist in 

preparation for court.   
• Establish working relationships with other County and State agencies, such as the 

IV-A Department, Probation Officers, Social Workers, Sheriff’s Department, Clerk of 
Court, Circuit Court, District Attorney and private attorneys.   

• Monitor cases for payments and take appropriate enforcement actions when 
necessary.   

• Provide health insurance information to customers. 
• Retrieve and work daily reports. 
• Verification of employment upon receipt of information 
• Investigate reports of missing payments 
• Reconciliation of child support accounts 
• Calculate and prepare arrearage affidavits.   
• Receipt and forward over-the-counter and mail-in child support payments 
• Prepare and forward Housing Authority income verification requests.   
• Prepare and provide child support account statements, upon request 
• Prepare vouchers.    Order and maintain office supplies                                  
• Create and maintain Excel spreadsheets as needed.   
• Scan all documents into the Laserfiche imaging system, as appropriate.   
• General Filing.  Purge old files, when appropriate.  Record actions as required.    
• Provide information to general public 
• Attend ongoing job-related continuing education training classes.  Read and 

understand all child support related materials provided by the State and Federal 
Government.   

• Assist the State of Wisconsin Bureau of Child Support with projects, upon request. 
 
SKILLS AND ABILITIES: 
• A thorough knowledge of modern office practices and procedures 
• Ability to obtain information through use of interview techniques 



• Knowledge of legal terms and definitions, as well as knowledge of child support laws 
as they pertain to establishment, collections, court procedures, welfare rules and 
regulations 

• Understanding of investigative techniques and procedure 
• Ability to establish and maintain effective working relationships 
• Skill in debt investigation and collection 
• Ability to relate to people from varied backgrounds 
• Ability to obtain cooperation from others in situations of conflicting goals or values 
• skill in dealing tactfully, objectively, and effectively with responsible parties in the 

collection of debts  
• Ability to evaluate information and  exercise judgment to make recommendations 
• Considerable knowledge and skill in computer operation 
• Ability to quickly learn  and use new computer software programs 
• Skill in the use of general office equipment including but not limited to:  telephone, 

copy machine, calculator, typewriter, personal computer, printer, fax machine and 
automobile. 

 
QUALIFICATIONS:  
EDUCATION:  High School diploma. 
 
EXPERIENCE / JOB KNOWLEDGE:  Minimum of 5 years of experience in increasingly 
responsible positions involving family law, extensive computer usage, investigation and 
dealing with the public.  Experience working independently is preferred 
 
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  About 50% of the time is spent typing or keying on the 
computer while sitting; approximately 20% of the time is spent talking while seated or 
standing;  approximately 20% of the time is spent listening while seated or standing; 5% 
of the time is spent reaching, stooping, kneeling, crouching, and lifting/carrying objects 
up to 10 pounds. 
 
ENVIRONMENTAL DEMANDS:  100% of the child support work is done indoors.  
About 30% of the time, situations could develop where there is verbal conflict with a 
customer either over the telephone or at the counter.  There may be approximately a 
1% chance of physical attack or injury from persons visiting the office or outside the 
office. 
 
 
This is a public service position.  Employees are required to be courteous, cooperative and respectful at 
all times with the public and clients.  This includes establishing and maintaining courteous, cooperative 
and respectful working relationships with other employees, supervisors and public officials. 

This position description has been prepared to assist in defining job responsibilities, physical demands, 
working conditions and needed skills.  It is not intended as a complete list of job duties, responsibilities 



and/or essential functions.  This description is not intended to limit or modify the rights of any supervisor 
to assign, direct, and control the work of employees under supervision. The county 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' judgment, to be proper. 
 
 
 
Updated February 5, 2013 
 



GREEN LAKE COUNTY JOB DESCRIPTION 
 
TITLE:    CHILD SUPPORT SPECIALIST II 
 
DEPARTMENT:  CHILD SUPPORT AGENCY 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:  CHILD SUPPORT ADMINISTRATOR 

 
 
SUMMARY:   
To assist the child support administrator in management of the child support program 
DUTIES AND RESPONSIBILITIES: 
• Telephone  

o Answer & log telephone calls in writing and in the KIDS computer system     
• Locate    

o Location of absent parent(s) 
o Employment of absent parent(s) 
o Information gathering in preparation for court activities 
o Information gathering activities regarding income 
o Information gathering activities regarding health insurance 
o Information gathering using agencies /courts in other states 

• Initiate  
o Review information received from IV-A regarding new cases and 

updates to existing cases, and do the necessary work involved.   
o Send required information to new customers/payers 

• Establishment   
o Establish child support orders and health insurance orders by negotiating out 

of court settlements with attorneys and clients or through court action.   
• Review 

o Review and adjust existing child support and health insurance orders, as 
required by law   

• Enforcement  
o Enforce child support orders obtained between the parties or ordered by the 

court / family court commissioner. 
• Fiscal  

o Analyzes KIDS system financial records for accuracy.  Identify errors in 
allocation, distribution, and disbursement of child support payments and takes 
appropriate corrective action.   

• Data entry - Case Management and fiscal 
o Court order entry 
o Health Insurance order entry 
o Health insurance information entry 



• Possess an in-depth comprehensive knowledge of the KIDS computer system and 
other county and state computer systems, including the Internet.   

• Preparation of legal documents, including stipulations, orders, interstate forms and 
documents, motions, affidavits, orders to show cause, service of process documents 
and income withholding documents, using the KIDS computer system.   

• Independently draft contempt pick-up warrants and commitment orders.    
• Suspend Drivers’, Recreational and Professional Licenses, as appropriate.   
• Seize bank accounts, when appropriate.     
• Attend civil court hearings to assist Corporation Counsel, as needed. 
• Testify at criminal hearings/trials, as needed. 
• Fiscal, employment, and health insurance information gathering activities to assist in 

preparation for court 
• Establish working relationships with other County and State agencies, such as the 

IV-A Department,  Probation Officers, Social Workers, Sheriff’s Department, Clerk of 
Court, Circuit Court, District Attorney and private attorneys.   

• Provide health insurance information to customers.   
• Retrieve and work daily reports.   
• Monitor paternity judgments for Vital Statistics purposes. 
• Verification of employment upon receipt of information 
• Investigate reports of missing payments 
• Reconciliation of child support accounts. 
• Calculate and prepare arrearage affidavits.   
• Receipt and forward over-the-counter and mail-in child support payments. 
• Prepare and forward Housing Authority income verification requests. 
• Prepare and provide child support account statements, upon request. 
• Prepare vouchers. 
• Order and maintain office supplies. 
• Create and maintain Excel spreadsheets as needed.   
• Perform DNA Paternity testing and complete all necessary paperwork, as needed.   
• Scan all documents into the Laserfiche imaging system, as appropriate.    
• General Filing.    
• Provide information to general public.  
• Attend ongoing,  job-related continuing education training classes.   Read and 

understand all child support related materials provided by the State and Federal  
• Assist the State of Wisconsin Bureau of Child Support with projects, upon request.   
• Minimal supervision and assignment of work to the Child Support Specialist.   
 
SKILLS AND ABILITIES: 
• A thorough knowledge of modern office practices and procedures 
• Ability to obtain information through use of interview techniques 
• Knowledge of child support laws as they pertain to collections, court procedures, 

public assistance rules and regulations  
• Ability to establish and maintain effective working relationships 
• Skill in debt investigation and collection 



• Ability to relate to people from varied backgrounds 
• Ability to obtain cooperation from others in situations of conflicting goals or values 
• Skill in dealing tactfully, objectively, and effectively with responsible parties in the 

collection of debts 
• Ability to evaluate information and exercise judgment to make recommendations and 

decisions according to office policy 
• Knowledge of legal terminology and business math and English 
• Considerable knowledge and skill in computer operation 
• Ability to educate others in the use of specific computer software 
• Skill in the use of general office equipment including but not limited to: telephone, 

copy machine, calculator, typewriter, personal computer and printer, fax machine, 
instant camera and automobile 

 
QUALIFICATIONS:  
EDUCATION:  High School diploma. 
  
EXPERIENCE / JOB KNOWLEDGE: Three years’ experience as a Child Support 
Specialist.  Must be proficient in the use of the KIDS child support computer system.  A 
minimum of 8 years of experience in increasingly responsible positions involving family 
law, investigation and dealing with the public.  Supervisory experience is preferred.  
 
 
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  About 50% of the time is spent typing or keying on the 
computer while sitting; approximately 20% of the time is spent talking while seated or 
standing; approximately 20% of the time is spent listening while seated or standing; 5% 
of the time is spent reaching, stooping, kneeling, crouching, and lifting/carrying objects 
up to 10 pounds; 5% of the time is spent reading, writing, or visually observing 
 
ENVIRONMENTAL DEMANDS: 100% of the child support work is done indoors.  About 
30% of the time, situations could develop where there may be verbal conflict with a 
customer either over the telephone or at the counter.  There may be approximately a 
1% chance of physical attack or injury from persons visiting the office or outside the 
office 
 
 
This is a public service position.  Employees are required to be courteous, cooperative and respectful at 
all times with the public and clients.  This includes establishing and maintaining courteous, cooperative 
and respectful working relationships with other employees, supervisors and public officials. 

This position description has been prepared to assist in defining job responsibilities, physical demands, 
working conditions and needed skills.  It is not intended as a complete list of job duties, responsibilities 
and/or essential functions.  This description is not intended to limit or modify the rights of any supervisor 
to assign, direct, and control the work of employees under supervision. The county 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' judgment, to be proper. 
 
Updated February 5, 2013 
 
 



GREEN LAKE COUNTY JOB DESCRIPTION 
 
TITLE:    CHILD SUPPORT SPECIALIST III 
 
DEPARTMENT:   CHILD SUPPORT AGENCY 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:   CHILD SUPPORT ADMINISTRATOR 

 
SUMMARY:   
To assist the child support administrator in management of the Child Support program 
on an advanced  level   
 
DUTIES AND RESPONSIBILITIES: 
• Investigation:   

o Location of absent parent(s) – interstate and difficult cases 
o Employment of absent parent(s) – interstate and difficult cases 
o Information gathering in preparation for court activities 
o Information gathering activities regarding income 
o Information gathering activities regarding health insurance 
o Information gathering activities using agencies / courts / resources in other 

states  
• Data Entry 
• Extensive preparation of legal documents, including stipulations, orders, interstate 

forms 
• and documents, motions, affidavits, and orders to show cause 
• Appear in court representing the Child Support Agency 
• Assist Administrator in supervision and assignment of work to the Child Support 
• Specialists.    
• Assist Administrator in the general operation of the Child Support Agency.    
• Provide information to general public 
 
SKILLS AND ABILITIES: 
• A thorough knowledge of modern office practices and procedures 
• Ability to obtain information through use of interview techniques 
• Knowledge of child support laws as they pertain to collections, court procedures, and 

public assistance rules and regulations 
• Ability to establish and maintain effective working relationships  
• Skill in debt investigation and collection 
• Ability to relate to people from varied backgrounds 
• Ability to obtain cooperation from others in situations of conflicting goals or values 



• Skill in dealing tactfully, objectively, and effectively with responsible parties in the 
collection of debts 

• Ability to evaluate information and exercise judgment to make recommendations and 
decisions according to office policy 

• Knowledge of legal terminology and business math and English 
• Considerable knowledge and skill in computer operation 
• Ability to supervise and educate others in the use of specific computer software 
• Skill in the use of general office equipment including but not limited to: telephone, 

copy machine, calculator, typewriter, personal computer, printer, fax machine, 
instant camera and automobile.  

 
QUALIFICATIONS:  
EDUCATION:  High School diploma 
EXPERIENCE / JOB KNOWLEDGE: Five years’ experience as a Child Support 
Specialist II and proficiency in all aspects of the KIDS child support computer system, 
case management and fiscal, (or any new statewide system that may be introduced).  
Extensive experience in investigation and dealing with the public, along with extensive 
experience in supervision is preferred. 
  
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  About 50% of the time is spent typing or keying on the 
computer while sitting; approximately 20% of the time is spent talking while seated or 
standing; approximately 20% of the time is spent listening while seated or standing; 5% 
of the time is spent reaching, stooping, kneeling, crouching, and  lifting/carrying objects 
up to 10 pounds; 5% of the time is spent reading, writing, or visually observing 
ENVIRONMENTAL DEMANDS: 100% of the child support work is done indoors.  About 
30% of the time, situations could develop where there is verbal conflict with a customer 
either over the telephone or at the counter.  There may be approximately a 1% chance 
of physical attack or injury from persons visiting the office or outside the office 
 
 
This is a public service position.  Employees are required to be courteous, cooperative and respectful at 
all times with the public and clients.  This includes establishing and maintaining courteous, cooperative 
and respectful working relationships with other employees, supervisors and public officials. 

This position description has been prepared to assist in defining job responsibilities, physical demands, 
working conditions and needed skills.  It is not intended as a complete list of job duties, responsibilities 
and/or essential functions.  This description is not intended to limit or modify the rights of any supervisor 
to assign, direct, and control the work of employees under supervision. The county 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' judgment, to be proper. 
 
Updated February 5, 2013 



GREEN LAKE COUNTY JOB DESCRIPTION 
  
TITLE:    CHILD SUPPORT ADMINISTRATOR 
 
DEPARTMENT:   CHILD SUPPORT AGENCY 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:   JUDICIAL / LAW ENFORCEMENT COMMITTEE 

 
 
SUMMARY:   
To manage and direct the child support program in Green Lake County. 
 
DUTIES AND RESPONSIBILITIES: 
ADMINISTRATIVE:  
• Develop and maintain a child support program plan for Green Lake County, which 

meets all federal and state laws, rules, regulations and policies 
• Contract with the State of Wisconsin for all support related activities in the county 
• Coordinate all locate child support agency functions 
• Develop office policy and procedures 
• Establish a cooperative working relationship with the county IV-A agency and other 

county and state agencies involved in the child support and paternity program 
• Negotiate cooperative agreements with other county agencies, per federal 

requirements 
• Supervise and evaluate other child support staff 
• Complete all required administrative reports 
• Develop the county budget for the child support program 
• Provide public information and education regarding the child support program 
 
CASE MANAGEMENT: 
• Paternity determination activities 

o Prepare legal documents 
o Develop procedures for, schedule, and administer genetic testing 

• Court related activities 
o Prepare all legal documents 
o Appear and assist the Corporation Counsel at court hearings 

• Create and maintain an individual case record system which will meet the 
requirements as set forth in 45 CRF 303.2 

• Work with specialists to determine appropriate enforcement actions 
• Prepare documents for referral of criminal non-support cases to the District 

Attorney’s Office;  work with the District Attorney’s Office in prosecution of  criminal 
case 



 
SKILLS AND ABILITIES: 
• A thorough knowledge of child support laws as they pertain to enforcement, paternity 

establishment, collection hierarchy, and public assistance rules 
• knowledge of legal forms and terminology, business mathematics and English 

investigative skills, supervisory skills 
• considerable skill and knowledge in computer use 
• knowledge of human behavior with the ability to relate to people from varied 

backgrounds 
• ability to obtain cooperation from others in situations of conflicting goals or values  
• ability to evaluate information and exercise judgment to make recommendations and 
• decisions according to office policy and in conformity with the law 
• Skill in the use of general office equipment including but not limited to: telephone, 

copy machine, calculator, typewriter, personal computer and printer, fax machine, 
instant camera and automobile. 

 
QUALIFICATIONS:  
EDUCATION:  Bachelor’s degree in Business Administration, Management, Police 
Science/Administration, or a related field is desired.   
  
EXPERIENCE / JOB KNOWLEDGE:  Or equivalent combination of education and 3-5 
years management experience with increasing responsibilities relating to family law, 
investigation, supervision, computerization and business management, preferably in a 
child support agency setting.   
 
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  About 30% of the time is spent typing or keying on the 
computer while sitting; approximately 25% of the time is spent talking while seated or 
standing; approximately 25% of the time is spent listening while seated or standing, 5% 
of the time is spent reaching, stooping, kneeling, crouching, and lifting/carrying objects 
up to 10 pounds; 15% of the time is spent reading, writing, or visually observing.     
 
ENVIRONMENTAL DEMANDS: 100% of the child support work is done indoors.  About 
30% of the time, situations could develop where there is verbal conflict with a customer 
either over the telephone or at the counter.  There may be approximately a 1% chance 
of physical attack or injury from persons visiting the office or outside the office.   
 
 
 
This is a public service position.  Employees are required to be courteous, cooperative and respectful at 
all times with the public and clients.  This includes establishing and maintaining courteous, cooperative 
and respectful working relationships with other employees, supervisors and public officials. 



This position description has been prepared to assist in defining job responsibilities, physical demands, 
working conditions and needed skills.  It is not intended as a complete list of job duties, responsibilities 
and/or essential functions.  This description is not intended to limit or modify the rights of any supervisor 
to assign, direct, and control the work of employees under supervision. The county 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' judgment, to be proper. 
 
 
 
 
 
 
 
 
Update February 5, 2013 
Terri L. Stellmacher 
 















 
Request for Purchase Approval 

 
 
Item to be purchased:  (2) Apple iPhones  
 
Sheriff’s Recommendation:   US Cellular    
 
Account Name and Number:     
         
Governing Committee:  Judicial and Law Enforcement  
  
Governing Committee Approval Date: April 13, 2016 
 
Property and Insurance Approval Date:  
 
Reason for Purchase: The two Sgt. can get their county emails at all times and 

keep up on day to day office work with Deputies.  
 
 
Bid Information each: US Cellular   $.1 
     County cell phone carrier 
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