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The following documents are included in the packet for the Administrative Committee Meeting 

on December 11th, 2025:  

1) Amended Agenda 

2) Minutes for approval: 11/6/2025 

3) County Clerk job description 

4) Department Reports  

• County Clerk 

• Corporation Counsel 

 



GREEN LAKE COUNTY  
OFFICE OF THE COUNTY CLERK 

 

   Elizabeth Otto   Office:  920-294-4005 
County Clerk    FAX:    920-294-4009 

 

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, Green Lake, WI  54941    www.greenlakecountywi.gov 

 

  

Administrative Committee Meeting Notice 

Date: Thursday, December 11th, 2025 Time: 4:00 PM 

Green Lake County Government Center, 

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

*Amended AGENDA 
 

 

Committee  

Members 

 

Dave Abendroth- 

Chair          

Dennis Mulder 

Brian Floeter 

Gene Thom – Vice 

Chair 

Bob Schweder 

Nancy Hoffmann 

Joe Gonyo  

 

Elizabeth Otto, 

Secretary 

 
Virtual attendance at 

meetings is optional. If 

technical difficulties 

arise, there may be 

instances when remote 

access is a quorum 

attending in person, the 

meeting will proceed as 

scheduled. 
 
 
This agenda gives notice of a meeting 
of the Administrative Committee.  It is 
possible that individual members of 
other governing bodies of Green Lake 
County government may attend this 
meeting for informative purposes.  
Members of the Green Lake County 
Board of Supervisors or its 
committees may be present for 
informative purposes but will not take 
any formal action.  A majority or a 
negative quorum of the members of 
the Green Lake County Board of 
Supervisors and/or any of its 
committees may be present at this 
meeting.  See State ex rel. Badke v. 
Vill. Bd. of Vill. of Greendale, 173 
Wis.2d  553, 578, 494 N.W. 2d 408 
(1993). 

 

1. Call to Order 

2. Certification of Open Meeting Law 

3. Pledge of Allegiance 

4. Approval of Minutes: 11/6/2025 

5. Public comment (3 min. limit) 

6. Appearances  

• Melody Johnson - Bug Tussel  

7. Closed Session  

• Move into Closed Session per WI §19.85(1)(C) Considering 

employment, promotion, compensation or performance evaluation data of 

any public employee over which the government body has jurisdiction or 

exercises responsibility – regarding Interim County Manager 

performance evaluation  

8. Reconvene into Open Session to take action, if appropriate, on matters 

discussed in Closed Session  

9. Discussion and possible action to appoint County Manager  

10. Discussion and possible action regarding County Clerk job description  

11. Department Reports   

• County Clerk 

• Corporation Counsel  

12. Committee Discussion  

• Future Meeting Date: January 8th, 2026 @ 4:00 PM 

• Future Agenda Items for Action & Discussion 

13. Adjourn 

 

This meeting will be conducted through in person attendance or audio/visual 

communication.  Remote access can be obtained through the following link: 

Please accept at your earliest convenience. Thank you! 

Microsoft Teams Need help?  

Join the meeting now  

Meeting ID: 215 862 678 963 9  

Passcode: Fy2An74r  

Dial in by phone  

+1 920-515-0745,,457748395# United States, Appleton  

Find a local number  

Phone conference ID: 457 748 395#  

For organizers: Meeting options | Reset dial-in PIN  

Please accept at your earliest convenience. Thank you! 

Org help | Privacy and security 
 

Kindly arrange to be present, if unable to do so, please notify our office.   Sincerely, Elizabeth Otto 

 

https://aka.ms/JoinTeamsMeeting?omkt=en-US
https://teams.microsoft.com/l/meetup-join/19%3ameeting_YmY4NTVlYTktNjBiYy00NGZiLTljOTYtN2Y1ZWMyMjMxMmQ5%40thread.v2/0?context=%7b%22Tid%22%3a%226e4bd50f-9266-4d14-8159-66cdd4fec978%22%2c%22Oid%22%3a%2244416f56-2ed3-4980-9918-47a28875a116%22%7d
tel:+19205150745,,457748395
https://dialin.teams.microsoft.com/2896325c-bae3-46f8-b42e-39f2bee2d3c2?id=457748395
https://teams.microsoft.com/meetingOptions/?organizerId=44416f56-2ed3-4980-9918-47a28875a116&tenantId=6e4bd50f-9266-4d14-8159-66cdd4fec978&threadId=19_meeting_YmY4NTVlYTktNjBiYy00NGZiLTljOTYtN2Y1ZWMyMjMxMmQ5@thread.v2&messageId=0&language=en-US
https://dialin.teams.microsoft.com/usp/pstnconferencing
https://greenlakecountywi.gov/joiningmeetinghelp.html
https://greenlakecountywi.gov/legal.html


 

  
Administrative Committee 

November 6, 2025 

 ADMINISTRATIVE COMMITTEE MEETING 

 November 6, 2025 

        
The meeting of the Administrative Committee was called to order by Chairman Dave Abendroth at 5:30 PM on 

Thursday, November 6, 2025 in person at the Government Center, 571 County Road A, Green Lake, WI.  The 

requirements of the open meeting law were certified as being met.  The pledge of allegiance was recited. 
 
Present:   Dave Abendroth   Absent:  
  Brian Floeter 
  Joe Gonyo           
  Nancy Hoffmann 
  Bob Schweder 
  Gene Thom 
                         Dennis Mulder 
          
Other County Employees Present: Liz Otto, County Clerk; Jason Jerome, Interim County Manager; Stacy Graff, Fair 
Coordinator; Jeff Mann, Corporation Counsel  
 
APPROVAL OF MINUTES – 09/11/2025 
Motion/second (Schweder/Mulder) to approve the minutes of the 09/11/2025 meeting as presented with no additions or 
corrections.  Motion carried with no negative vote. 
 
PUBLIC COMMENT (3 MINUTE LIMIT) – none 
 
DISCUSSION REGARDING FAIR REVENUE UPDATE 
Fair Coordinator Stacy Graff stated the vendor revenue for the 2025 fair was approximately $200 more than last year 
with an increase of roughly $8,000 in all other revenues.  Graff reminded the committee that weather is a huge factor in 
the success of the fair and the weather was great this year.  Graff also informed the committee that she will be leaving her 
position on 11/18/2025.  Corporation Counsel Jeff Mann gave the committee a brief update on the progress of the 501(c) 
(3) status.   
 
DISCUSSION REGARDING FAIR 5K 
Fair Coordinator Stacy Graff informed the committee that there has been interest in sponsoring a 5K Run during the Fair 
in the future.   The committee agreed this would be a good idea to pursue through the governing committee for the Fair. 
 
DISCUSSION AND POSSIBLE ACTION REGARDING COUNTY CLERK RETIREMENT 
County Clerk Liz Otto has submitted a letter to Sheriff Mark Podoll with her intent to retire on 02/27/2026.  Per statute, 
the County Board must decide how to fill the remainder of the term which expires in January of 2029 with options being 
an appointment or a special election.  Discussion held.  Motion made by Thom to thank Liz Otto, accept her resignation, 
and recommend to the full Board to appoint an interim replacement with a special election in November of 2026 to fill 
out the remainder of the term.  Thom rescinded his motion after further discussion.  Committee agreed by general 
consensus that Corporation Counsel and County Clerk Liz Otto meet to bring back further information at the December 
meeting. 
 
CLOSED SESSION 

• Move into Closed Session per WI §19.85(1)(C) considering employment, promotion, compensation or 
performance evaluation data of any public employee over which the government body has jurisdiction or 
exercises responsibility – regarding Interim County Manager performance evaluation. 

 
Motion/second (Thom/Mulder) to move into Closed Session at 6:06 PM.  Roll call vote - Ayes - 7, Nays - 0, Abstain – 
0, Absent - 0.  Motion carried. 
 
Motion/second (Schweder/Thom) to allow County Clerk Liz Otto to remain in the Closed Session.  Motion carried with 
no negative vote.   



 

  
Administrative Committee 

November 6, 2025 

 
RECONVENE INTO OPEN SESSION TO TAKE ACTION, IF APPROPRIATE, ON MATTERS DISCUSSED 
IN CLOSED SESSION 
 
Motion/second (Schweder/Thom) to reconvene into open session at 6:53 PM.  Roll call vote - Ayes - 7, Nays - 0, 
Abstain - 0, Absent - 0.  Motion carried. 
 
FUTURE AGENDA ITEMS FOR ACTION AND DISCUSSION 
Future Agenda Items – action regarding Interim County Manager position 
Next Meeting Date – December 11, 2025 @ 4:00pm. 
 
ADJOURNMENT 
Chair Abendroth adjourned the meeting at 6:54 PM. 
 
       Submitted by, 
 
                                                                                         
       Liz Otto 
       County Clerk 



GREEN LAKE COUNTY JOB DESCRIPTION 
 

TITLE: COUNTY CLERK  

DATE:  November 2025 

DEPARTMENT:     COUNTY CLERK    

REPORTS TO: ELECTED OFFICIAL (COUNTY BOARD/ADMINISTRATIVE COMMITTEE) 

SALARY (2026):   $81,896.31 (annual) 

 
SUMMARY: 
The purpose of this position is to perform County Clerk duties as prescribed by Wisconsin 
State Statutes, county resolutions and ordinances.  This is an elected position with the current 
term ending December 31, 2028.  Successful candidate will be required to run for the position 
in November of 2028 to remain in the position for the following 4 years.   

 
Essential Duties and Responsibilities: 
 
The following duties are normal for this position and many are outlined in Wisconsin State 
Statute 59.23.  These are not to be construed as exclusive or all-inclusive.  Other duties may be 
required and assigned. 
 

• Chief Election Official for the county.  Supervise all elections for federal, state, county, 

school district, local and referendum questions.  Accept nomination papers from 

candidates for which this is the filing office and provide information regarding candidate 

nomination process. Provide information to the public regarding polling places and 

procedures.  Post and/or publish required election notices per state statute 

requirements.  Print, distribute, collect, post, certifiy and validate election ballots and 

returns.  Ensure proper compliance of WisVote data entry and provide WisVote relier 

services for contracted municipalities.  Appoint county Board of Canvassers and conduct 

county canvass.  Maintain and coordinate voting machine purchases and programming 

along with annual maintenance.  Conduct recounts as required.  Maintain knowledge 

and awareness of election laws to ensure compliance.   

 

• Serve as Secretary to the County Board.  Perform such duties as assist the Board chair in 

preparing and assembling the County Board agenda and necessary agenda materials 

needed for the meeting and distribution; clerk the monthly board meetings, and assure 

that all meeting agendas and minutes are prepared and published as required; prepare 

documents, certifiy resolutions and ordinances, and notifiy required entities of ordinance 

and resolution creation or changes.  Maintain an accurate record of all committee 

appointments and terms of office expiration.  Update and maintain Code of Ordinances. 

 



• Agendas and minutes for all standing County committees are under the direction of the 

County Clerk 

 

• Issue marriage licenses and dog licenses per state statute requirements.  Also issue 

timber cutting notices and DNR licenses.  Order supplies as required and prepare annual 

reconciliations for state reporting.   

 

• Provide passport and photo services to the general public including processing of new 

passport applications and renewal information.  Organize and ensure annual training as 

required by the federal passport agency. 

 

• Responsible for accepting and processing claims filed against the county 

 

• Supervise/coordinate notifications required under open meeting laws.  Advise public and 

news media of meetings and maintain county website information.  Maintain knowledge 

of current laws and counsel department heads and county board supervisors regarding 

compliance in areas of agendas and meeting materials.  Work closely with committee 

chairs to compile agendas. 

 

• Calculate annual apportionment of real estate tax and special charges, certify amounts 

and charges to municipal clerks, County Treasurer, and Wisconsin Department of 

Revenue. 

 

• Coordinate annual Snowmobile Trail Maintenance grant from the DNR to the county 

snowmobile clubs.  This includes the application process, maintenance of the SNARS 

system, and distribution of the grant. 

 

• Maintain, update and ensure publication of county ordinance code. 

 

• Records custodian for various county related documents including contracts, probate 

claim notices, county owned deeds, and annexations.  

 

• Compile and maintain the annual County Board proceedings and county directory. 

 

• Coordinate the redistricting process countywide every 10 years. 

 

• Prepare and manage the department budget. 

 

• Manage and oversee incoming and outgoing mail for county departments as well as 

maintain postage costs for each department.   

 

• Process monthly County Board supervisor payroll 

 



• Administer, file and maintain oaths of office and official bonds for county officials 

 

• Supervise and train staff to ensure various internal and external services are carried out 

effectively.  Interview and select employees.  Oversee personnel activities for staff 

including employee performance evaluations, facilitate employee development, and 

approve work schedules and timecards.  Ensure county policies are followed and the 

office is staffed at all times. 

 

• Act as point of contact and maintain all insurance coverage for Green Lake County 

including liability, property, and Worker’s Compensation. 

 

• Maintain employee security badge access and door security 

 

• Serve as backup to the Payroll Coordinator to ensure accurate and timely payroll 

processing 

 

• Assist other departments as needed. 

 

• Periodically review office and staffing procedures to ensure efficiency 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

• Local government experience and elections experience would be an asset 

• Solid verbal and written communication skills with ability to communicate professionally 

with vendors, employees and leadership.   

• Organized and detail oriented 

• Ability to utilize a variety of software programs including Microsoft Office, WisVote, LINQ, 

and Time Management.   

 

QUALIFICATIONS: 

• Candidates must be 18 years of age, a United States citizen, a resident of Green Lake County 

at time of appointment, and have no felony convictions 

 

PHYSICAL DEMANDS:  

• Finger dexterity 

• Ability to perform most work from a sedentary position 

• Ability to function in situations encountered in a normal office setting 

 












