
City of Waupaca 
Committee of the Whole Item Staff Report 

 
FROM: Kathryn Kasza 

Finance Director/City Treasurer 
   

  
DATE: October 4, 2021 
  
SUBJECT: Utility Clerk Position  

DISCUSSION: 
 
The Finance/City Treasurer’s office, in the past had a part-time Utility Clerk.  With the retirement of Tena 
Dennis, Deputy Treasurer, and the hiring of Jeri Allen to fill the position, we have moved the duties of 
Utility Billing to a part-time position which was handling Online customer service.  The addition of the 
refuse/recycling billing to the monthly utility bill will increase the amount of customer interaction for this 
position.  This position is responsible for the collection of the revenue sources for the City’s utility services.  
The billing of 2,700+ accounts each month with collection and maintenance is a full-time task, along with 
the regulations of the Public Service Commission on the water portion. 
 
Included in this request is the updated job description.  At this time, should the Council proceed with this 
position there would be a neutral impact on the General Fund budget for the Finance Department.  This 
would be accomplished by laying-off the part-time administrative assistant which is only 24 hours per week 
at the end of this year (2021).  The Utility Clerk position at the starting rate of $19.50/hour would be funded 
equally by the General Fund, Water, Sewer, Online and Refuse/Recycling Funds at approximately 
$11,000/year for wages and benefits.  The rate is based on other water utility clerk positions of similar size 
and job duties.  This position would bring the Finance Department back to the level it was when I was hired 
in 2014 of three (3) full-time positions and provides coverage of the front administration counter for 
customer service. 
 
I believe this position would be an asset to the City in communicating information of the utilities and provide 
resources to those who have questions on how to pay their bill online, set up payment plans, work to educate 
on the future ability to see customer water consumption online, etc. 
 


