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STATE OF WISCONSIN )
DEPANTHENY OF FUBLIG WeLFATE §

I, Wilbur J. Schmidt, Direetor of the State Department of
Public Welfare, and custodian of the offisinl records of éa;id Depar tment,
do hgreby certify that the amnexed revised rule relating to the merit
system for eaunﬁy velfare departments and providing fér & change in the
classification and cempansatian plan was duly appravegd and adopted by the
State Board of Public Welfare on December 12, 1962. ,
| I further certify that said copy has been czempared by me with
the original on file in this Department and that the same is a true copy
\‘ tmfeaf, and af the whole of such original. |

IN TESTIMONY WHEREQF, I have hereunto
set my hand at the State Office
Building in the City of Madison,
this /777 _day of December, A.D. 1962,

Dirmter. 3ta,te Wartment af Publie Welfare



ORDER OF THE STATE DEPARTMER? OF PUBLIC WELFARE
REVISING RULES

Pursuant to authority vested in the State Department of Pﬁblic
Welfare by Sections 46.004 (3) and 49.50 (2), Wis. Stats., the State
Department of Publie Welfare hereby reévises Rule PW~PA 10 relating to
merit system rule for county welfave departments. (The parts of the Rule as
revised are attached hereto.)

Rule PW-PA 10 as revised herein shall take effect on February 1,
1963 pursuant to the awthority granted by s. 227.026 (1) (b), Stats.s

Dated:  December /974, 1962 State Department of Public Welfare

Wilbur J."Schnigk, Tireotor




CHAPTER FW-PA 10

PW-PA 10,01 (3) is emended to read:

(3) PERSONNEL BOARD means the State Personnel Board,

PW«PA 10,01 (12) is amended to read: ‘

(12) EXEMPT POSITION means a position herein designated as a position
exempt from the application of this rule, The exempt positions in the agencies
are the following:

(b) Attorneys serving as legal counsel.

(e) Students of & recognized graduaste scheol of soeial work engaged in
field training.

(d) Student case workers having a minimum of two years of college or
university may be employed for a perdod not to exeeed 90 days per year. Such
workers shall be paid a salary within the range of $190 to $275 per month.

(o) Hembers of county welfare boards paid only for attendance at meetings.

P4 10.01 (15) is emended to read:

(15) DESIRABLE QUALIFICATIONS means the preferred requirements of education
and experience snd other qualifications as desgeribed for a given class in the
elassifieation plan.

PWH-PA 10.02 (3) (a) and (b)‘am amended to resd:

(3) COUNTY APPOINTING AUTHORITY. (a) Hach agency, except where the
administration ls vested in the Juvenile court judge or children's board, shall
employ a director who shall be seleeted by the county board of public welfare
pursvant to seetion 46,22 (2) (b), Wis. Stats.
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(b) All other employes of the agency shall be selected by thevdireetor.
Juvenile court judge, or ehildren's board, as the case may be, upon proper certie
fication from an appropriste register of eligibles or transfer in accordance with
this rule, with the advice and consent of the appointing authority. |

PW.PA 10,07 (1) is amended to read:

PI-PA 10.07 Certification of Eligibles. (1) REQUEST FOR CERTIFIGATION.

If a vasancy ogeurs in any position in any ageney, or if new positions are
established and new employes sre needed, requisition shall be submitted by the
agency to the division upon a preseribed form. This requisition shall state the
nunber of positions to be filled in the class; and 211 other pertinent information.
After approval by the division, the regquisition shall be forwarded to the bureau,

PW-PA 10.16 (3) is oreated to read: |

- (3) FAIR EMPLOYMENT. Pursuvant to pﬁevisians of sees, 111,31 - 111,38, Wis,
Stats., it is declared to be the publie poliey of the State to encourage and
foster to the fullest extent practicable the employment of all properly gualifiad
pergons regardless of their age, race, c¢reed, color, national origin or ancestry.
Wisconsin's Fair Buployment Practices Law makes it unlawful, and subject to penalty
 te diseriminate. The State ?air Employment Practices statute is administered by
the Fnir‘Eﬁploymehﬁ'?raetiaes Division of the Industrial Commission located at
634 North 2nd Street, Milwaskee, Wisconsin, |

PW~PA 10.25 is repealed and re-created to read:



COUNTY MERIT SYSTEM COMPENSATION PLAN
Pi.PA 10,25 Salary schedules. (1)

(a) GROUP l- POSITION CLASS AND SALARY SCHEDULE
COUNTY WELFARE DEPARTMENTS, JUVENILE COURTS,
CHILDREN'S BOARDS . -

Class Title = A B ¢ D E —
(1) (2 (3) (&) (5. (6 (7 (8 (9 (10)

Director, Class IV Agenoy $580 $610 $640 $670 $700 $730 $760 $7@o $820 $850
Director, Class III Agency 5350 580 610 640 670 700 73 760 9790 820
Director, Class II Agency 520 550 580 610 640 670 700 730 760 790
Director, Class I Agency 90 515 540 565 590 615 60 665 690 715
Case Work Supervisor II 530 555 580 605 630 655 680 705 730 735
Case Work Supervisor I 800 525 550 575 600 625 630 679 700 725

Case Vorker III k70 k95 520 S5 570 595 620 645 670 695
Case Worker LI 435 455 W75 h95 515 535 555 575 595 615

Case Worker I . 390,410 430 - 450 470 k90 510 530 550 570
(b) GROUP IX - POSITION CLASS AND SALARY SGHEDULE
JUVENILE COURT ATTACHED STAFF ONLY
A B ¢ D E
(1) (2) (3) (&) (3) (& (M (B) (9) (10)
Juvenile Court Worker £330 $350 $4970 $390 $410 $430 $450 &470 ‘Mgo $510
(¢) GROUP IIT - POSITION CLASS AND SATARY SCHEDULE
COUNTY WELFARE DEPARTMENTS, JUVENILE COURTS,
CHTLDREN'S ROARDS
A B ¢ D E
(1) (2 3 & (5 (&) (7 (8) (9 (10)

Administrative Assistant $330 $359 $37e $390 $410 $439 $h5o swzo $l&90 $510
Clerk III 285 300 315 330 345 360 375

Clerk II 260 270 280 290 300 4910 320 339 3&0 356
Clerk I 220 230 240 250 260 270 280 300. 310
Stenographer II 280 200 300 310 320 7330 340 350 360 370
Stenographer I . 240 250 260 270 280 290 300 7.0 320 330
Typist 11 260 270 280 290 300 910 320 330 WO 350

Typist I 220 230 240 250 260 270 280 290 300 310
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(d) GROUP IV - POSITION CLASS AND SALARY SCHEDULE
AL B ¢ D E |
W@ G WO M e ©
Homenaker §240 $250 $260 $270 $280 $290 $300 $310 $320 $330

() OPTIONAL SCHEDULE FOR CLASS ITI AND IV AGENCIES ONLY
(1) (2) (3) (%) (s)  (6)
Director, Class IV Agency  $760  §$790  §820  $850  $880  $910
820 880

Direetor, Class III Agency 730 760 790 B 850

Case Work Supervisor II 680 705 0?0 755 780 805

Case Work Supervisor I 650 675 700 725 750 . 775

Case Worker III 570 595 620 645 . 670 695

Case Worker II 515 535 555 575 595 615
. Case Worker I k0. koo .. 510 530 550 570

(2) Each county must select a six consecutive step compensation plan for the
welfare department, children's board and juvenile court from the Group I
schedule, and must also select a six consecutive step compensation plan for
the welfare department, children's board and juvenile court frém;the
Group III schedule (Schedule A, 1-6; Scheduls B, 2-7; Schedule €, 3.8;
Sehedule D, 4-9; Schedule B, 5-10). 8Sghedules under Group II apply only to
positions of juvenile court attached staff operating under the merit systenm.
Schedules under Group IV apply only to positions in the welfare department.
The eorresponding six salary steps must be used for all position classifica-
tions under each group. The consecutive gix step range used in Group I, IT
or III need not be the same conseutive six step range used in Group IV,
Example: A county may select Schadule ”Dﬁ under Group I or Group 1II or

Group IIT which would be applicable to all positions claseified under these
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groups, and at the same time select Schedule "A" under Group IV which would
be applicable to the position classified undéf'thaﬁ group. The juvenile

"eaurts and the ehildren's boards aperating undar the merit. aystam will be

" deemed to be under the same schedule or schadules adepted by their

(3)

(%)

(5)

respectivs eeunties far the Welfare Department uﬂleas gppropriate agtion
is taken in adopting a different achedule or schedules, |

The optional aehedule may be selected by Class III and Class IV agencies

only.
Gouhty action in adopting the schedules shall be by formal action by the
county board of supervisors or by the county beard of public welfare or
by the county juvenile judge or children's board if delegsted this
respansibility for setting salaries ef persans subjeaet to the prevzsions
of the county merit system rule. A aertified copy of ‘the eaunty's action
electing speoific schedules shall be filed with the Division of Publie
Aasistanee. In thé sbsence of specific metion Schedule A shall be deemed
to apply to all groups. This plan shall be applicsble to all classes of
positions in the agency effective not later than July 1, 1963.
A change in one ér more salar& schédulea ﬁay be mede at any tinme. Suéh
change shall alae be by formal action by the eeunty board of supervisora
or by the eaunty board of publia welf are or by the county juvenile jndge
or children's board if delegated this responsibility for aetting sdlaries
of persons aubjeet to the provisions of the county merit system rule, and
a certified copy of the action taken éhali be filed with the Division,
showing the date of adoption and the effective date of the new salary
schedule or schedules.
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(6) Ab leaat the minimum fbr the elass ahall be paid. and the maximm is the
highest rat,e on which reimbur&ement shall be made. Intamediate ateps
ahall be the rate af salary advaneement batwean the minimum and maximum

PW-PA 10.27 (1) is re-numbered to read 10.27‘(1) (a).

PH-PA 10,27 (1) (b) is created to read:

(b) If at the time this compensation plan goes into effect the éa1ény of
any employee does not coineide with one of the step intervals as a result of a
change in range or inorement for certain classes of positions, adjustment need
not be made until the next salary inorease is granted, but no later than
January 1, 1964,

PW-PA 10.28 (6) is‘amsﬂdéd'té reatls

(6) During a period of emergency when an emplayee is required to assume
responsibilities of a more advanced position, an ineresse of wmore thaﬁ‘ans step
and at an interval of less than one year may be granted for the perioed of t&a ‘
emergensy. K

PW-PA 10.30 (2) is amended to read:

(2) BASIS FOR ALLOCATION OF COUNTY AGEHCIES

(a) (lassification ' Points
Class I Agenocy -1 to and ineluding 1% points
Clase II Agency 16 to and ineluding 25 points
Class IIT Agency 26 to and including 40 points
Class IV Agenqy 41 points and over

(b) Ageﬁeias will be classified on the basis af the above point systent.
(e) Thaumbenta in agenoies classified on the baaia of the new allaeation
will not be reduced in elassifiocation if the ageney ie later re-allocated to a

lower class because of a reduction in agency points.
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(d) Direstors of county agencies who have qualified for their positions

| will not be required to’fu?ther qualify because of any future change in agency
points, : :
CRRRA 20,32 (1), (2), (3, (8), (9), (20, (12), (13), (W), (15), (26) and
(17) are amended to read: | ' | |

| PW;PA 10.32 Gounty Marit $ystem Classifiaatian p&an' (1) CLASS TITLE:
DIRECTOR = CLASS IV COUNTY DEPARTHENT OF PUFLIC VELFARE ONLY. () Definition,
Within the anthority delégaﬁed by the county board of supervisofs, and under genersl
superviéicn of the county beard:af public welfare and the State Department of Public
ﬁeifara, £o gerve as the exéantive and adminisﬁraﬁive azriéer of a county department
of_publie welfare having 41 points or more. (See FW<PA 10.30)

(b) Characteristic Duties and Responsibilities. 1. To be responsible for all
phases of'ﬁhe‘ﬁublie welfare program in a Class IV agency and to plan; organize,
direct, and coordinate the work of the various units of administration for the
effioient and effective operation of the program; |

2. In consultation and agreement with the county board of publie welfare to
be responsible for financial planning, including prepsration of budgets, maintenance
of fisaal conﬁrals, and submission of required reports to the aaunty heard,

3.' To determine personnel requirements and to be responsible for the appoint=
nent of staff with the approval of the county board of public welfare and in
compliance with the sannﬁy maiii systeny | |

b, To organize ard administer é formalized, cemprehanﬁive and effective staff
development program, ineluding inaaeréiee training and épp?bpriate usé of other

educational resources,
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5.‘ To aeapefata’with'rapreaentamivés of the state‘&épértméﬁt"inyﬁhe'e?ara*
tian and development of the. eavnty‘welfare pregram; and. to- direet the preparatlan
and submission of requ:red reports to the state department;

6, To be respen ible for obtaining the sctive partiaipation of the county
board ef publie welfare in policy making, in comsunity interpr@tatien. aﬁd to
brlng to the board any and all matters on which it is appr0pri&te for the adminigw
trator to seek the beard' advice; ‘

7 Tc be reSpenslble for the public relations of the county agency and foy
the 1nterpretation of the public welfare program to the eommunity;

8. To engage in canfereneea with the supervis@ry staff and to be raspansibla
for periodic staff QValuaﬁiens;

9. To gaeperate with othar agencies, eftie&ala and eitizeng in p)aaming for
community services;

10, To stlmulate and auperviaa resesrch pertinent to the davelapmant of the
county welfare pragram.

(e) Qualification Requirements, 1. ﬁinimum‘aducaﬁién ané &kpefienee. Five
yéars of full-time paid employment within the last nine years in public or velontary
welfafé}wark in an administrative or professional capaoity esnd gradustion from an
aceradited four-year eéllege or wnlversity, Graduate study in an aceredited
schael of soeial work may he substituted for two years of the qnalzfy&ng expers
ience on a year for year basis.

24 Kﬁoﬁledges. a., Thorough knowledge 6f organization and funetieﬁsfcf state
and local ge#ernmeﬁté. ineluding finance, with partienlar reference ta their

implications on the county lavel.
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b. Thorough knowledge of Wisconsin publie walfare 1aw3 and of'pertinent
provnslons ef the federal social saeuvity det and familiarity with 1aWE, regu-
lations, and prastieaa pertaining to other f@deral publie we)fare pragrams and of
publie ami priva.t.e ag&ncias in tha state pmvz.ding spacie.l services.

e; Extensive knoﬁledge of modern administrative practieas and proc@dures.
budgeting and fianal rianagenent , publie adm‘niatration, and persennel managemant.

d. Gonsidarabla knowladge of eurrent saaial and aéannmie prablems and bhe
ﬁay'iﬁ which these prablema affe¢t‘families and individuals.

@ Considérable knowledge of human behaviaf,and the basie principles and
practieés of social casework. | |

3. Abilitieé. a. To work with peaﬁle; to ekarcise‘gaad judgmént in appraising
aituaﬁions;‘makinp deeiéions; planning and directing work. v
‘ b. Gompetency in publie relations demonatrated by abilitv to promote and
‘ devalap the publie interest, uwnderstanding, and support in the ebjeetives and
benefits of adequate community’welfare servicas,

| kL, Perscnal attributes, Satisfactory dppearance and poise; trustworthiness;
and inﬁegrity. | | | ‘

54 Physieal characteristics. Good physieai sondition,

(2) OCLASS TITLE: DIRECTOR - CLASS III COUNTY DEPARTMENT OF FUBLIC WELFARE
ONLY, {a) Definition. Within the authefity delegated by the county board of
superviseré. and undey general suparviaion‘of the eouhty,bOard‘ef publie welfére
and the State ﬂepértment,of Publie Welfare, to sQPVe‘aa the exeautive and
administrative officer of a gounty department of public welfare having 26 to and
ineluding 40 classification points. (8See PH-PA 10.30)



(b) Characteristie Duties and Responsibilities. 1. To be responsible for
all phases of the publia'welfafe program in a class III agency and to plan,
organize, direét.‘aﬁd coordinate the work of the various aﬁits of administration
for the effiaient and effective operation ef the program;

2« In ponsultation and agraamant‘@ith the éeuntyfboaﬁd'of publiﬂ5waifare to
be responsible for finaneial planming, including prepavation of budgets, mainte-
nance of fiaeai controls; amé submisSion of iequired vspaﬁﬁs to the eounty béard;

3. To determine persoﬁnel requirﬁments and to be responsible for the appoint-
ment of staff with fhe approval of the county heard of public welfare and in
eampliance with the county merit system; ,

4, To organime and adminisﬁar a formalized, comprehensive snd effeeﬁife gtalf
development pragram,:iﬁelnding in-gervice training and appropriate use of other
educational resources,

%, To coopsrate with representatives of the state department in the oparation
and development of the county welfare program; and to direet the preparation and
spbmissién of required reporte to the state department;

6. To be reapansiblé for obtaining the active participation ofAtha eounty
board of public welfpre in policy making, in cormunity interpretation, and to
“bring to the board sny and nl) matters on which it is appropriate for the adminis-
trator to seek the board's advieej | -

7, To be responsible for‘the‘pablie relations of the county agency and for
the interpretation of thexpubiie welfare program to the community;

8. 7o engage in conferences with the supervisény'#taff and fovbéorespoénsible
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for periodia staff avaluations;

9 To eoaperate with other ageneies. officlals and eitlzens in plannlng
'for cemmunity aerviees;

, loi To stimulate and supervise research perﬁinent to the develepmant of the
county welfare program. | |

(e) Qnalificgtiqn.ﬁequirements.’ 1. Minimum education and eXperiénee. Fouyr
years of fu11~tiﬁe paid émpluyment within the last nine years in publié or valunﬁany
welfare WGfk in an administrative or professional capacity and graduation from an
aceredited foursyear college or university. Graduate study in an acoredited school
of social work may be substituted for two years of the qualifying experience on a
year for year basis, N .

2. Knowledges, a; Thorough knﬁwladge of organization and functions of
state and local governments, inecluding finance, with particular reference to their
implieations on the county level,
| b, Thorough knawledga of Wiseanain puhlia welfare laws and of pertinent
provisions of the federal social securify act' and familiarity with laws, regue
lations, and practices pertaining to other federal pﬁblic we)rare programs end of
public and private agencies in the state providing sPeaial serviees.

L Pxtensive knowledga of modern administrative praetzaas'and procedures,
budgeting snd fiscal management, pnblia adminigtratian, and personnel management~

d; Gcnsiderablevkn@wledge of current seeialvand econonie pr@biéms and the‘
way in which these problems affect families and individuvals,

e Cnnaldnrable knowledge of human behavior and the hasic principles and

practices of social casework,
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3. Abilities. a. To work with people; te exercise good judgment
appraising situations, making decisions, planning and direeting work.

b. Competency in public relations demonstrated by ability to promote and
develop the publie interest, understanding, and support in the objectives and
benefits of adequate community welfare services.

L, Personal attributes. BSatisfactory appearance and poisej trustworthiness;
and integrity. |

5. Physical characteristics. Good physical condition.

(3) CLASS TITLE: DIRECTOR - CLASS II COUNTY DEPARTMENT OF PURLIC WELFARE
ONLY. (a) Definition. Within the suthority delegated by thé county board of
supervigors, and under general supervision of the county board of public welfare
and the State Departmeng of Public Velfare, to serve as the exesutive and adminis-
trative officer of a county department of publie welfare having 16 to and ineluding
25 classification points. (Bee PW-PA 10.30)

(b) Characteristie Duties and Responsibilities, 1. To plan, organize,
direet and coordinate the work of the staff members in dll phases of public welfare
in a clags II pgency for the efficlent and effective operation of the program;

2. In consultation and agreement with the county board of publie welfare to
make finanecisl plans including.praparatien of budgets, maintenance éf fiseal control
and submigsion of required reports té the eounty board;

3. To determine personnel requirements and to be responsible for the
appointment of staff with the approval of the county board of publie welfare and

in admplianae with the county merit system;
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4. To erganise and aﬁminister Y farmalized cempraheﬂsive and effaetive
staff develapment pragram. ineluding iﬂnserViG@ training and ayprapﬂlata nge of
other edueational rescurees.‘

_5; To cooparata with rapreseﬁtaiives af the state department in thg eperatlon
and developmenb ef the caunty welfare pregram, snd to prepare and submit required
reports to the state departmanﬁ. .

‘6;~ To abtain the participatian of the c@unty board of pub11¢ ﬂelfare in
paliey making, in cammunity interpretation, and to bring ta the board any and 21l
matters on which it is appropriats for the administrator te seek the board's advice;

7. To maintain good public reletions and interpret the public welfare program
to the community; |

8. o plan for regular staff meetings and conferences; to make periodie staff
evaluations; | |

9, To cooperate with other agencies, offiecials and citizens in plarning for
community services.

(6) Qualification Requirements, 1. Minimum education and erzperience, Three
years of full-time paid employment within the last eight years in publie or voluna
tary welfare work in an administrative or professional capacity snd graduation from
an aceredited four~year college or university. Oraduate study in an sceredited
school of social work may be substituted for two years of the qualifying experience
oni. g year for yeer basis.

2. Knowledges, a: Thorough knowledge of organization and functions of state
and loeal governments, inoluding finance, with particular reference to their

implications on the county level.
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b; Thorough knawledge af %iseonsin publie welfare lawa and af pertinant
pravisiona of the federal sneial sacurity aat, and familiarity with lawe, regus
1atiens, and praetiees partalning ﬁo ether federal publie welfare prsgrams and of
publle and private ageneies in the staxe praviding 8peci&1 serviees. - |

g; Consid@rable knawledge of medern administrativa pra@tleea and preceduras.
bndgeting and ?igeal managemeﬂt publie administratien, and persennal management.

d. Genawal knowledge of eurrenﬁ social and eeanami@ preblem3 and the Way in
which ﬁhese problems affeet families and indiviﬁuala. |

@;, Considerabla knﬂwledge af hﬁman b&havior and the basia prinaiples and
pracﬁiaes of smeial eaaawark.

3 Abilitiea.' e Te wark with people; te exereise gecd judgment in -
appraiaing situatiens, making deelsions. planning and éirecting w@rk.

b. ﬁb giva effeetive 1eadership in the devalapment and administration ef &
ounty publie welfare progran.,

!L Perscnél aﬁtributes. Satisfactery’ appearance and poisej trustworthiness,
and inﬁ@grzty.~ | - | | | »v o | |

5 Physiaal charaet@ristias. ééad»phyéiegl epnﬁikion,}

(%) CLASS TITLE: DIREGTOR - CIASS I COUNTY DEPARTHENT OF PUBLIC WELFARE
ONLY. ' (a) Definition. Within the authority delegated by the county board of
supervigors, and under general supervision of the ¢ounty board of pﬁblic'welfare
and the State ﬁep&rtmﬁnt of Public Welfare, to sérve as the executive snd adminie~
trative officer cf a county department of public welfare having 1l te and ineluding
15 classification points. (See FWPA 10.30)
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(b) Characteristic Duties and Responsibilities. 1. To plan, organisze,
direct and coordinate the work of the staff members in all phases of publiec welfare
in a'ela#s I agency for the efficient and effective operation of the programj

2; In consultation and agreément with ‘the county board of public w¢i£aré to
make‘finaﬁeial pians ineluding preparatiog of budgets, maintenance of fiseal control
and submission of required reports to thexeounﬁy board;

3, To‘determiﬂe‘pgrsonnel requiremerts and to be responsible for the appointe
ment of staff with the approval of the county board of publis welfare and in
compliance with the county merit sysbem;

k., To organize and administer a formalized, comprehensive and effective staff
development program, including in-service training and appropriate use of other
educational resources.

- 5. To cooperate wiﬁh representatives of the state department in the operation
and develapment of the cquhby welfare progrem, and to prepare and submit required
reports to the state department;

6. To obbain ﬁhe‘partieipation‘efvtha county board of publie welfare in poliey
making, in community interpretatian. and to bring to the board ény and all matters
on which it is appropriate for the administrator to seek the board's advice;

7. To maintain good public pelations and interpret the publie welfare program
to the community; N |

8. T@kp&an for regulaf staff meetings and conféraﬁaas. to make periodic staff
évaluatioﬂs; | 7 | N | '

| '9. To ¢ooperate wit& other aganeieé. officials and citizens in plénning fér

community services.
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(e) Qualification Reqvirements. 1. ﬁinimum edueation and experience,

Two years of fu11~time paid empleyment within the 1ast geven years in puhlle or
valuntary wplﬁre werk in an adminiatrative or prafesslenal eapacity and gradu~

ation frem.an aacrndited faur~yaar college or uniVersiﬁy.v One suaeessfully completed
year of graduaze werk in an aecredited achool af soeial work may be Subatitutad

for one year of qualifyiﬁg axparienee.

2; Kncwledges. a. Thorough knawledge of organization and fﬁnetlcﬂs of atate
and 1caal governments, including finsnce, with partleular raferenae to their implie
e&tien& on the oounty lavels

b. Thoraugh knawledge of Wisconsin publie welfare laws and of pertlnent Pros-
visiens of the federal scoial seeurity ant. and familiarity with 1ams. ‘regulations,
and praatices pertainlng to other f&deral @ub11e welfare programs and of pnbli@ and
private ageneiea in the state providing apecial services.

¢. Familiarlty with mcdern adwinistrotive practices and prmeedures, budgeting
and fiaeal management. publia administration, snd personnal managemant.

d. General knowledge af euarrent aaaial and eaon@aia problems and the way
in whiah these problama affect families and individuals‘

e. Knowledge of human behavior and the basie prineiples and praetices of
social casework.

3. Abilities. a. To work with éecple; to exercise good judgment in
sppraising sitvations, meking decisiong, plamning and directing work,

b, Ta glve effective lesdership in the development and administration of a
county publia welfara program.

‘4, Personal attributes. Satisfactory appearance and poise; trustworthiness,

and integrity.



5. Physical characteristics. Good physical condition.

(9) CLASS TITLE: CASE WORKER II., (a) Definition., Under appropriate
supervision perforas social casework in the programs of the county agendy, such as:
publie assistance, child welfafe. juvaniia sourt services; and performs other
related work as assigned.

(b) Characteristic Duties and Responsibilities. 1. With appropriate super
vision and more 1ati£ud¢ for individual judgment may perform any of the duties of
8 Case Worker I, and/or one or more of the follewing:

2., Bervices a caseload involving personal and socigl behavior problems which
require special study, planning and treatment;

3. Provides social services appropriate to the client's problem, gives
consultation, makes referral or takes cther action;

L, 1Is responsible for exploratory and diagnostic intake and appropriate
worker referral;

5. Aots as the agency emergency welfare worker with responsibility for
preparing procedures, condugting training sessions, and interpreting the emergency
welfare program to the community.

6. Develops satisfactory plans for casework services in cooperation with
available local and state welfare and health agencles;

7. Serves as an assistant to the director, judge or casework supervisor in
carrying out specifie program assignments or duties. |

(¢) Minimum Education and Experiemse. 1. Oraduation from an acoredited

four-year college or university and completion of 12 graduate eredits in an aperedited
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school of soeial work. Rach year of fulletime employment as & caseworker in a
publie or voluntary agency may be substituted fbr six of the ahave mentiangd gradu-
ate eraﬂits providing the requlr@ments fbr an In~3@rviea training aertxfieaﬁe
have been net and guch certificate lssued by the State Departmanﬁ af Publie welfara.
This eartifieate ia awarded upon campletimn af 180 hours af parhieipatian in
staff develapment aetivitias, BeEoy orlentatzen. warkshaps and instituﬁaa. Per=
manent ampleyment status as a Case Werker I and a minimum of fiVe centinuaus years
experience in this aapaeity may be substituted fer the college and graduate erﬂdit
requiremants providing the reguirements for an In-Service training carti 1eata -
have been met and auah eartlfieate iasued by the State Departmanﬁ of Publie Welfare,

2. Knowledges. ‘a¢ Considerable understanding of human growth and behavier.

b, Goﬁsiderabla knowledge of ecurrent é@eial and economi¢ problems and the
way in which thsse problems affeet families and individuals.

¢, Conaiderable knowledge of laws, regulations and prantiees pﬁrta;ning to
federal and $taw public welfare programs . | |

d. COnaiderahle knowledge of wplfara and health reaeurees, and ways in
whieh these resourees may be made avallable to peaple in need of them,

a. Gensiéerable knewledga ef approved social work prineip&ea, matheds and
practices. _ ’

3. Abilities. a. To provide casework aarvi@éa\adequately snd skillfully.

by To plan and organize work to most effeetivély achieve prbgram abjeotiveSa

[ ‘I’Q relate to people in an unpr@‘iudiead and und&rstanding nanney with
eoncern far their eircumstauees and feeling |

d. To prepare and maintain necessary racorda end reports, and to understand

and follow oral or written instructions.
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e. To work cooperatively and effestively with local officials and with
public and voluntary agencies.

k., Personal atbtitudes and attributes. Acceptance of individual différeneee
in people, recognition of worth and dignity of individuals, mensitivity to human
feelings and needs, recognition of SQeiety‘s responsibility for humen welfare:
pride and satisfaction in being associated with the governmental ageney which
provides sueh services; satisfactory appearanca and bearing; energy; emotional
maturity; reliability; tact; integrity; gaod judgment; skill in human relationships;
initiative; and res@ureefulness. .

5. Physical characteristics. Gaad:physiaal eondition.

g ‘ |

(10) CLASS TITLE: CASE WORKER I. (a) Definition. Under appropriate
supervision i a county sgency makes finaneialrinvqstigationé and seeial studies of
persons and families in need of financial assistance énd/er cagsework service,
makes recommendations for administrative decisions, and performs other related work
as assigned.

(b) Characteristic Duties and Responsibilities. 1. Accepts requests and
referrals for public assistance, child welfare, juvenile court services and related
welfare servicesi determines through interviews, home visits, and collateral investi-
gations the eligibility of theseé individuals and families;

2, Explaine the scope of the agenoy's services and discusses the client's
rights and responsibilities in relation to his use of such services;

3. SBecures verifying evidence pertaining to social history ard need, such
as records of birth, marriage, income, resources, and property;

4, Determines the extent of need through a budget, identifies personal and



family problems, and submits for approval plans for financial aid ahd service,
ineluding the initial payment, subsequent changes and discontinuances;

5; Plans with the supervisor for social services appropriate to the client's
prnblem and for consultation, referral or other actiony

6. Continues contacts with clients by reviewing their economie and soclal
situations as necessary, and recommends modifigation of the eriginal plan ag
indicated;

7. Maintains case records containing pertinent, accurate and eurrént infors
‘ matierg. prepayes correspondence, reports and other records as required.

8. . Acts as the agency emergency welfare worker with réspansibility for
preparing procedures, condueting training sessions, and interpreting the
emergency welfare program to the community.

(¢) GQualifieation Reguirements. 1. Minimun edneation and experience.
Graduation from an accredited four-year college or university,

2. Knawledges. a, Bome understanding of human growth and behavior,

b, Knowledge of current social and economic problems and the way in which
these problems affeet families and individuals, ,

3. Abilities. &, To acquire and apply within a few months; Y geéé working
knowlnge of laws, regulations and practices pertaining to federal and state
~ publie welfare programs. |

5, To aeqvire, within‘a few months, a good wpxking knowledge of community
welfare and health resources, and ways in which thede resources ﬁay be used by
people in need. | |

e. To plan and organize work to achieve most effectively program objestives.
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QQ‘ To relate to people in an uﬂprajudiced and undaratanding vanner with
conaérn for thgir eireumstaneea and feellngs. ' E '
é, To prapare and maintain n@eessany reqards and reparts. and ta under» -
stand ahd fallaw oral or written 1nstruatians. -
£ Tﬁ d@Velop skill in human relatiﬂnships- |
&; Persanal attituﬁes and attributes~ Aeeeptanca of individual dif?er&ncas
in peaple. reeegnitlun of ﬂarth and dignity of individuals, aensitiv1ﬂy to human
faellngs and neeésg recognitien of scaiety‘a respanalbility fbr human wel?are;
pride and satisfactian in bezng asaociatad with the gevernmantal agengy which pro-
vides sush serviees; satisfactory appearanaa and bearing‘ enargy, emotienal manurltgéf
relxab&litya taeﬁ; integrihy; g@ed judgmant. DR i
5 Physieal eharaaterlatiese Good physical condition.
(12) CLASS TI70E: ADMINISTRATIVE ASSISTANT (a) Def-v n:s.ticm; Under the
general suparvision‘éf”tha éirsetor of a Glass III or IV ageney. jadge or
children's board, auparwisﬁa aleribal smp&qyees. anﬂ/or perfbrms apaeialimed elariaal
funetions of considerable diffieulty and’ respansibility ealling for ﬁhsreugh
familigrity wlth‘agenay regulatians and preeedures; and perf@rms other work as
agsigned., | | “ | - o _
w (b)‘ Examéﬁes of work Feffarmed. 1. Servea a8 the ahief alerieal emp&oyac
br offiaa manager. and in that eapacity ey supervi&e a clerieal and ﬁtenographie
staff. | | . |
2. Plans and is responsible for the fiow of wurk; &sslgns and eheeks workz

and inatruete the gtaff in proper office procedures.
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3. Works with the agenoy administretor in preparing budgets of estimated
expenditures, county board reports, and preparégweorrespondenae and reportss - ...

L. Is responsible for the record work involved in the purahéae aﬁd igsuance
of supplies and equipment necessary for the operation of the aganéy.‘and the
naintenance of a perpetual inventory record..

5, Is responsible for the clerical work in the handling of property trane-
- actions, including verifieation of property vaiuéa. filing and dispasitiegéqf 1iens§
.and property management. | | ‘f “.

6. Is responsible for the ageney's fiseal progedures, inelﬁding‘thé‘ééééérag :
tion of payrolls and related financial and 5ta£is%ieal reports.

(e) Qualifications. 1. Desireble training and experience. Graduation from
a eeliéga or university of regognized s#andiﬁg3 ard oﬁe year‘ef\respénsible office
ekper;anea. Additienal eﬁperianee may be subétituted‘fﬁr college eduoation on a
year for year basis, | | | | o

vz; Essential knowledges and abilities. Considerable knowladge‘of;the
funetions, prosedures, organization and governing lawe and regulatianéwyx«tha
adminiatratien unit involved; considerable knowledge of modern effiga:#;aetiees,
proeedures and equipment; working knowledge of the fundamental practices of
publie administration; ability to carry out speclal and genersl assigrments requiring
organization of materisal and deVelopmentlaf procedures without direet supervigion;
ability to exeroise Jjudgment and diseretion in the applieation and interpretation
of departmental policies and regulations; ability to initiate and install admin-
igtrative péeeedures and to evaluate their effeqﬁiveneS$; abllity to establisgh and
maintain effeative ralationshiﬁs with the public and other employes.
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3. Personal attitudes and attributes. Neatness in appearance and workj
emotional maturity;'objectiviny:'reséﬁrcefulnéss;'initiatife‘and reliability.

4, Physical characteristies. Good physical condition. |

(13) CLASS TITLE: CLERK IIT (a) Definition. Under geﬁaraIVSupérvision in
& gounty agency gupervises clerical employees, and/or performs specialized clerical
funetions of considerable difficulty and responsibility ealling for thorough
familiarity with agency regulations and procedures; and performs other work as
assigned,

(b) Examples of Work Performed. 1. Serves as the chief clerical employee or
office manager in a Class I or IT agenoy, and in that eapaaity may supervise
olerieal and stenographic staff. ‘

2, Plans and is responsible for the flow of work; assigns and checks work;
and instructs the staff in proper office procedures.

3, Works with the agency administrator in pfeparing budgets of estimated
expenditures, county board reports, and prepares correspondence and reports. |

L, 1Is respensible for the racord work invelved in the purchase‘and’issuanca
of supplies and equipment necessary for the eperatiun of the agency, and the
maintenance of a perpatual inventery record.

'8, 1Is responsible for clerical work in the handling of property transactions,
including verification of property values, filing and disposition of liens, and
property management. |
| 6. Ts responsible for the agency's fiscal procedures, ineluding the pfepara~
tion of payrolls and rélated financial and statistical reports.

7. Assumes a major role ag medical clerk keeping medical records, preparing

medical reports, and when delegated authorizing medigal care.



-2

(e) Qualificationa, 1. Besirable training gnd experianaa. Graduation fr@m
high schocl, praferably with business courses or additianal hnsin@as schcal tr&:ning
and four years of affice experiende of which one yaar shall ‘have been on aupervisany
or falrly difficult anm respensible wark or two yeara éf guch experianee and
two years of vollege or univeraity training. | | | . .

~ Esséntial knewledges and abilities. Thorongh knawledga of effiea
practiees. and skill in their application: thoraugh knawledge of departmental pra-
gramg. Gperatlons and polliey with respect to general functions performed; tharough
knewledge af commercial arithmetic and business English; ability to meet the
~publie and to get aleng well with others; ability te lay out work foy othgrs and to
get results from their efforts; skill in neeting difficult and complex office
gitvations.

3. Personal attitudes and atiributes, Neatness in appearance and work;
emotional maturity; abjeetivity; reaeurcefulness; initiative; and reliabzlity.

L. Physical charasteristies. Good physical condition,

(1) CLASS TITLE: CLERK II (a) Definition. Under supervision or aubje::et
to review in a county agenay performs general eclerical work of a varied nature
calling for familiarity with agency proecedures and the exercise of independent
judgment in carrying out assignments; and peffarma other work as assigned,

(E) Examples of Work Performed. V“ Hith‘apprepriate gupervigion and more
reaponslbllity for planning and carrying out varied ¢lerical aa$ignmants, nay
perforn any of the duties listed under Clerk T and in addition:

2. Serves as clerical unit or section supervisor, assigns work, and reviews

and approves completed work.
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3. Prepares requisitions, invoices, and receipts; checks bills against
approved sehadules; yvoushers paymente, and posts to ledger aceounts from source
documents. 7

&, Under supervision prepares administrative and aséistanee payrolls and
related statistical and financial records and reports.

3, Maintains central control files;v

6. Handles clerieal detall for purchase and issuance of supplies snd equip-
ment necessary for the operation of the ageney, and maintains inventery records.

(¢) Qualifications. 1, Desirable training and experience. Oraduation from
high school and two years of office experience,

2, Easential knowledges and abiliti@é_ Congiderable knowledge of modern
office methods and pree&dureé; considerable knowledge of business English and
spellimg; ability to perform somewhat varied'ané.diffieult elerical tasks, and teo
give inatructions te“eﬁher clerical employés performing routine tasks; abllity to
make arithmetical computations ané to keep a variety of records abiliﬂy té neat
the publie and to get along well with others; abiliﬁy to undersband and c;arr& out
oral or written instructions.

‘3. Personal attitudes and aiﬁfibﬁteﬂa Aptitude for office work; neatness
in appearance and works aaeuracy in detall' willingness and adaptability, alertnessz
goed memory; diseretion in maiﬂtaining confidentiality,

4, Physical characteristies. Good physieal condition,

(15) CLASS TITIE: STENOGRAPHER iI (a) Definition, Under supérvision or

subject to review in é county agency performs general stenographie, secretarial

or clerieal work of a varied nature calling for familiarity with agency procedures
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and the exaroim of independent judgment vin carrying out assignments; and performs
other work as a.ssigﬂéd. |

(b) Examples of Work Performed. 1. With sppropriate supervision and nore
respcnsibility[f@r planning snd carrying out varied olerical assignwents, may
per:ﬁ)m any of the duties listed under Stenographer I and iri addition:

2. derves as clerleal unit or section supervisor, assigns work and reviews
and approves completed work. |

3. Prepares requisitions, invoices, and recelipts; checks bills against
approved schedulesj vouchers payments; and posts to ledger accounts from source
documsents.

L4, Under supervision prepares administrative and ‘assistance payrolls and
related statistical and finaﬁaial records and raports, |

5. ;Maintains sentfal.caﬁtrol files,

6, Handles clerieal detall for tha purehase and issuanae of supplies and
aquipmaﬂﬁ necessary for the operatiah of the agmray; and maintains inventory records.

(e) ‘Qualifications., 1. Desirable training and experience, Graduation from
high school ineluding or supplemented by a course in stenography end typing and
one year of ofiice experience including stenography and typing.

2., Essential knowledges and abilities. Considerable knowledge of office
' practices and appliances; considerable knowledge of aommercial arithmetie, business
English and spelling; ability to take notes from dictation at a rate of one hundred
net words per minute and to transeribe the notes on the typewriter at a rate of |
forty net words a mimute; ability to type neatly and correetly from pléin copy at
8 rate of fifty words a minute; ability to meet the publie and get along well
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with others; ability to ley out work for others and to get results from thelr work,

3. Personal attitudes and attributes, Aptitude for office work; ﬁaatnass
in appearance and work; aéeuraey in detaili willingness and adapbability; alert-
ness; good memoryj disoretion in maintaining eqnfidantialiﬁy.‘

k, Physical charscteristics, Good physical condition.

(16) CLASS TITLE: STENOGRAPHER I (a) Definition. Under i@ﬁediat& SUper=-
vision in a county agency where procedures and r@gulaﬁiona are carefully presqribed,
performs stenographic and clerical work and other work as assigned.

(b) Examples of Work Performed. 1. Takes and transeribes dictation such as
letters, case history narrative, reports, or office memoranda.

2. Types a variety of material, such a8 psyrolls, statistical and finaﬂcial
reporta; cuts stencils, |

3+ Performs a variety of general clerical tasks sueh as filing; prepares
simple statistical and finencial reports; opens and distributes mail, |

b, Acts as receptionist; answers the telephons; handles routine inquiries
and makes appointments. |

(e) Qualifiaationsa 1. Desirable training and éxperience. GOradustion from
high school ineluding or supplemented by a course in stenography and typing.

2. DRasential knowledges and abilities. Working knowledge of business
English and spelling; ability to take ordinary dictation at a rate of eighty net
words a minute and to transeribe the notes on the typewriter at a rate of forty
net words a minute; ability to make clean and correct copies from corrected manu-

goript, and to set up and type simple tabular statements} ability to make simple
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computations and tabulations with reasonable speed and aocuracy; apti&nde for

¢lerical eperations; abiliny to understand and’ earry out oral and written instrﬁetions»
abillty to meet the publie and gat al@ng well with others,

o 3. Personal ‘attitudes and attributes. Aptitude for office work; neatness

in appearanee and wark* aecuraey in detail; willingneas and adaptabiliﬁy, alertn@ss;
good memory; diseretion in maintaining eonfidentialiﬁy |

4. Physical characteristics. Good physical conditien.

(17) CLASS TITIE: CLERK I (a) Definition. Under immediate supervision
in a county agency where procedures and regulations are carefully presecribed, |
perfarﬁs genaral elerical work and other work as é&eignéda ‘

(E) Examples of Work Performed. l; A&ts’as raéaptienisﬁz shaw@ré the teléa
phone: handlea routine 3nqniries; checks master index and refers persons to the
apprapriate staf? mﬁmbers,

2. Gpana and distributes incoming mail,

3‘ Sorts and files material; keeps ehargesenﬁlraeords.

L, Performs a variety of routine tasks; e.g., posts financial records; checks
and verifies payrolls and reports; and records as directed.

(6) Qualifications. 1. Desirable training and experience. Graduation
from high sochool. | ' - |

2. Essential knawieages and abilities. Abiliﬁy to make simple computations
and tabulations with reasonable gpeed and abéuraey§ aptiﬁude for elérieél‘uperatiens;

_ability to understand and carry out oral and written instructians: abllity to meet
,{ the publia and to get aleng well with aﬁhera.
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3. Personal attitudes and attributes. Aptiﬁuda for office work; neatness
in aﬁpearaﬁaa énd'ﬁéik;'éccuragy in detail; willingness éndlééaptabiliﬂy;
alartnesa; good mamory; diseretion in maintaining eenfidantialxty.

4; Physical aharaateristicao (tood phyaiaal aanditien.

PilPA ;0;32 (18).13‘:e~nu@bered 10.32:(19) and amended to resd and 10.32 (18)
is ereated to read: | | | |

(18) CLASS TITLE: TYPIST II (a) Definition. Under supervision or
subject to general review in a county agency perfqrms typing and clerical work of
a varied nature calling for familiarity with agenoy procedures and the exercise
of independent judgment in earrying out assignments, snd performs other work as
asalgned. , S . , . : ‘

(b) @xamples of Work Performed, 1, With appropriate supervision and more
responeibility for planning and earrying out varied clericel assipnments, may
perforn any of the duties listed under Typist I and in addition:

2. Berves as clerical unit or section superviser; assigne work; and reviews
and approves completed work. o

3. Prepares feqnisitians,‘invoiees, and reseipts; ehgcks bills egainst approved
schedules; voushers payments; and posts to ledger &ﬁeounts‘from,saurae_ddeumenﬁs.

k. Under supervision prepares administrative and assistance payrolls and
related statistical and financial yecords and reports.

- 5, Malntains central control files, v
6. Handles clerical detail for purchese and issuance of supplies and equip-

- ment necessary for the operation of the agency, snd maintains invenbtory records.
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(e) Qualifications. 1. Desirabla traiaing'and @xperienee. -Graduatibn
“frem high seheal inaluﬁiﬂg or supplemented hy a caursa in typing and one year af
 office experienae. o | | |
‘, 2; Eﬁs@ntial kn@wledgas and abilities. Censiderable knawledg@ af'medern
of fice methods and preaaduress knawledge of businaas Enmlish and spelling;
ability to typg from clean eapy at a rate of fifty net wards‘a.minuta. to copy
":eerrecﬁly‘ffcm rough namseript, snd to set'up‘ap& typa{ﬁabul&r ma£tef neatly and
© correctly; ability to perfron somewhat varied and diffieult clerical tasks and to
give instructions to other clerical emplayes,perfofming routine taskai sbility té
make é?ithmetieal éémpuﬁétians and to keep a variety of reaor&s;lsﬁility'te neet
the public and to get along well with othera; abilihy to understand and carry out
oral and written instructions. ” -

3, Personal attitu#és and attvibutaé; ‘Aﬁtituée_fbr offise work; neatness
in sppearance and work; ascuracy in detail; uillingneas and aﬂapﬁabiliﬁyg alertneas;
gaéd nemory; diseretion in maintaining éanfideﬁtiéiityi  |

4 Physical charscteristics. Good physical condition. |

(19) CLASS TITIE: TYPIST I (a) Definition., ‘ﬂﬁé$r immeéiaﬁe supervision in
& aoﬁnty agency where procedures and regulations are cavefully presoribed, performs
typing and clerical work and other work as assigned. |

(b) Examples of Work Performed, LTypes administrative and sasistance payrolls,
award letters, statisticsl and finaneial rveports; types 1etté?s‘and reports from
rengh draft; types reports from dictating mechines; cuts stencils,

2. Performs a variety of general clerical basks such ag filing prepares
‘simple statistical and financlal reports; opens and di@tribntes mail,
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3-, Aaﬁs as reeeptioniéts énswers the teléphone; handles f@ﬁﬁiqginqairias 

and makes appointments. | | o o \ | | ; | |
o (a) Qualifiéations. 1. D@airébla training and}exparienae. Graduation
from high achaol 1neludiug or supplemented by 8 course in typing. -

2, Essential knowladgas and abiliﬁies. Wsrking knﬂwledga of business
‘anlish and spelling; ability ty type from elean aapy at a rate af ferty net
words a minute, to make clean and correct cepias from corrected manuseript and
to set wp and type simple'tébular statements; ability to maka-simplé‘éoﬁputétians
and tabulations with reasonable skill and adouracy; aptitude %‘ar olerical |
opﬂrations~ ability te understand and cerry out oral and written instruetions;
ability to meet the public and to get along well witn o%hers.‘ ‘

' 3. Personal attitudes anﬁ'attribntes. Aptituda for office work; neatness
in appearance and work; aceuracy in detail; eilllngness and adaptability; alert-
ness; good mamory; discretion in maintaining confldentialmty.

L, Physical characteristics. Good physical eondition,

PW~PA 10,32 (19) is re-numbered 10.32 (20).





