
 
ADMINISTRATIVE SERVICES 

 
ACTIVITIES 

 
This business unit includes certain costs shared by the Office of the County Executive, 
Administrative Services, Personnel Services, Financial Services and Purchasing Services. 
Costs shared by divisions in the County Administration Building are budget printing, 
copier, facsimile, vehicle, and general supplies.  
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CITY ASSESSOR 
 

ACTIVITIES 
 

The City Assessor is located on the lower level of the County Administration Building.  
This business unit reflects the expenditures for which the county pays (i.e., telephone, 
copies, supplies, etc.) and is reimbursed by the City of Kenosha.  There is no county tax 
levy associated with this business unit. 
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 CIVIL SERVICE COMMISSION 
 

ACTIVITIES  
 

The Civil Service Commission was established to provide an equitable system of 
recruitment, selection, promotion, and retention for Kenosha County Sheriff’s Department 
Deputies, in accordance with Section 4.01 of the Municipal Code of Kenosha County. 
 

GOALS AND OBJECTIVES 
 
• To conduct recruitment and selection for the entry-level position of Deputy Sheriff, and 

to maintain a current eligibility list. 
• To conduct recruitment and selection for promotion to the positions of Detective, 

Sergeant, Lieutenant, and Captain, and Chief Deputy Sheriff, and to maintain eligibility 
lists as required by the Sheriff’s Department. 
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DIVISION OF PERSONNEL SERVICES 
 

ACTIVITIES 
 

The Division of Personnel Services provides all county departments and employees with a 
full range of human resource services, including recruitment and selection, wage and salary 
administration, benefits administration, labor relations, risk management/safety, employee 
records maintenance, and employee services, while establishing and maintaining an 
environment in which the potential of individual employees can be maximized. 
 

GOALS AND OBJECTIVES 
 
• To conduct countywide and statewide recruitment to establish a diverse and qualified 

applicant pool. 
• To develop and administer objective selection devices and maintain current eligibility 

lists. 
• To ensure the County’s commitment to affirmative action. 
• To manage the non-represented employee classification and compensation system. 
• To manage the utilization of overtime and temporary employees by various 

departments.  
• To serve as support for the Administration Committee of the County Board.  
• To serve as support for the Civil Service Commission. 
• To negotiate contracts with all local unions. 
• To oversee the grievance procedure in accordance with labor agreements.  
• To operate labor/ management committees for Brookside, Human Services, and Public 

Works. 
• To provide support and consultation services to employees. 
• To verify Personnel Change Forms submitted by all departments and make required 

changes in the payroll system. 
• To process insurance enrollment, benefit changes, and termination forms for all 

employees.  
• To maintain an accurate list of employee health, dental, and life insurance plans. 
• To monitor all unemployment insurance claims filed against the County. 
• To promote and manage the tuition reimbursement program for all employees. 
• To publish an employee newsletter. 
• To implement a management and supervisory development training program. 
• To sponsor employee and community activities which promote a positive image of 

County government.  
 



 

ADMINISTRATION-DIVISION OF PERSONNEL SERVICES
  
DIVISION  CLASS

POSITION TITLE TYPE 2001 2002 2003 2004 2005

 PERSONNEL DIRECTOR NR-K 1.00 1.00 1.00 1.00 1.00
ASST DIR PERSONNEL SVCS NR-H 1.00 1.00 1.00 1.00 1.00
RISK MANAGER/PERSONNEL ANALYST NR-G 0.00 0.00 0.00 0.10 0.10
PERSONNEL ANALYST NR-E 1.40 1.40 1.50 0.00 0.00
PERSONNEL SERVICES COORDINATOR NR-C 1.00 1.00 0.90 0.90 0.90

 PERSONNEL ASSISTANT NR-B 1.00 1.00 1.00 1.00 1.00

DIVISION TOTAL 5.40 5.40 5.40 4.00 4.00
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DIVISION OF EMERGENCY MANAGEMENT 
 

ACTIVITIES 
 
The Emergency Management Division of the Department of Administrative Services is 
responsible for the planning, coordination, and implementation of all emergency 
government and Homeland Security related activities for Kenosha County.  Most of these 
activities are mandated by the State of Wisconsin under Chapter 166, Emergency 
Management, as well as federal laws and regulations, Superfund Amendment and 
Reauthorization Act (SARA) Title III and the Homeland Security Act.  
 

GOALS AND OBJECTIVES 
 
The Mission of the Division of emergency Management is to lessen the loss of life and 
reduce injuries and property damage during natural and technological man-made 
incidents/events through mitigation (reducing the negative impact of disasters before they 
occur), preparedness (deducting the public and First Responders, conducting training and 
exercises for First Responders, creating/ updating emergency plans), response 
(coordinating quick and timely response by providing resources and equipping First 
Responders), and recovery (coordinating and expending restoration efforts).  
 
• Coordinated and/or performs federal/state directives countywide under the Homeland 

Security Act, SARA Title III and WI State Statutes Chapter 166. 
• Provides countywide emergency management services (mitigation, preparedness, 

response, recovery) 
• Operates and maintains the County’s emergency warning systems 
• Provides effective coordination for First Responder Agencies/personnel involved in 

Emergency Management issues (training, exercises, actual events) 
• Continues to seek out funding opportunities from various sources so as to benefit 

County Government, the public, and First Responder Agencies 
• County Emergency Management Director also serves as Municipal Emergency 

Management Director for four of Kenosha County’s twelve municipalities. 
• Develops, coordinates and brings to the County training opportunities for all First 

Responders. 
• Identifies, develops protocols for and assists in strengthening countywide critical 

infrastructure facilities.  
• Identifies, develops protocols for and coordinates continuity of local/county 

government, businesses, and citizen’s lives during actual events.  This includes the 
Citizen Corps and Community Emergency Response Training Programs. 

 
 



ADMINISTRATION-DIV. OF EMERGENCY MANAGEMENT

DIVISION CLASS
 POSITION TITLE TYPE 2001 2002 2003 2004 2005

DIRECTOR OF EMERGENCY MGMT NR-G 1.00 1.00 1.00 1.00 1.00
ADMINISTRATIVE SECRETARY 990-C 1.00 1.00 1.00 1.00 1.00

DIVISION TOTAL 2.00 2.00 2.00 2.00 2.00
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DIVISION OF FINANCIAL SERVICES 
 

ACTIVITIES 
 
To maintain the central county financial system in accordance with generally accepted 
accounting principles; to assist in the preparation of the annual budget, and monitor and 
control the budget after its adoption; and to report to the County Administration and 
County Board on the financial condition of the county. 
 

GOALS AND OBJECTIVES 
 

• To complete the certified single audit by established deadline. 
• To review new accounting principles issued by the Governmental Accounting 

Standards Board, to assess their impact on Kenosha County, and to implement the 
practices as appropriate.  This will include standards that impact on accounting of other 
post employment benefits.   

• To prepare for upgrade of JD Edwards ERP system, with implementation planned for 
2006.  This will affect the general ledger, payroll, accounts payable, accounts 
receivable, and purchasing. 

• To continue to review cash handling throughout the county, develop procedures, and 
improve controls.  

• To complete the County Executive and County Board budgets by established 
deadlines.  

• To process all budget modifications within 48 hours of notice of authorization.  
• To ensure that each budget shall reflect policies determined by the County Executive 

and County Board.  
• To adapt the payroll system to accommodate changes resulting from union contract 

negotiations, or federal and state laws. 
• To act as liaison to the Finance Committee, provide information and analysis as 

requested, and assist with coordination of all committee meetings.  
• To assist the Finance Committee in the development of the annual budget. 
 



 

ADMINISTRATION-DIVISION OF FINANCIAL SERVICES
  
DIVISION  CLASS

POSITION TITLE TYPE 2001 2002 2003 2004 2005

 
ADMINISTRATIVE

DIRECTOR OF FINANCIAL SERVICES NR-K 1.00 1.00 1.00 1.00 1.00
ASST DIR OF FINANCE/BUDGET MGR NR-J 1.00 1.00 1.00 1.00 1.00
PAYROLL SUPERVISOR NR-B 1.00 1.00 1.00 1.00 1.00
SENIOR ACCOUNTANT 990-C 1.00 1.00 1.00 1.00 1.00
ACCOUNTING SPECIALIST 990-C 2.00 2.00 2.00 1.00 1.00
PAYROLL SPECIALIST 990-C 3.00 3.00 3.00 3.00 3.00

DIVISION TOTAL 9.00 9.00 9.00 8.00 8.00
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PURCHASING DIVISION SERVICES 
 
 

ACTIVITIES 
 

In 2004, the Purchasing Division operated with a full time staff of three.  The division is 
responsible for all county procurement with the exception of construction/public works, 
professional services and real estate, however, the Purchasing Division works with all of 
these operations to provide professional procurement assistance, guidance in RFP’s and 
formal bidding processes.  The Purchasing Division will continue to absorb more buying 
responsibilities for the budgeted products and services approved for the Public Works 
Department in 2005 and beyond.  This will guarantee public bidding of these large 
expenditures and the inherent benefits therein in reducing costs of operations. 
 
In addition, the Purchasing Division will hold discussion sessions and become proactive 
with Kenosha County towns and villages to assist them in lowering their procurement 
costs.  This initiative of County Executive Kehl is intended to share our successes, 
procurement expertise and procurement methods with them, where they express desire for 
our procurement assistance.  
 
The division is further responsible for conducting occasional public auctions of county 
surplus and outdated items when sufficient surplus is on hand to justify holding a public 
auction.  In 2005 the Purchasing Services Division will test an online auction disposal 
service which, if successful, will lower county costs associated with surplus disposal and 
make disposal more efficient and less labor intensive.  
 
The County Board policy governing purchasing activities was revised in 1999 to become 
effective in 2000 (ordinances 3.11, 3.62, & 3.625).  The division receives and acts upon 
approximately 2,000 purchase requisitions yearly and does the processing of this work 
through various competitive, professional purchasing processes.  
 
These methods include the development of invitations for bids *IFB), requests for 
proposals (RFP), and negotiations as well as other less formal requests for quotations 
(RF!).  Telephone and Internet (e-procurement and/or e-business) as well as other methods 
are used to assure adequate quality at the best prices.  The division does product and 
pricing analysis, life cycle costing as well as product testing or arranging of product testing 
on behalf of the county.  Dispute and contract resolutions, product warranty administration, 
specification writing, purchasing software utilization, departmental RFP and bidding 
assistance, training and overview, product returns, expediting and error resolution are but a 
few of the main tasks carried out by the division’s staff on an ongoing basis.  The director 
may delegate certain specific procurements back to departments as determined to be in the 
county’s best interest. 
 
The division maintains a new automated bidder and vendor list via specific categories; 
writes, edits and evaluates product and service specifications, arranges product 
demonstrations and informational sessions, hosts visits from numerous company marketing 
and sales representatives and communicated this information to department.  The division 
is proactive in cooperative purchasing opportunities with other southeastern Wisconsin 



governmental and professional buying organizations.  Some of these include the State 
Vendornet, the Federal General Services Administration, the State Bureau of Procurement, 
and the V.A.L.U.E. Purchasing group of southeastern Wisconsin and others where pricing 
and service advantages can be realized for Kenosha County.  The division also is 
responsible for JD Edwards “purchasing” software training and for use within the division, 
as well as for all other county departments, which are online with this software.   
  
 

GOALS AND OBJECTIVES 
 

• The primary objective of the Purchasing Office is to provide technical and professional 
purchasing services which produce the best value for the goods, services and 
equipment budgeted by the County Board for county operations.  Every effort is made 
to procure these items and services, at the right quantity, at the right time and at the 
lowest, responsive and responsible pricing.  

• The Purchasing Division shall further its progress in the area of effective purchasing 
centralization and the cost benefits inherent in this approach.  

• Provide JDE purchasing software training to all county departments as required.  
Departments need such training in order to pay for purchases made where a purchase 
order is issued via the Purchasing Services Division. 

• Plan and conduct a test of an online auction service for the disposal of county surplus. 
• Expand the county’s involvement in e-procurement through the DemandStar. 
• Print and distribute to all county departments a Kenosha County purchasing procedure 

guideline in pamphlet form. 
• Continue to expand the role of the Purchasing Services Division in purchasing 

competitively, the product and services of the Public Works Department, which was 
begun in 2003. 

• Assist Kenosha County towns and villages in their procurement efforts. 



 

ADMINISTRATION-DIVISION OF PURCHASING SERVICES
  
DIVISION  CLASS

POSITION TITLE TYPE 2001 2002 2003 2004 2005

 PURCHASING DIRECTOR NR-H 1.00 1.00 1.00 1.00 1.00
PURCHASING SPECIALIST NR-B 1.00 1.00 1.00 1.00 1.00
BUYER 990-C 1.00 1.00 1.00 1.00 1.00

DIVISION TOTAL 3.00 3.00 3.00 3.00 3.00
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DIVISION OF INFORMATION SERVICES 
 

ACTIVITIES 
 

The mission of the Information Services Division is to facilitate maximizing staff 
efficiency and productivity of all county departments by utilizing information technology 
in order to meet the increased demand for the services that they provide. 
 
The Information Services Division is responsible for developing and supporting the 
County’s computer and telecommunication systems.  The division supports an integrated 
network capable of communication between all county buildings as well as other state, 
local and municipal agencies.  The Information Services Division supports all 
telecommunication (voice and data) systems.  The division is responsible for developing 
computer standards and policies, maintaining security, and safeguarding the integrity of the 
data on the County’s many computer systems. 
 
The division provides on-line computer access to property information; generates and 
prints tax bills for all the municipalities except for the City of Kenosha; runs special 
reports such as labels, tax rolls and assessment roll lists for the towns and villages; and 
provides technical resources to county departments. 
 
The Information Services Division is also responsible for Central Office Services, which 
collects and distributes the County’s mail on a daily basis.  It is vital to the distribution of 
tax bills, shipping and receiving of all computer equipment, and payment of bills.  
 

GOALS AND OBJECTIVES 
 

• To research, develop, provide and support the communication and computerized 
technology tools for all departments. 

• To minimize redundant information systems within and between county departments 
by allowing multiple systems to “talk to one another” in as a “seamless” a manner as 
possible.  

• Maintain standards in hardware and software throughout the County network to allow 
for more efficient and cost effective maintenance of the Kenosha County computer 
systems. 

• To provide reliable and stable hardware and software solutions that will endure and 
grow as information technology changes. 



 

ADMINISTRATION-DIVISION OF INFORMATION SERVICES
  
DIVISION  CLASS

POSITION TITLE TYPE 2001 2002 2003 2004 2005

ADMINISTRATIVE

DIRECTOR, INFORMATION SYSTEMS NR-L 1.00 1.00 1.00 1.00 1.00
ACCOUNT CLERK 990-C 2.00 2.00 2.00 2.00 2.00

AREA TOTAL 3.00 3.00 3.00 3.00 3.00

APPLICATIONS DESIGN

APPLICATIONS DEVELOPMENT MANAGER NR-J 1.00 1.00 1.00 1.00 1.00
SENIOR SYSTEMS ANALYST NR-G 4.00 5.00 5.00 5.00 5.00
SYSTEMS ANALYST AND COORDINATOR NR-E 4.00 3.00 3.00 3.00 3.00
SOFTWARE SUPPORT ANALYST NR-E 1.00 1.00 1.00 1.00 1.00

AREA TOTAL 10.00 10.00 10.00 10.00 10.00

SYSTEMS OPERATIONS

OPERATION SYSTEM MANAGER   NR-J 1.00 1.00 1.00 1.00 1.00
COMMUNICATION TECHNICIAN 990-C 2.00 2.00 2.00 2.00 2.00
SENIOR SYSTEMS OPERATOR 990-C 1.00 1.00 1.00 1.00 1.00
NETWORK ENGINEER NR-G 1.00 1.00 1.00 1.00 1.00
SYSTEMS ENGINEER NR-G 1.00 1.00 1.00 1.00 1.00
TELECOMMUNICATIONS ANALYST NR-G 1.00 1.00 1.00 1.00 1.00

AREA TOTAL 7.00 7.00 7.00 7.00 7.00

DIVISION TOTAL 20.00 20.00 20.00 20.00 20.00
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2005 CAPITAL OUTLAY  
PROPOSED

BUS. OUTLAY
DEPARTMENT FUND UNIT OBJ.  ITEM/DESCRIPTION QNTY BUDGET

ADM SVS - Info. Serv. -County Wide 100 15610 580050 Inserter/Folder/Postage scale equipment $23,000
--------------------------------

Levy funded outlay $23,000
--------------------------------

ADM SVS - Info. Serv. -County Wide 411 14480 581700 Project 1 - Cash collections control, property tax, and KALM Systems $68,000
ADM SVS - Info. Serv. -County Wide 411 14480 581700 Project 2 - Human Services Systems - upgrades and modifications $19,500
ADM SVS - Info. Serv. -County Wide 411 14480 581700 Project 3 - Fiscal and payroll Systems - upgrades and modifications $5,000
ADM SVS - Info. Serv. -County Wide 411 14480 581700 Project 4 - County-wide network upgrades and replacements of software and equip. $596,500
ADM SVS - Info. Serv. -County Wide 411 14480 581700 Project 5 - Law Enforcement, Courts, and Judicial Systems - upgrades and mods. $62,500
ADM SVS - Info. Serv. -County Wide 411 14480 581700 Project 6 - County-wide and Departmental projects $31,500
ADM SVS - Info. Serv. -County Wide 411 14460 581700 WEB Project $30,000

--------------------------------
Revenue $93,000, Reserves $462,000 and $258,000 Bonded $813,000
    over $25,000 included in CIP --------------------------------
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