













































































































































































ACTION ITEM I

CITY OF WINDOM
444 9th Street
Windom, MN 56101
Phone: 507-831-6129
Fax:  507-831-6127
www.windom-mn.com

TO: City Council

FROM: Cheryl Ulferts, Finance Director
DATE: 12/01/2021

RE: Permanent Part-Time Office Assistant
DEPT: Finance/Office

CONTACT: Cheryl Ulferts, Finance Director\Controller at cheryl.ulferts@windommn.com

Recommendations/Options/Action Requested

Staff recommends that the City Council take the following action:
1. Hire Porsha Porath for the Permanent Part-Time Administrative Assistant II position starting on or
before 1/03/2022 starting at Step 2 with potential advancement to Step 3 upon a favorable 6-month
review.

Issue Summary/Background

A vacancy was created when Lisa Sprague accepted another job opportunity and left employment with the
City of Windom on 12/03/2021. The part-time position was posted internally with no applicants.

Porsha Porath was a summer intern this year working in various departments including the city hall office.
She was able to learn a majority of the Office Assistant position as well as other duties assigned. Since
minimal training will be needed, effective on her start date | would recommend a starting rate at Step 2
with potential advancement to Step 3 upon a favorable 6-month review. Porsha is working on a Business
degree and will be able to finish through online classes in Windom. Additionally, she has knowledge and
experience working with software frequently used at City Hall and will be able ) provide assistance on a
variety of duties as requested. Her excitement and enthusiasm for the position were evident during the
interview. Staff believes Porsha Porath would be a valuable addition to the City Hall Office Administrative
zam.

Fiscal Impact

Funding for this position is included in the City of Windom operational budget.

Attachments

1. None



