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Village of Shorewood Hills 
Pool Committee Minutes - DRAFT 
Monday, May 22, 2023 – 7:00pm 

Location:  Virtual via Zoom 
 
 

1. Call to Order:  The meeting was called to order by Chair Mark Lederer at 5:31 pm. 
Members present were: Mr. Lederer, Scott McKinney, Dana Hellgren, Karen Rebholz, 
Kip Schick and Angie Ferguson. Claire Hayward was excused. Also in attendance was 
Administrative Services Coordinator David Sykes. 
 
a. Note compliance with open meeting law: Mr. Sykes confirmed that the meeting had 

been properly posted. 
 

2. Approve February 27, 2023 Meeting Minutes: Mr. Schick moved and Mr. McKinney 
seconded a motion to approve the February 27, 2023 minutes as presented. 
a. Vote: 5-0-1 (approved, Ms. Rebholz abstaining). 
 

3. Update on membership registration and revenue: Mr. Lederer reviewed a spreadsheet 
comparing 2022 membership and revenue to what the Pool has so far in 2023. 

 
4. Pool Manager update on staffing, training, general facility preparation and Badger 

Aquatics Club (BAC): Mr. Lederer reviewed a memo provide by Amanda Ellmaker. 
The new starting blocks have been installed but some concrete repairs need to be done. 
BAC has been using the pool since last week. In 2022, the Village received ~$13K from 
BAC and West High rent of the pool for training. $15K revenue is budgeted for 2023. 
Mr. McKinney reported staff are having trouble with the credit card readers at the pool. 
Members are still having issues with PerfectMind system emails not being received. 
 

5. Update on capital projects (parking lot, pool liner, starting blocks): Mr. Lederer 
provided an update on the capital projects. As stated earlier, the new starting blocks are 
in, the parking lot is nearly done and the pool liner is patched in preparation for 
replacement this fall. 
 

6. Status report on preparations for All-City Swim & Dive meets: Mr. McKinney 
provided a report on the All-City Swim meet. Ms. Ferguson provided a report on the All-
City Dive meet. They have received $8,500 towards their $10,000 donation goal and all 
of the hospitality donations are lined up. 
 

7. Report on likely impact of construction in 2024 in pool area: Mr. Lederer reported 
that Madison Metropolitan Sewerage District (MMSD) proposed two options to the 
Village Board to avoid any disruption of the All-City Swim event in 2024. The Village 
Board preferred option 2 which avoids the immediate area around the pool during the 
weeks before, during and after All-City. The pool should be open for the entire season, 
but immediately thereafter construction will begin in the immediate area. All the 
landscaping along the south fence will have to be replaced.  
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8. Requests for future agenda items (no discussion may occur other than to request an 

item be added):   
a. Membership Policy Review (including Babysitter Card policy) 
b. Search for Pool Manager in 2024 
c. Status of PerfectMind Software 

 
9. Next Meeting Date:  Monday, June 26, 2023 at 5:30 pm. 

 
10. Adjourn:  The meeting adjourned at 6:11 pm. 
 
 

Respectfully Submitted by, 
David Sykes 
Administrative Services Coordinator 
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Pool Manager 
Position Description 

 
 
BOARD APPROVAL DATE:  

 
GENERAL NATURE OF POSITION 
The Pool Manager is responsible for the daily management of the Shorewood Hills pool.  
This position reports to the Village Administrator and oversees all pool staff.   This position 
has responsibilities year-round but requires significant hours during the operational season, 
which runs late May to early September.  This position is a salaried, exempt position.   
________________________________________________________________ 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 

• Oversee two pools, concessions, pool mechanics, building mechanicals, and facility safety 
• Oversight of daily cash flow and bank deposits with the assistance of Administration staff. 
• Oversee and manage all staff with the assistance of assistant managers. 
• Handle all recruitment and interview activities and offer positions with Village 

Administrator approval. 
• Responsible for scheduling, tracking of attendance, bi-weekly time sheet review/approvals. 
• Develop and oversee lifeguard training and in-service program and oversee/run pre-season 

staff meetings and training sessions. 
• Organize and coordinate pool events and maintain frequent communications with the 

membership about schedules and upcoming events. 
• Performs daily and weekly maintenance activities, including treating pool water as 

necessary with required chemicals to ensure proper water quality. 
• Handle procurement process, coding of invoices and credit card receipts using 

miViewPoint, and ensuring staff follow proper purchasing procedures. 
• Determine and coordinate any needed in-season or off-season repairs with the assistance 

of the Department of Public Works. 
• Develop and update pool schedule, including swim lessons, in the PerfectMind system.  
• Determine concessions pricing and update PerfectMind system annually. 
• Develop annual budget and CIP with the assistance of the Village Administrator. 
• Attend all pool committee meetings and provide staff support as needed. 
• Handle questions (email, phone, and in-person) from members and non-members regarding 

pool membership and operations. 
• Maintain and update pool website information. 



• Serve as liaison for the swim/dive parent committee. 
• Communicate and coordinate with Village Administrative staff and DPW as necessary. 
• Prepare, solicit, and review bids for repair and improvement at the pool facility. 
• Clean, prep, and repair all pool facilities, contracting and coordinating with contracts as 

necessary, subject to Village procurement policies.   
• Assist Village Administrator with preparation of relevant reports for the pool committee. 
• Other duties as assigned by the Village Administrator. 

 

QUALIFICATION REQUIREMENTS: 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or 
ability required.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

EDUCATION AND/OR EXPERIENCE: 
• Highschool diploma required. 
• At least two years of experience with daily operations of a pool facility is required. 
• Food Safety Manager and Certified Pool Operator certifications or ability to obtain 

prior to beginning of pool season are required. 
• CPR certification strongly desired. 

 
KNOWLEDGE, SKILLS, AND ABILITIES: 

• Knowledge of pool facility operations, including the equipment and chemical 
needs. 

• Knowledge of proper food storage and handling as defined by the health department 
standards. 

• Ability to train staff on proper procedures and related local and state laws 
governing pool and concession operations.  

• Ability to use computer-based applications for word processing and financial and 
database management.  Must be proficient in the use of Microsoft Windows, Word, 
Publisher, Excel, Access, Mail Merge, Internet, email, and PowerPoint. 

• Ability to effectively administer routine and non-routine activities of the pool, 
manage financial resources, communicate verbally and in written form, build 
consensus, and manage change.  

• Ability to access, input, and retrieve information from computer systems, along with 
the ability to learn and operate software programs, as necessary, to conduct business 
processes efficiently and effectively. 

• Ability to share information readily between village administration, public works, 
and other village staff as needed. 

• Requires strong interpersonal skills and the ability to work closely and courteously 
with the village staff, and the general public. Requires ability to maintain clear and 
concise records and to manage information using effective record and file 
organization.  Word processing using correct English grammar and spelling is 
required.  Requires knowledge of modern office practices and equipment.  



• Ability to calculate, compare, edit, evaluate, interpret, organize, consult, analyze, 
plan, design, document, specify, coordinate, implement, present, supervise and 
manage.  Ability to react to change productively and to complete tasks initiated or 
assigned. 

• This position requires the ability to multi-task and manage interactions 
appropriately with the public and other staff. 

• Ability to work independently with minimal oversight. 
 
PHYSICAL DEMANDS/WORK ENVIRONMENT: 
The Physical Demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Frequent twisting and bending. 
• Reach above and below shoulder heights. 
• Ability to lift 50+ pounds occasionally. 
• Ability to move and relocate office and pool-related equipment. 
• Ability to sit at keyboard. 
• Specific vision abilities required by this job include close vision and the ability to adjust 

focus quickly. 
• While performing the duties of this job, the employee is required to change locations 

easily and quickly and must have the ability to travel independently to offices at various 
locations and to navigate an outdoor pool facility. 

• Generally, forty percent (40%) of the workdays are spent sitting, thirty-five percent 
(35%) spent standing, and twenty-five percent (25%) spent moving.  All percentages 
could vary depending upon duties performed that day. 

 

WORK SCHEDULE:  
• This position requires flexibility with respect to work hours and requires significant 

evening and weekend work, including emergency call-ins.  During the season, this 
position will often require more than 40 hours a week but during the off-season (October-
January) it will typically require less than 20 hours a week but the pay is not reduced.  It 
is generally expected that this position will average 1900-2080 hours a year.  
    

The Village of Shorewood Hills is an Equal Opportunity Employer 
 
I have read and acknowledge receipt of the above job description: 
 
 
Name  __________________________ Title  _______________________ 
 
 
Date  _____________________________ 




