
  

 
BOARD OF SELECTMEN 

Meeting Agenda  
October 19, 2015 

Boxborough Town Hall 
Grange Meeting Room  

 
 

1. CALL TO ORDER  

2. ANNOUNCEMENTS 

3. PUBLIC HEARING, 7:05 PM 
To consider the removal of the street light from pole #2-2X, located in the vicinity of 575 Middle Road, 
behind the Boxborough museum 
Move to request Littleton Electric Light and Water Department to remove the street light from pole #2-2X,  
located in the vicinity of 575 Middle Road behind the Boxborough museum, as well as to remove the pole  
on which the light is situated  VOTE: 

4. APPOINTMENTS 
[Times are estimated; if you are interested in a particular matter, please plan to arrive 15 minutes earlier] 
 
a) Stefano Caprara, candidate for appointment as an alternate member on the ZBA, 7:10 PM 
 Further to the recommendation of the Zoning Board of Appeals Chairman, move to appoint Stefano  

Caprara to serve as an alternate member on the Zoning Board of Appeals for a term commencing  
immediately and ending on June 30, 2016 VOTE: 

 
b) Members of the Personnel Board (a quorum may be present) to discuss findings related to job  
 description of Department Assistant, 7:15 PM  
 
c) Police Chief Warren Ryder, 7:40 PM 

i. Review of policies and procedures (Oath of Office; Code of Conduct: Non-Sworn Personnel;  
Mission Statement and Organizational Values; Disposal of Criminal Justice Information; Shift  
Briefing (Roll Call); Safe Haven Act; Anti-Harassment and Discrimination) VOTE: 

ii. (Possibly with Fire Chief Randolph T. White) Update on Public Safety Communications Upgrades 
 

d) Citizens concerns  

5. MINUTES  
a) Regular session, October 5, 2015 ACCEPT & POF 

6. SELECTMEN REPORTS 

7. OLD BUSINESS 
a) Carry-in Liquor Policy (BYOB) 
 Move to approve the Carry-in Liquor Policy_rev2_101915 as presented (… or as further revised) VOTE: 
 
b) Cable coverage of other town boards - discussion 
 
c) Acton-Boxborough Capital and Space Planning Committee – designation of Boxborough  

representatives (Finance Committee members Gary Kushner and Ted Kail) 



Move to designate Finance Committee members Gary Kushner and Ted Kail to serve on the Acton- 
Boxborough Regional School Committee’s School Capital and Space Planning Committee VOTE: 

 
d) Performance evaluations – further review of input from Town Counsel and agree on the process to 

 “present” the Department Head performance evaluations VOTE: 

8. NEW BUSINESS 
a) MPO Delegation 

Move to authorize Vincent M. Amoroso, Chair of the Boxborough Board of Selectmen to designate  
Les Fox, Selectman and MAPC representative, to vote in the MPO elections being held at the MAPC  
Fall Council Meeting on October 29, 2015 VOTE: 

9. CORRESPONDENCE ACCEPT & POF 

a)  Internal Communications  
b) Minutes, Notices & Updates  
c) General Communications    

10. PRESS TIME 

11. CONCERNS OF THE BOARD 

12. EXECUTIVE SESSION  
Move to adjourn to executive session in the Town Administrator’s office to discuss strategy with respect to  
collective bargaining (MassCOP Local 200 – Boxborough Police Officers) and to adjourn immediately  ROLL CALL 
thereafter VOTE:  
N.B.  Chair shall state: “To conduct such session in an open meeting may have a detrimental effect  
on the bargaining position of the Board.” 

 

13. ADJOURN 
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Department Assistant Job Description  May 2007 Oct. 2015 
 
 
 
Definition: 
Responsible for providing administrative, clerical, and record keeping support for the 
department. 
 
Distinguishing Characteristics: 
 
Works under the administrative direction of a Department Head and/or the Town Administrator 
within policies of the Board of Selectmen. 
 
Work activities require independent action and judgment as Department’sdepartment’s 
supervisor is not always available to address issues. Work activities and decisions are varied in 
nature and require solving commonly encountered problems as well as unusual problems. 
Unusual cases or questionable matters are referred to the position’s manager for resolution.  
Department Assistant Sshould be in regular communication with Department Head and/or 
appropriate Town Board regarding the resolution of unusual cases or questionable matters.   
 
Errors could cause a moderate delay in operations, and rework that typically involves using the 
resources of others in the department and possibly other departments to correct. 
 
Contacts are with employees within and outside the Department, as well as with the public and 
government agencies.  
 
Requires working cooperatively with others and answering the public’s questions with courtesy 
and tact. Often required to explain Department’s procedure and services and gain cooperation of 
the public. 
 
Negligible physical effort required in performing the duties under typical office conditions. 
Work is basically office-type but may require non-sedentary duties involving moderate physical 
efforts. 
 
Examples of Work may include the following tasks: 
 
Screens incoming mail, calls, and visitors and answers questions or directs them to appropriate 
Department Head(s), staff member, or staff in another department. Takes messages. Addresses 
matters that do not require personal attention or action of the Department Head. Assembles 
information for department head Department Head or staff member in order to be prepared to 
respond to inquiries. 
 
Maintains appointment schedule of department staff, as requested. May be responsible for 
coordinating Coordinates travel and hotel arrangements for department staff. 
 
Prepares correspondence, memoranda, forms, reports, agendas, minutes, bid 



specifications, hearing notices, permits, abatements, lists, bylaws, etc. using wordprocessing, 
spreadsheets, and presentation software. Proof reads material before finalizing. Copies, scans, 
faxes, and mailssends materials. 
 
Sets-up, maintains and manages filing system. Maintains department’s confidential records. 
 
Tracks budgets and Monitors monitors expenditures against budget and maintains associated 
records; compiles financial data for the development of the department’s operating and capital 
budgets.  Requires the use of spreadsheets and databases. 
 
Collects fees. Prepares documentation for receipts; coordinates receipts and collections with 
Town departments. Maintains financial reports. 
 
Posts agendas and minutes; Schedules schedules appointments; makes meeting arrangements; 
distributes notices; takes and transcribes minutes; performs follow-up activities after meetings. 
 
Prepares department payroll including tracking time worked, sick leave, vacation leave, and 
over-time. 
 
May prepare  Prepares department’s accounts receivable, e.g., police detail billing, ambulance 
billing, etc. 
 
Prepares department’s accounts payable for processing. 
 
Assists in the preparation of grants, compiles information and performs research as needed to 
respond to grant requirements. 
 
Monitors office supplies and coordinates purchasing within approved spending limits.  Prepares 
requisitions for supplies and equipment. 
 
May coordinate Coordinates the distribution of request-for-proposals or bids for the department, 
responds to vendor’s inquiries according to purchasing law, opens bids and notifiesy bidders 
of successful bidder. 
 
Liaises with Town’s IT consultant on hardware and software issues, troubleshooting as 
appropriate.  
 
Updates and maintains department/board web pages. 
 
Secondary Responsibilites may include the following tasks:  
 
SECONDARY RESPONSIBILITIES 
 
May coordinate Coordinates the work of office/clerical employees or volunteers. Leadership 



activities Activities include assigning/reviewing work, conducting assisting with orientation for 
new employees/volunteers, and providing performance feedback on volunteers, and 
recommending hiring decisions.. 
 
May prepare  Prepares information and beis responsible for the production of the department’s 
submission to the Annual Town Report. 
 
May require maintenance of software systems. 
Provides back-up to other department staff. 
 
Performs other position-related duties, as assigned. 
 
 
QUALIFICATIONS 
 
RECOMMENDED MINIMUM QUALIFICATIONS: 
I – Education and Experience 
 
A minimum of three to five years in a responsible clerical position. Completion of a standard 
high school course with business school training highly desirable. Or, any combination of 
required knowledge, skills and abilities. 
 
II – Knowledge, Ability and Skills 
 
Knowledge: Good knowledge of office terminology, procedures and equipment, command of 
business arithmetic and English. Some knowledge of elementary bookkeeping. Knowledge of 
document formats. 
 
Ability: Ability to wordprocess at an acceptable speed. Ability to establish and maintain effective 
working relationships with subordinates, town officials, and the general public. Ability to 
communicate effectively in written and oral form. Ability to manage several projects at one time. 
Ability to maintain complex records and prepare reports from such sources. Ability to get along 
well with others. Ability to make decisions in accordance with laws, ordinances, regulations and 
established policies. Ability to make relatively complex mathematical computations rapidly and 
accurately. 
 
Skills: Proficiency in computer applications, including knowledge of spreadsheets, databases, 
word processing, Internet research and appropriate software applications. Organizational and 
office management skills. Requires skill in the use of office equipment including personal 
computer, copier, calculator, facsimile and adding machine. Must have clerical aptitude, good 
judgement, tact and courtesy. 
 
III - Special Requirements 
 
Ability to become bonded may be required. May be required to pass a CORI (Criminal 
Offender Record Information) check and/or meet other government requirements. 



IV - Physical Requirements 
The physical demands listed are representative of those that must be met by the employee to 
successfully perform the essential functions of this job. Reasonable accommodation may be 
made to enable individuals with disabilities to perform the essential functions of the job. Work is 
generally performed under typical office conditions. Position requires the ability to operate a 
keyboard and standard office equipment at efficient speed. Ability to operate a computer and 
view screen for extended periods of time. The employee is frequently required to use hands to 
finger, handle, or feel objects, tools, or controls, and reach with hands and arms. The employee is 
frequently required to sit, talk and hear. Specific vision requirements include close vision, 
distance vision, and the ability to adjust focus. Occasionally carries and/or lifts items, weighing 
no more than 25 pounds. Requires access to other town departments. 
 
 
The duties listed above are intended as illustrations of the various types of work that maybe 
performed. The omission of specific statements of duties does not exclude them from the position 
if the work is similar, related, or a logical assignment to the position. This position description 
does not constitute an employment agreement between the Town and the employee and is subject 
to change by the Town as the needs of the Town and requirements of the job change. 
 
Position description received by: ___________________________ Date: __________ 
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