
  

 
BOARD OF SELECTMEN 

Meeting Minutes 
October 19, 2015 

APPROVED:  November 16, 2015 
 

PRESENT:   Vincent Amoroso, Chair; Susan Bak, Clerk; Les Fox, Member; and Jim Gorman, Member 
 
ABSENT:  Robert Stemple 
 
ALSO PRESENT:   Selina Shaw, Town Administrator, and Cheryl Mahoney, Department Assistant 
 
The documents discussed herein have been included with the file copy of the agenda packet for the above-referenced date and 
are hereby incorporated by reference. 
 
Chair Amoroso called the meeting to order at 7:02 PM in the Grange Meeting Room of Town Hall.  
 
ANNOUNCEMENTS 
Chair Amoroso read the announcements 
 
PUBLIC HEARING 
• At 7:09 PM, Chair Amoroso opened a public hearing to consider the removal of the street light from pole #2-2X, located in the 

vicinity of 575 Middle Road, behind the Boxborough Museum. A list of those present for this hearing is attached and 
incorporated by reference. Fire Chief Randolph White opened the discussion. One of the recommendations provided by the 
Public Safety Communications Committee (PSCC) was to remove this pole, which necessitated this hearing. The PSCC was 
created to investigate issues raised by neighbors about a proposed installation of a communication pole in this area. During 
PSCC discussions, neighbors suggested that this street light was a nuisance and they would like to see it removed. Neither this 
pole nor the attached light are necessary for the proposed communications project. Chief White went on to describe the 
communication improvements that could now be provided to the Museum as the communication project moves forward. The 
Selectmen provided their input. Chair Amoroso then invited public comments. John Yauckoes of 561 Middle Road opposed the 
removal of this light and sees no justification for this action. He asserted that illuminating public buildings is the cornerstone of 
public safety. He walks the family’s dogs at night and has seen cars in this lot that leave when he approaches the area. There 
may be suspicious activities occurring. Police Chief Warren Ryder, who had just arrived, responded to Mr. Yauckoes’ concerns. 
There are several other Town-owned properties, such as Flerra Meadows and Steele Farm that do not have illuminated lots. The 
Historical Commission supports the removal of this light and is working on installing motion sensor-activated lighting at the 
Museum. John Rosamond, 429 Hill Road and a PSCC member, noted that without exception, all of the other abutters that had 
provided input want this light removed.  There was discussion as to what other security improvements were possible. As there 
was no further discussion, Chair Amoroso closed the hearing. Member Gorman moved 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. Seconded by Member Fox. Approved 4-0. 

 
APPOINTMENTS 
• Stefano Caprara was present to be considered for appointment as an alternate member on the Zoning Board of Appeals (ZBA). 

Caprara advised that he is an attorney with experience in real estate and contract law. Further to the recommendation of the 
ZBA Chairman, Chair Amoroso moved 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. Seconded by Member Bak. Approved 4-0. 

 
• Personnel Board Chair Anne Canfield and Board members Hugh Fortmiller and Becky Neville were present to discuss their 

findings related to the job description for Department Assistant. Canfield thanked the Town’s Department Assistants and their 
respective Department Heads/Board Chairs for their help in this review process. She referred to their October 19th Memorandum 
which was provided in the agenda packet. The Personnel Board was asked to consider a job description for a new proposed 
position, Department Administrator. As part of their investigation, they reviewed the current Department Assistant job 
description (approved in 2007); surveyed and interviewed six of the seven current Department Assistants, and spoke to their 
respective supervising Department Heads and/or Board Chairs. Based on the input received, they determined that the 2007 
Department Assistant job description was pretty much on target for all of the Town’s support positions, and they suggested just 



some minor changes to make the document current. There was discussion as to certain tasks that some of the Selectmen felt 
were beyond the norm. Canfield referred to the memo to explain that the distinction is that Department Assistants do not 
implement directives, nor is executive decision-making involved in the responsibilities discussed. It was noted that personnel 
who had good communication with their supervisors and received consistent feedback seemed content with their 
responsibilities. There was discussion on the multi-level support position structure that existed prior to the 2005 consultant’s 
evaluation. Canfield noted that, although these Department Assistants have varying skill levels and responsibilities, the pay 
grades are designed to compensate those that have more experience. Sticking with one defined support position allows the Town 
to maintain the integrity of its personnel structure. There was discussion about working environments at the various facilities. 
The Town Hall support staff are able to pitch in and provide cross-support to their co-workers. The DPW Department Assistant, 
however, does not have the same support, and her workspace at the DPW facility is a poor working environment that has 
extreme smells [i.e., fumes] and noise [i.e., heavy equipment], and it is, in actuality, a temporary structure erected many years 
ago that needs to be replaced. These conditions are detrimental and make the DPW Department Assistant’s job very difficult, 
and these issues need to be addressed. There was a general discussion about the issues involved in renovating the DPW 
building. The Personnel Board was thanked for their input. It was determined that the proposed updates to the existing job 
description would be voted on at the next Selectmen’s meeting.  

 
• Police Chief Warren Ryder was present to review several proposed Police Department policies and procedures, namely the 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, and Anti-Harassment and Discrimination. The Department is in the 
process of reviewing their policies and procedures. During this re-assessment, it was determined that several policies needed to 
be put into place. These proposed policies were developed from Massachusetts General Law and from verbiage provided by 
various law enforcement sources. There was discussion regarding the purpose of some of the proposed policies. Revisions, both 
substantive and grammatical, were suggested by the Selectmen. It was noted that Town Counsel’s input would be helpful on 
several items in these documents. Chief Ryder advised that he typically does not submit policies for Town Counsel’s review; 
however, he can certainly do so. He further advised that he does have other draft policies pending. The Board determined that 
all of these pending draft policies should be forwarded to TA Shaw for submission to Town Counsel.  The Selectmen will invite 
Chief Ryder back in to continue this discussion once Town Counsel have provided input.  

 
• Police Chief Warren Ryder and Fire Chief Randolph T. White were present to update the Board on Public Safety 

Communications Upgrades. Chief Ryder gave background on the 2014 Town Meeting-approved project. At that time, the intent 
was to use microwave technology for direct communication; however, the PSCC recommendations will significantly reduce the 
broadcast pole’s height, so microwave technology is no longer an option. The alternative is using fiber optics to link the sites, 
Swanson Rd., Hager property and Middle Rd. (Museum) to the Police Station, which will now require work crews to lay this 
fiber along with the requisite police details. Part of this project will also be the connecting the wide area network (WAN) to the 
Museum to provide internet and phone service to the building. This portion of the fiber optic link installation may be covered 
using Cable funds. Exterior work at the Museum should be completed before the winter. The Request for Bid Quotes has been 
published under Massachusetts State Contracts, with responses due after November 1.  Generator specifications for the site are 
also out for bid. The basic equipment installation shall be accomplished within budget. Replacement of Police radios will be 
conducted as part of the normal turnover process.  

 
• There were no Citizens’ Concerns. 

 
MINUTES  
• Member Gorman moved to accept the minutes for the regular session, October 5, 2015, as revised. Seconded by Member Bak. 

Approved 4-0. 
 
SELECTMEN REPORTS 
• Member Fox reported that the Selectmen’s input on the Draft Master Plan and Implementation Plan has been submitted to the 

Master Plan Update Committee (MPUC) and that the Board’s input has generated additional discussions. The MPUC is meeting 
to review the collective feedback on Tuesday. He further noted that the previous Master Plan was a decent document; the 
problem seems to be due to the lack of follow-through.  

 
• Member Bak reported that the Vocational Education Advisory Committee (VEAC) was very impressed by their tour of 

Minuteman Regional High School on Monday. The intention is now to tour Nashoba Valley Technical High School. The VEAC 
is meeting tomorrow morning (October 20). 

 
• Chair Amoroso reported that he had heard back from some of our neighboring towns regarding the Minuteman building project. 

The Acton Selectmen support the project and a district-wide ballot. He will be participating with other member town selectmen 
in an upcoming meeting in Weston to discuss Minuteman issues. At this meeting, he intends to push for a straw poll on these 
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issues. The Minuteman School Committee (MMSC) has yet to vote on whether hold a district-wide vote, which requires two-
thirds approval by the MMSC to pass.  

 
• Member Gorman reported that he had received a complaint from a resident about the recent proliferation of temporary signs 

along Route 111. He will reach out to Building Inspector/Code Administration Officer (BICAO) Lindberg regarding this. 
 

He also reported that they discussed the potential of alternative site(s) at their recent Space Needs Advisory Group (SNAG) 
meeting. Chief Ryder advised that they are awaiting additional information on this. It was also suggested that the DPW could 
eventually repurpose the Fire Station if an alternative site was secured.    

 
Member Gorman also reported that the basic restoration work has been completed on the North Cemetery crypt(s), and the site 
is secured. Other areas of concern were identified during this project, but they can wait for now.  

 
OLD BUSINESS 
• The Board reviewed the proposed Carry-in Liquor Policy (BYOB). Chief Ryder remained for this discussion. Some of tonight’s 

revisions were based on the input provided by Chief Ryder. He noted a BYOB policy should communicate to these license-
holders that the Boxborough Police are there to provide assistance if they cannot manage an unruly patron. There was also 
discussion of the “re-sealed container, aka doggie-bag” regulation and further revisions to the proposed language.  Chair 
Amoroso moved to approve the Carry-in Liquor Policy_rev2_101915, as further revised. Seconded by Member Gorman. 
Approved 4-0. 

 
• BXBTV Video Production Supervisor Kirby Dolak was present to discuss cable coverage of other town boards. Dolak advised 

that this item was generated by the capital planning process, the Grange Meeting Room improvements, and the resulting 
infrastructure improvement discussions. Dolak reviewed the permutations under which BXB-TV currently broadcasts meetings. 
There are infrastructure and equipment updates, staffing requirements, and general renovations that would be needed to improve 
our broadcast capabilities. These items would need capital planning. He also noted the components that would be necessary if 
the Town chooses to broadcast other Boxborough meetings. At this time, Boxborough has chosen to broadcast only on its 
Government Channel and not to activate its other public access channel(s). The Selectmen noted that having On-Demand access 
for recorded meetings would be useful. It was suggested that input could be sought from the Town boards on this. Dolak spoke 
to his experience with Littleton’s recording and broadcasting multiple Town meetings and where they are in their capital 
planning process regarding broadcast improvements. There was discussion about the variables involved in multi-meeting 
broadcasting, using various meeting sites, mobility issues, and levels of broadcast capability/quality. Dolak asked what is the 
Town’s goal – to simply document meetings, or to create other alternate recording studio locations beyond the Grange Room. 
The Selectmen requested that Dolak develop cost options. There was discussion as to what components would be considered 
essential in developing a proposal. Dolak suggested that an “equipment tier” structure for any proposal would be the most 
efficient.  

 
• The Board took up the Acton-Boxborough Regional School Committee (ABRSC) request for the Selectmen to designate 

representatives to the ABRSC’s newly formed School Capital and Space Planning Subcommittee, as presented by ABRSC 
member Maria Neyland at their October 5th meeting. Chair Amoroso moved 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 
Subcommittee. Seconded by Member Bak. Approved 4-0. 

 
NEW BUSINESS 
• Member Fox moved to authorize Vincent M. Amoroso, Chair of the Boxborough Board of Selectmen, to designate Les Fox, 

Selectman and Metropolitan Area Planning Council (MAPC) representative, to vote in the Boston Region Metropolitan 
Planning Organization (MPO) elections being held at the MAPC Fall Council Meeting on October 29, 2015. Seconded by 
Member Bak.  Approved 4-0. 

 
CONCERNS OF THE BOARD 
• The Chair recognized TA Shaw. She suggested that the Board eliminate their Nov. 30th meeting as it is unclear whether this 

third meeting date in November is still necessary.  The Board decided to cancel their scheduled November 30th meeting.  
 
EXECUTIVE SESSION  
• At 8:57 PM, Chair Amoroso moved 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 thereafter. He 
further stated that to conduct such a session in an open meeting might have a detrimental effect on the bargaining position of the 
Board. Seconded by Member Bak. Approved 4-0 by Roll Call: Fox “aye;” Bak “aye;” Gorman “aye;” and Amoroso 
“aye.” 
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SELECTMEN’S ANNOUNCEMENTS 
OCTOBER 19, 2015 

 

 Selectmen Agenda packets are available from links on the Town’s website, from the calendar or the 

Selectmen’s webpage. http://www.boxborough-ma.gov/board-of-selectmen  

 

 The 2015 Deer Hunting Archery Season opens today, October 19th and runs through November 28th.  This 

will be followed by Shot Gun and then Primitive Weapon or Muzzle season.  Please be aware that, in 

Boxborough, hunting is only allowed on private land with permission of the owner and not allowed on any 

town-owned property. For everyone’s safety and enjoyment please remember to exercise some trail safety 

commonsense during Hunting Season.  A list of suggested Trail Safety Rules and other resources may be 

found in Links to “Helpful Information” on the Conservation Commission’s webpage.   

 

 The Sargent Memorial Library has launched its new evening hours. They are now open Monday through 

Thursday evenings until 8:00 PM. Please go to the Library’s webpage for if you would like more information.  

 

 The LittleBoxSolar community solar program ends October 30th. Those that have received a proposal 

from New England Clean Energy, have until 5:00 PM on Friday, October 30th, to decide to save with 

solar by submitting their signed proposal. Don’t miss out! 

 

 Police Chief Warren Ryder and the Police Department want our residents to have a safe and Happy 

Halloween.  Halloween, which is celebrated on Oct. 31, falls on a Saturday this year, and the Chief is 

recommending “Trick or Treating” between 5:30-7:00 p.m.  Safety tips may be found by clicking on the 

link from the Boxborough home page under News & Announcements.  

 

 Residents may have noticed their FY 16 Real Estate Tax Bill appear a little different from previous 

years.  The information provided is the same, however it is formatted differently; for example, the bill’s legal 

verbiage is now on the front instead of on the back. If your bank or mortgage company directly pays your 

taxes they will continue to do so; however property owners also receive a copy of these bill for their records, 

pursuant to Mass. General Law.  Please note 2nd Quarter Real Estate Taxes are due by November 2nd. Please 

contact Tax Collector Patrick McIntyre with any questions, comments or concerns. 
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 The Town’s Video On Demand service, which features Board of Selectmen and recordings of other public 

meetings, can now be viewed by the following link the from homepage of the Town website on the left hand 

side under Resources - BXB-TV On Demand - http://bxbtv.pegcentral.com/index.php  

 

 Are you 18 or older with two years or more of video, audio experience and are willing to work on an as 

needed basis, then BXBTV, our government channel broadcast provider, is looking for you. Qualified 

candidates would assist with the filming of various town related meetings and events.  If you feel you have 

the necessary skills please submit your resume to BXBTV Video Production Supervisor, Kirby Dolak  - 

Littleton Cable TV, 37 Shattuck St., Littleton, MA 01460  or submit via email to kdolak@littletonma.org  

 

 There is still space available in the Recreation Commission’s fall fitness program line-up. There are 

offerings for adults with a “Boot Camp” and Fusion Fitness with Holly Kuovo of Fitting Fitness In. They are 

also offering both adult and children Tae Kwon Do programs run by Rick Barrett. To register or for more 

information please go to the Town’s website.   

 

 Friends of the Boxborough Library will hold their Fall Book Sale at the Sargent Memorial Library from 

9:00 AM to 2:00 PM on Saturday, Nov. 7th. A preview sale for members will take place Friday, Nov. 6th 

from 7:00 PM to 9:00 PM (Memberships are always available at the door). Your gently used books can 

be donated for this sale during the week of Nov. 2nd, during regular Library hours (No VCR “Video 

Tapes” or magazines, Please). The funds from this sale support many programs that help to make our 

Library a special place. 

 

 This year the Town introduced its new online application and payment service for Transfer Station 

Stickers and Bulk Item Disposal Vouchers. 

• If you are over 65, your sticker and bulk voucher fees are waived; however, you need to apply from the 

links provided specifically for Seniors on the Transfer Station’s webpage  http://www.boxborough-

ma.gov/transfer-station or you can apply for either by mail or in person at Town Hall. 

• If you are looking to dispose of bulk items, please consider donating your items to the local not-for-profit 

organization, Household Goods (HGRM) www.hgrm.org. They are happy to accept clean, functional 

items in good working condition. Please refer to the Transfer Station webpage or call the DPW for more 

information. 
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 We invite you to explore the Town’s website www.boxborough-ma.gov. Information such as the 

Transportation options available for those living or working in Boxborough has been posted on our 

Homepage under Resources. You can also go to the Community Services Coordinator webpage to learn 

more about how she is able to assist residents in identifying resources available from various support services 

and agencies and to help them to navigate the process. 

 

 The Veteran Services Officer Donald Morse is holding office hours on Wednesday mornings at Town Hall. 

For more information and to access links to Veterans Resources, please go to the Veterans Services webpage. 

To arrange an appointment outside of the Wednesday morning office hours, contact Department Assistant 

Denise Monteiro at 978-264-1726.  

 

 Town Departments welcome your questions and feedback on services. Please contact them through the 

email hyperlink appearing on each department’s webpage, give them a call, or stop in to chat. If you are 

unable to stop in during normal office hours, don’t hesitate to call and make an appointment for a mutually 

convenient time outside of normal hours. 

 

 The Board of Selectmen continues to look for volunteers willing to serve on the various Town boards and 

committees, many of which have openings: Acton-Boxborough Cultural Council (2), Conservation 

Commission (1), Design Review Board (1 at-large member), Housing Board (1), Public Celebrations & 

Ceremonies Committee (2), Recreation Commission (1), Steele Farm Advisory Committee (3) and the Well-

Being Committee has (2 at-large vacancies).  Also, the Town Moderator is seeking one (1) volunteer to serve 

on the Finance Committee. Please consider participating on a town board.  You will find it to be a worthwhile 

and rewarding experience. No matter what your knowledge or interest is, we can use your help in making 

Town government work.  

 

 The Selectmen want to hear from you, and we invite residents to contact them regarding issues of 

concern. The Board can be contacted via email from the link on the Selectmen’s webpage. 
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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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