Town of Shutesbury

Personnel Board Minutes

December 22, 2016
Meeting Opened: 7:24 PM 

Present:  April Stein, Becky Torres, Ralph Armstrong and George Arvanitis (recording).  Visitor:  Anna Aaron

1. Approved the minutes from the Meeting of November 17, 2016
2. Personnel Actions:  None
3. Job Description:
a. Reviewed the Job Descriptions and Rating schedule showing when each job description was written, updated and due for review.
b. Distributed the Shutesbury Personnel System Job Rating Criteria 
c. Distributed Job Descriptions and Job Rating Specifications for the:

1. Administrative Secretary

2. Town Clerk

3. Town Administrator

d. Distributed Job Descriptions for Conservation Commission Clerk & Assistant Town Clerk (currently unfilled)

e. Discussion regarding prioritizing the order of reviewing the job descriptions.  Decided to first review those jobs that had changes since the last update affecting the nature of the jobs.
f. The town administrator will send the job descriptions above and that of the Zoning Board of Appeals Clerk to the respective managers for review.  We’ll request that these be returned to the personnel board by January 31.
4. Future Business:

a. Set goals for fiscal year 2017
b. Review employee classifications
c. Update handbook
Next Meetings:  
· January 19, 2017
· February 16, 2017

· March 16, 2017

· April 13, 2017
Adjourned:  8:24 PM
