Town of Shutesbury

Personnel Board Minutes

March 16, 2017
Meeting Opened: 7:22 PM 

Present:  April Stein, Becky Torres, Anna Aaron, Ralph Armstrong and George Arvanitis (recording).  Absent:  Melissa Makepeace-O’Neil,  Visitors:  Deacon Bonnar and Jeff Lacy
1. Approved the minutes from the meeting of February 23, 2017
2. Personnel Actions:   None
3. Create the job description for a new position of Planning Board Clerk:

a. Used Conservation Commission Clerk job description as a template for this position.  
b. Set to 15 hours per month and eliminate the seasonal reference.  
c. Eliminated need to maintain office hours and redirect messages,

d. Eliminated updating of bulletin boards.  
e. Eliminated role as liaison to other offices and board, developing meeting schedules, plans site visits.  
f. Eliminate “Provides Meeting Support” section.

g. Eliminated role of assuring that applicant’s legal requirements are met and maintenance of a data base.  
h. Eliminated administers DEP WIRe program
i. Eliminated all duties in “Assist Public: section.  
j. Raised education requirement to Associates degree and eliminated need for familiarity with current wetland regulations.
4. Future Business
a. Final review of the Planning Board Clerk job description.

b. Review employee classifications
c. Update handbook
Next Meetings:  
· March 23, 2017

· April 13, 2017
· May 18, 2017
· June 15, 2017
Adjourned:  8:44 PM
