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MINUTES
Town Council Budget Workshop Minutes
April 2, 2019 at 5:00 P.M.
Council on Aging Media Room, 328 North Main Street, East Longmeadow, MA 01028
Present: President Kathleen Hill, Vice President Michael Kane, Donald Anderson, Joseph Ford, Kevin
Manley, Thomas O’Connor, and Clerk of the Council Thomas Florence.
President Hill opened the meeting at 5:05 p.m. with the Pledge of Allegiance, followed by a Moment of
Silence. Announcements were made in accordance with Mass General Law, and it was noted that ELCAT
was taping the meeting.
The focus of this meeting will be the departments’ budget presentations as shown in the Town Manager’s
Draft Budget for FY20. Supporting documents referred to in these minutes are attached in numerical order
by the departments’ codes, or order of discussion.
Town Manager Denise Menard asked that if any of the Council members had questions after the meeting
for any of the presented budgets they filter them through President Hill and then directed to her.
Finance Director Sara Menard distributed a list of FY20 Position Requests as requested by the Council,
which shows the salary of each position including benefits for overall costs. She also distributed her
estimation of how much would have to be increased or decreased from the proposed budget to move the
tax rate. Ms. S. Menard said, as the chart shows, it would take approximately $20K to move the tax rate up
or down by one penny. The Council was also given the Town’s Auto Fleet Schedule, which they had
requested.
DPW
DPW Superintendent Bruce Fenney and Deputy Superintendent Tom Christensen approached the Council.
Mr. Fenney distributed a packet to the Council with the following: DPW organizational chart, Winter
Storm Analysis, OSHA Safety Trainings, Parks Division Maintenance Standards and Practices, Chapter 90
Paving List, and Chapter 90 Capital Appropriations.
421 – Administration & Highway
Councilor O’Connor commented on the contractual increase of 3.8% and said the contract negotiations
were 2% across the board. Therefore, he wanted to know what the explanation is for the 3.8% increase.
Ms. D. Menard replied that because the Town was in contract negotiations at the time she put the budget
together, salary increases were not included. Instead, a lump sum of money was put in so that it is
budgeted but it’s under the reserve fund. Ms. D. Menard explained they knew it would be funded after, but
if you put salary increases in the budget and project what you’re doing then you can be accused of unfair
bargaining. This is 2% for the year that was just done, and 2% projected for next year since the contract
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states that. It is below 4% due to the shift in employees leaving and replacements coming in at a lower
salary.
Water Enterprise Fund, Sewer Enterprise Fund, Storm Water Enterprise Fund
Mr. Fenney then reviewed the Water Enterprise Fund. Councilor O’Connor asked about the $575K
increase and Mr. Fenney replied that the amount was for DPW’s ongoing capital improvement projects.
Ms. S. Menard said that debt service is up from the debt the Town bonded in September 2018. This
impacts principle and interest payments of the debt. For water we did not plan to bond. We did bond for
potential sewer projects which are reflected in the principal and interest of debt payments.
Mr. Fenney said he is projecting a $.30 increase on the water rate and a $.40 increase on the sewer rate.
The reason for the increase is that he needs to build up the reserve that started with $24K this year in the
Water Enterprise Fund. Springfield Water and Sewer are going to be doing major improvements in the
next couple of years at the Cobble Mountain facility at approximately $25-30M. Mr. Fenney explained
that DPW needs to build up their bank account to pay the Town’s portion of those costs that are passed
down to other communities. He said there was a meeting a couple of months ago where he was informed
of this coming in the future. Councilor O’Connor asked how that helps East Longmeadow, and Mr.
Fenney replied that the water quality would be better with those improvements. Ms. D. Menard said we
have no other option for water and Springfield is also looking at their own antiquated infrastructure.
Councilor O’Connor asked if the Town would be seeing increases in water and sewer rates for the
foreseeable future, and Mr. Fenney said yes. He added that there are capital improvements planned for a
total of $2M that will also affect the rates.
Councilor O’Connor then asked if the Town was collecting fees from Connecticut for any water we
provide them, and Mr. Fenney said East Longmeadow does not provide water to Connecticut any longer.
Mr. Fenney then reviewed the Sewer Enterprise Fund and the Storm Water Enterprise Fund. Regarding
the Storm Water Enterprise Fund, Mr. Fenney said if that fund is approved by the Council then it will
appear in the rates and fees book. Councilor Anderson asked about the Budget Surplus of $16,245 under
Expenses, and Mr. Fenney replied that this amount should be the ending balance at the end of the year.
Councilor O’Connor asked what the Personal Services entails, and Mr. Fenney said that represented one
full time person.
Councilor O’Connor asked if the total amount requested, $289,075, will fund the costs for this year, and
Mr. Fenney responded yes, and that number represents the revenues projected based on the fees. Councilor
O’Connor asked how that would affect the other departments since they’ve been doing the work, according
to their past discussion. Mr. Fenney said this has been taken out of the highway division and been spread
out among water, sewer and highway. There was a supplementary budget last year of $55K to help offset
some of those expenses. Ms. D. Menard said in the full regulations this could be funded under the
highway department, but now it has to be segregated. Based on conversations she has had with the Town
Manager in Longmeadow, who has had the Storm Water Enterprise Fund for two years, the fund will
fluctuate up and down. Mr. Fenney added that would also depend on what is found after testing the
outfalls.
Ms. S. Menard pointed out that in line 421 of the budget (Administration & Highway), there is a 25%
decrease in non-salary expenses, and that is due to storm water being removed. Councilor O’Connor said
he saw that but it didn’t reflect from the other departments Mr. Fenney mentioned, and asked why the
reduction is only shown in line 421. He asked if there would be any savings from water and sewer and Ms.
S. Menard said they’re offset by the increase from Springfield Water & Sewer. Mr. Fenney said sewer is
going to be impacted by a 4.5% increase, and water will be impacted by a 4.9% increase.
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Mr. Fenney then gave an overview of all the DPW divisions’ budgets and reported that it costs $1.4M to
maintain everything in the Town of East Longmeadow. Councilor Ford inquired about the highway and
paving spreadsheets that Mr. Fenney had distributed. Mr. Fenney said there is a small list which reflects
what the DPW can do with Chapter 90. The larger list is what could be accomplished with more money
(Chapter 90 and capital appropriation). Mr. Christensen commented that there are some projects left off
the larger list because some areas cannot be paved without improvements to the infrastructure.
Councilor Ford asked what the DPW’s highway proposal was; are they asking for the total amount? At a
previous meeting, he thought Mr. Fenney was going to come back to the Council with an ultimate funding
proposal, with possibly bonding or short term lending to bite off a bigger chunk. The proposal was
recommending $100K, and Councilor Ford felt the number should be the requested amount of $600K, and
Ms. S. Menard was going to address this. He said he is open to ideas. Ms. D. Menard said she thought
they were talking about the budgets at this meeting and not the capital projects. She said they can go back
to that capital presentation since there wasn’t serious discussion by the Council at the time capital was
being presented. She felt the Council should see the budget side, as well as the capital side, to determine
any changes after putting the two pieces together.
Mr. Fenney commented that he wanted to go over what the difference was between Chapter 90 versus
additional funding. The projects listed on the Chapter 90 Paving List (Parker Street, Prospect Street and
Pease Road) are the definites. Mr. Christensen said if there’s money left over they will try to pick
something else off the bigger list and adjust accordingly. Mr. Fenney said the Town has adopted the
Complete Streets program which will help, and they are doing their due diligence looking for other funding
sources where they can, but it’s a slow process. Councilor O’Connor asked who is responsible for finding
those other funding sources and Mr. Fenney replied he and Mr. Christensen are.
Mr. Fenney then discussed the Parks Division Maintenance Standards and Practices document. This is his
first draft of developing a plan for the Town’s fields and parks, and if the Council wants to move forward
there is an associated cost for their review.
Councilor Ford said that Mr. Fenney is working closely with the Recreation Department and a group of
residents who want to improve the safety and quality of the Town’s fields. Councilor Ford said it’s been a
very eye opening understanding of the basic metrics of the DPW, and comes down to resources and
employees. The residents are helping and getting involved and Councilor Ford thanked Mr. Fenney for
putting this together so they can may move forward.
155 – Information Technology
IT Director Ryan Quimby addressed the Council and discussed the increase in the Salary line item, and the
request for one full time positon and two full time positions for summer. He said that the IT Department is
responsible for all the departments and schools, and it’s for more than computers and printers. IT’s
responsibilities also include Wi-Fi, 250 security cameras, door access with swipe cards, phones and public
safety radios. The last time IT added to their staff was 2003, and there has been growth since then.
Councilor Ford commented that the school is also requesting an additional IT position, and Mr. Quimby
said that is a separate request from what he is asking. Councilor Ford asked Mr. Quimby if he feels
comfortable he can run his department, along with the added 1:1 program, with his staff and the positons
that he is requesting. Mr. Quimby said yes he is comfortable. He has been working with the high school
about implementing a student led help desk, and is going to visit Lynnfield in May to look into their
student led help desk.
President Hill asked Mr. Quimby to remind her how many devices would be on line for the proposed 1:1
program. Mr. Quimby replied there are 2,800 devices a day, including the public access. There are 2,000
Chromebooks, 400 iPads, 230 teacher MacBooks, and all the public safety vehicles each have devices.
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On the expenses side, Mr. Quimby said some of the larger factors are maintenance contracts. He has been
working with Mr. D. Menard and Ms. S. Menard to consolidate the departments’ IT expenses into IT’s
budget. The Assessors Vision software was transferred to IT, and also a couple from the Police
Department. Ms. D. Menard said she is folding the departments’ software into the IT budget for a more
accurate picture of the Town’s needs.
President Hill asked about the status of Human Resources software and Ms. D. Menard said they have
narrowed down six or seven choices to two vendors. They are pretty close to choosing one of them but
have to make sure the school and the Town are comfortable with the application. This has been put on
hold because of the budget process. This will be an adjustment for personnel and she wants to be sensitive
to this change to ensure there is cooperation with a new system. Ms. D. Menard said the software itself
will fall under IT.
145 – Collector/Treasurer
Finance Director Ms. S. Menard approached the Council and distributed the Finance Department’s
organization chart and accompanying documents. She commented that the Salary line item has an increase
of 16.6%, and includes a request for one 19 hour position to become a full time 37.5 hours per week. This
request was put before the Council last year, but due to budget constraints, the request wasn’t granted.
Collector/Treasure Dawn Fonte reviewed the major reasons they are requesting the increase in hours to a
full time position. These include: due to department moves in the Town Hall, the mail operation is being
transferred to the Collector’s office which required 5-15 hours per week; the part time position has taken
on the job of inputting fines into the Munis system; best practice policies state the Assistant Treasurer
shouldn’t be waiting on the counter, which would leave one less person at the counter.
Councilor Ford asked Ms. S. Menard if the projected overall cost including benefits ($42,354.32) is based
on a worst case scenario, and she said yes, and then he asked if she felt strongly the workload is there to
justify the increase in hours. Councilor Manley asked if a SWAP (Senior Work Abatement Program)
person could do that work. Ms. S. Menard said no; they have a SWAP person that comes in on a regular
basis, but they can’t have that person on a larger scale. She then explained the details of the workload and
how they tried to make it work with the part time position. Ms. S. Menard then suggested the Council read
through the Finance Department Responsibility Chart to better understand the needs of the Finance
Department, and why she is asking for this full time position. She added that the procurement laws are
very specific with many rules and it is very hard to manage the Finance Department’s responsibilities and
do the procurement all at the same time, which is why she is requesting a purchasing manager, as shown in
the Town Accountant’s budget.
135 – Town Accountant
Ms. S. Menard said the increase in the Town Accountant Salary line item (36.6%) is just for the positon of
a full time procurement manager, as previously mentioned. This is a position that Longmeadow has
because they have a very similar structure to East Longmeadow and a similar budget. Longmeadow’s
procurement manager does all of the RFPs (Requests for Proposal), which makes it easier for the Town’s
departments. Ms. S. Menard added that a dedicated procurement manager will also help the Town stay in
compliance, and help get the best product for the best rate.
Councilor Ford said he appreciates the level of detail for the Collector/Treasurer’s request for the part time
to full time position, and is clear on that. However, he is not 100% sure what a procurement manager will
add and why it’s so critical. For such a high salary he would need more detail. Ms. S. Menard said she
will provide a job description and comparables. Councilor Ford asked her what percentage of her time is
spent on procurement and Ms. S. Menard replied it depends on the time of year; it could be 15%, or a little
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more or a little less. Since she doesn’t have the time for this task, she has four RFPs that have sat on her
desk for six months.
Ms. D. Menard said that Ms. S. Menard did get her procurement certification, and in getting that
certification, they have both realized that procurement is a much bigger process in the state of
Massachusetts than you would think.
Councilor Manley asked if there is a conflict to being a procurement manager and auditor at the same time.
Ms. S. Menard said she could not participate in internal audits, and if she had a procurement manager she
could review all the Town departments.
141 – Assessor
Regarding the Assessor’s budget, Councilor O’Connor said that $53K for valuation services was moved to
a separate fund, and asked where that was. Director of Assessing Diane Bishop replied that valuation
services don’t fall July 1 through June 30. Her department may be reviewing sales in July but still have
funding left over from what was budgeted in the prior fiscal year. Every year they appropriate $54K to
cover the services, but by putting it into a special fund, such as this, they do not have to worry about
finishing their cyclical inspections by June 30. She thinks it’s going to enable the Assessor’s department to
get more work done at the times it needs to be done, as opposed to working within an exact fiscal year.
Ms. Bishop added that some years they do an interim adjustment and it doesn’t cost as much. Now, every
fifth year they have to do full recertifications that take more time, effort and money. It’s a larger project,
so this way, at $53K, they always will have enough money to complete all of the services.
Regarding the Town’s no cash policy, Councilor Anderson said the current policy of residents paying cash
for various Town fees only at the Collector’s office seems to be generating a lot of foot traffic in that
office. He asked how this is working, and what can be done to reduce that foot traffic.
Ms. Fonte confirmed the cash policy has increased foot traffic, but she feels they are handling it well. She
added that the residents seem to have gotten used to it, and she thinks the policy is working fine. Ms.
Fonte said the residents are told the other alternatives for payment (on-line, check or credit card), but
sometimes still choose to pay cash. She said when it first started there was pushback, but since the policy
has been in place for one year it seems to be working
Ms. S. Menard said they intend to issue burning permits from the Collector’s Office, so residents can pay
cash for and receive the permits in one place, rather than pay cash at the Collector’s office then go to the
Fire Department for the permit. From an internal auditing viewpoint, she loves the no cash policy and it
makes things much cleaner.
Ms. D. Menard commented that the Recreation Department has gone to on-line payments, which was
bumpy at first, but doesn’t seem to be a big deal anymore. Ms. S. Menard said there were some internal
weaknesses that have been reduced greatly by having no cash. The Council on Aging still takes cash;
however, some classes are $2, and they are also catering to that generation that is used to having cash on
them.
The phone app “Venmo” was discussed, and Councilor Anderson suggested that the Town use this
specifically for the merchandise being purchased for the Town’s 125th Anniversary Celebration. Mr. Fonte
said she spoke with UniBank about Venmo, and they strongly recommended this for person to person
transactions and was not appropriate for a municipality. Ms. S. Menard said Venmo would be very
difficult to manage, but she thinks it’s a great idea to think outside the box.
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There was more discussion regarding the convenience fees for payments made with a credit or debit card,
and payments made over the phone. Ms. S. Menard pointed out that in the packet Ms. Fonte distributed for
lockbox services they could see the lockbox vendor has been changed. She reported that there has been a
significant improvement in services, they like working with the new company and the Town is actually
making money.
111 – Town Council
Town Clerk and Clerk of the Council Tom Florence reported that the Salary line item for the Council has
neither an increase nor a decrease. This number represents the Council members’ stipends. The Nonsalary line item’s decrease has gone down since that money is budgeted for travel and participation in the
Massachusetts Municipal Association conference, and participation has been less, so that portion has been
taken out of training expenses.
160 – Town Clerk/Clerk of the Council
Mr. Florence said the increase in Salary for this department is due to contractual increases and the request
of one part time position for 19 hours. This position was requested last year but, due to budget restraints,
the position was removed.
Mr. Florence referred to the job description of this position, and said 2020 will be a challenging year,
which is a heavy election year. The Clerk’s office has also acquired Records Access Officer duties, as
well as Clerk of the Council and licensing functions. Most surrounding towns only have Clerk functions,
and we are the only town with Clerk, Clerk of the Council and licensing responsibilities, and he feels a part
time position would benefit the efficiency of the department. He would propose that this position’s hours
be from 10:00 a.m. – 2:00 p.m. to help cover lunches and breaks, and help cover the counter to handle foot
traffic.
Regarding the Non-salary line item, the increase is due to General Code payments, which is the vendor
used for the codification of the Town’s bylaws. This process is on schedule, and the next step will be
detailed codification in early summer.
162 – Elections
Mr. Florence said this line item has decreased because there will be less elections than the last fiscal year.
Ms. D. Menard said the elections are in a separate budget since this amount fluctuates based on the election
year. Mr. Florence commented that are a lot of separate expenses in this line item and Ms. D. Menard and
Ms. S. Menard did a nice job breaking them out.
ELCAT Enterprise Fund
ELCAT Director Don Maki reported that there was no real change in the budget. He said revenue comes
through the Charter Cable license, and is 3.5% of their gross revenue for only the cable TV portion. Other
revenue comes from the school, ELCAT’s video services and sponsors. On the expense side Mr. Maki
said Personal Services decreased a little from last year, and Operating Expenses increased a little.
Mr. Maki said that by state law the money that comes from Charter can only be used for cable purposes.
Years ago, there was a fair amount of money in that account but it was used to build the studio at the high
school. Mr. Maki said that technology is changing and cable TV as a medium platform has a questionable
life span since everything is shifting to the internet. If cable TV goes away, the regulations go away and
the opportunity for the Town to get that funding goes away. Mr. Maki questioned what will happen to
ELCAT. His goal is to have two years’ of operating revenue in the bank for planning. The number of
Cable customers has gone from 5,300 to 4,700 in the last few years. Councilor Kane said that everyone is
streaming, and nobody wants to build new cable boxes. He feels cable TV will be a thing of the past, and
it’s only a matter of time. Ms. D. Menard said the service that ELCAT provides to the community is
amazing and significant to the community.
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Regarding the Town budget as a whole, President Hill said she and Ms. D. Menard will determine which
department’s budgets will be eliminated from the presentation to the Council. These will most likely be
those departments that don’t show a net increase.
Vice President Kane said it’s a wealth of information and everyone’s done a great job. It looks like the
bottom line will be $4M more to run everything like last year, bringing the tax rate from $20.55 to $22.15.
The Council’s job is to decide how much of this the residents will want to bear. Ms. S. Menard said the
amount would be $3.7M.
Ms. D. Menard said she is concerned about the timing to present the budget, and President Hill said a
procedural question is where the Town Council’s Financial Oversight Committee comes into play. There
was discussion regarding the process with the presentation to the full Town Council at public hearing and
the Financial Oversight’s responsibilities. The Council will hear the rest of the departments’ budget
presentations at their regular meeting on April 9, 2019, beginning at 5:00 p.m. The Financial Oversight
Committee will meet to go over the budget in more detail for recommendation to the full Council.
Motion: Councilor O’Connor made a motion to adjourn at 7:44 p.m. Councilor Manley seconded and all
were in favor.
Respectfully submitted,
Jeanne R. Quaglietti
Assistant Town Clerk
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I n f o r ma t i o n Te c h n o l o g y De p a r t me n t
IT Director
Responsible for all aspects
of technology for the entire
Town/Schools

Systems / Network
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Responsible for day to
day network and system
reliabilty

Geospacial database
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Application Analyst
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Tier 2 Support / Training

Tier 2 Support / Training

Technician

Technician

Summer Technician

Summer Technician

Tier 1 Support

Tier 1 Support

8 Week FT

8 Week FT

INFORMATION TECHNOLOGY
Help Desk Administrator
DEFINITION
Position is responsible for setting up, installing, programming, maintaining, and supporting all
aspects of networks, computers and other electronic devices for municipal offices and public
schools.
ESSENTIAL FUNCTIONS
The essential functions or duties listed below are intended only as illustrations of the various
type of work that may be 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.
















Manage the Helpdesk team and evaluate performance
Ability to identify work order trends or repeat issues and correct larger problem
Establish best practices throughout the entire technical support process
Ensure customer service is timely and accurate on a daily basis
Follow up with users to identity areas of improvement
Ensure true and accurate inventory of all IT assets
Provide technical support as needed.
Assist with user account creation, modification and, organization.
Provide 24/7 assistance to emergency personnel on an on-call basis.
Provide training on various technology aspects to municipal and school employees as
needed.
Ensure electronic devices have the appropriate security software or configurations
and are installed properly.
Cross train and provide coverage with the Application Analyst
Performs similar or related work as required.

SUPERVISION RECEIVED
Under general direction, employee plans and prioritizes the majority of work independently, in
accordance with standard practices and previous training. Employee is expected to solve most
problems of detail or unusual situations by adapting methods or interpreting instructions
accordingly. Instructions for new assignments or special projects usually consist of statements of
desired objectives, deadlines and priorities. Technical and policy problems or changes in
procedures are discussed with supervisor. Work is generally reviewed only for technical
adequacy, appropriateness of actions or decisions, and conformance with policy or other
requirements; the methods used in arriving at the end result are not usually reviewed in detail.
JUDGMENT
1

The work requires examining, analyzing and evaluating facts and circumstances surrounding
individual problems, situations or transactions, and determining actions to be taken within the
limits of standard or accepted practices. Guidelines include a large body of policies, practices
and precedents which may be complex or conflicting, at times. Judgment is used in analyzing
specific situations to determine appropriate actions. Employee is expected to weigh efficiency
and relative priorities in conjunction with procedural concerns in decision making as an error in
judgment can result in a network outage or significant data loss. Requires understanding,
interpreting and applying federal, state and local regulations.
COMPLEXITY
The work consists of the practical application of a variety of concepts, practices and specialized
techniques relating to a professional or technical field. Assignments typically involve evaluation
and interpretation of factors, conditions or unusual circumstances; inspecting, testing or
evaluating compliance with established standards or criteria; gathering, analyzing and evaluating
facts or data using specialized fact finding techniques; or determining the methods to accomplish
the work.
NATURE AND PURPOSE OF CONTACTS
Relationships are primarily with town officials, co-workers and the public involving frequent
explanation, discussion or interpretation of practices, procedures, regulations or guidelines in
order to render service, plan or coordinate work efforts, or resolve operating problems. Other
regular contacts are with service providers and employees of outside organizations. More than
ordinary courtesy, tact and diplomacy are required to resolve complaints or deal with hostile,
uncooperative or uninformed persons.
CONFIDENTIALITY
Regular access at the Town level to a wide variety of confidential information, including
personnel records, client records, medical information, court documents and sensitive financial
records.
EDUCATION AND EXPERIENCE
Bachelor’s degree and three to five years of related experience, preferably in information
technology; or any equivalent combination of education and experience.
WORK ENVIRONMENT
Working conditions involve occasional exposure to intermittent machine or related noise or a
combination of unpleasant elements such as odors, chemical fumes, dust, smoke, heat, cold, oil,
dirt or grease. Includes work under typical shop conditions or outdoor work which is suspended
when weather conditions are poor. Work may involve general cleaning, occasional work at
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heights or in confined or cramped quarters, or work around machinery and its moving parts.
Work may also involve completing several unrelated tasks within a relatively short period of
time.
PHYSICAL, MOTOR, AND VISUAL SKILLS
Physical Skills
Work requires moderate intermittent physical strength and effort daily, such as, lifting heavy
objects, carrying the object(s) and stacking them or placing them in a vehicle or storage area. In
addition, pulling, pushing, standing or walking for the full work day may also be involved. A
great deal of physical effort must be exerted at this level. Travel, particularly during adverse
weather conditions and troublesome road conditions and at times during the evening, may be
required.
Motor Skills
Duties may involve assignments requiring application of hand and eye coordination with finger
dexterity and motor coordination. Examples may include operating and repairing computers,
using power tools or climbing a ladder.
Visual Skills
Visual demands require routinely reading documents for general understanding and analytical
purposes and viewing a computer monitor.
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Summer Technician
DEFINITION
Position is responsible for setting up, installing, and supporting all aspects of networks,
computers and other electronic devices for municipal offices and public schools. This position is
a full-time seasonal position.
ESSENTIAL FUNCTIONS
The essential functions or duties listed below are intended only as illustrations of the various
type of work that may be 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.


Maintaining computers and other electronic devices.



Assist with software used by municipal offices and public schools.



Provide technical support as needed.



Assist with user account creation modification and organization.



Ensure network has the appropriate security software or configurations and are
installed properly.



Performs similar or related work as required.

SUPERVISION RECEIVED
Under general supervision. The employee is familiar with the work routine and uses initiative in
carrying out recurring assignments independently with specific instruction. The supervisor
provides additional, specific instruction for new, difficult or unusual assignments, including
suggested work methods. The employee refers unusual situations to the supervisor for advice
and further instructions.
JUDGMENT
Well defined or detailed rules, instructions and procedures cover all aspects of work. Judgment
involves choosing the appropriate practices, procedures, regulations or guidelines to apply in
each case. An error in judgement can result in a network outage or significant loss of data.
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COMPLEXITY
The work consists of a variety of duties which generally follow standardized practices,
procedures, regulations or guidelines. The sequence of work and/or the procedures followed
vary according to the nature of the transaction and/or the information involved, or sought, in a
particular situation.
NATURE AND PURPOSE OF CONTACTS
Relationships are primarily with public officials, co-workers and the public, involving frequent
explanation, discussion or interpretation of practices, procedures, regulations or guidelines in
order to render service, plan or coordinate work efforts, or resolve operating problems. Other
regular contacts are with service providers and employees of outside organizations. More than
ordinary courtesy, tact and diplomacy are required to resolve complaints or deal with hostile,
uncooperative or uninformed persons.
CONFIDENTIALITY
Minimal access at the departmental level to a wide variety of confidential information, including
personnel records, client records, medical information, court documents and sensitive financial
records.
EDUCATION AND EXPERIENCE
Some High School, with information technology courses strongly preferred, or any equivalent
combination of education and experience.
WORK ENVIRONMENT
Working conditions involve occasional exposure to intermittent machine or related noise or a
combination of unpleasant elements such as odors, chemical fumes, dust, smoke, heat, cold, oil,
dirt or grease. Includes work under typical shop conditions or outdoor work which is suspended
when weather conditions are poor. Work may involve general cleaning, occasional work at
heights or in confined or cramped quarters, or work around machinery and its moving parts.
Work may also involve completing several unrelated tasks within a relatively short period of
time.
PHYSICAL, MOTOR, AND VISUAL SKILLS
Physical Skills
Work requires moderate intermittent physical strength and effort daily, such as, lifting heavy
objects, carrying the object(s) and stacking them or placing them in a vehicle or storage area. In
addition, pulling, pushing, standing or walking for the full work day may also be involved. A
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great deal of physical effort must be exerted at this level. Travel, particularly during adverse
weather conditions and troublesome road conditions and at times during the evening, may be
required.
Motor Skills
Duties may involve assignments requiring application of hand and eye coordination with finger
dexterity and motor coordination. Examples may include operating and repairing computers,
using power tools or climbing a ladder.
Visual Skills
Visual demands require routinely reading documents for general understanding and analytical
purposes and viewing a computer monitor.
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