CHARTER TOWNSHIP OF VAN BUREN BOARD OF TRUSTEES
NOVEMBER 18, 2014 REGULAR BOARD MEETING
TENTATIVE AGENDA

PLEDGE OF ALLEGIANCE:

ROLL CALL:

Supervisor Combs Trustee McClanahan
Clerk Wright Trustee Miller
Treasurer Budd Engineer Nummer
Trustee Hart Attorney McCauley
Trustee Jahr Secretary Montgomery
APPROVAL OF AGENDA:

APPROVAL OF CONSENT AGENDA:

1. Work Study Session Minutes of October 20, 2014
2. Regular Board Meeting Minutes October 21, 2014.
3. Work Study Session Minutes of November 3, 2014.
4. Closed Session Minutes of November 3, 2014.

5. Voucher List of November 4, 2014.

6. Voucher List of November 18, 2014.

7. Prepaid List of October 23, 2014.

8. Prepaid List of October 31, 2014.

9. Prepaid List of November 7, 2014.

10. Prepaid List of November 13, 2014.

11. A Personal Leave of Absence for Fire Fighter Stephen Jones.
12. The 2015 Board of Trustees Meeting Schedule.

13. The 2015 Holiday Schedule.

PUBLIC HEARING:
CORRESPONDENCE:
PUBLIC COMMENT:

UNFINISHED BUSINESS:
1. To consider approval of the purchase of six (6) emergency sirens from West Shore Services.

NEW BUSINESS:

1. To consider approval of the Job Description and Personal Services Agreement between Murray J.
Knowles 111 and the Township and authorize the Supervisor and Clerk to execute the agreement.

2. To consider approval of the Job Description for the Executive Assistant to the Supervisor dated
November 10, 2014.

REPORTS:
1. September 2014 Budgetary Report

ANNOUNCEMENTS:
NON-AGENDA ITEMS:
ADJOURNMENT:
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Charter Township of Van Buren agendattem: Clb
WORK STUDY MEETING DATE:
REQUEST FOR .

BOARD ACTION BOARD MEETING DATE:
NQVEMBER 18,2014
Consent Agenda_}é_,~ New Business =~ _ Unfinished Business, Public Hearing
ITEM (SUBJECT) ' Leave of Absence - Personal
' DEPARTMENT ' Public Safety, Fire Department
PRESENTER Fire Chief Dan Besson
'PHONENUMBER 734-699-8916
INDIVIDUALS IN }
A'ITENDANCE (OTHER

' THAN PRESENTER)

Agenda topic

ACTION REQUESTED j !

i—AnprovaI

: BACKGROUND (SUPPORTING AND REFERENCE DATA, INCLUDE ATI'ACHMENTS)

L

“Firefi ghter Stephen Jones was formally offered full-time employment on September 10
2014 with a start date of September 15, 2014. After speaking with his new employer his
“training and work demands will require his full attention for the next (6) months leaving
him little time to commit to his current role as paid-on-call member of the fire department.

As a result, Firefighter Jones is formally requesting a Personal Leave of Absence, as-
outlined in Article XII of the collective bargaining agreement, from the date of board
-approval until March 15, 2015. His request was not received in time for the last BOT
- meeting in September.

Article XII indicates that his request requires the approval of the Director of Public Safety
‘and the Board of Trustees.

BUDGET IMPLICATION " INA

"IMPLEMENTATION
NEXTSTEP ;‘APPWVE*I

DEPARTMENT RECOMMENDATION | Yes

COMMITTEE/ COMMISSION RECOMMENDATION “N/A

ATTORNEY RECOMMENDATION | N/A

(May be subject to Attomey/Chent Privilege and not avallable under FOIA)

‘ ADDIHONAL REMARKS Pleasgjee attached documentation for additional mformat|on

APPROVAL OF SUPERVISOR WM‘&/

Revised 7/9/13



Stephen E. Jones Van Buren Fire Department
Fireflghter 46425 Tyler Rd
Van Buren Twp., bl 48111

Van Buren Fire Department
Clo Fire Chief Besson
46425 Tyler Road

Belleville, Ml 48111

September 10, 2014
Chief Besson,
I'have accepted a full-time position at the Ypsilanti Township Fire Department. The demands

of this new position will require my full attention over the next 6 months leaving me with little
time to dedicate to the Van Buren Fire Department.

I am requesting a personal leave of absence afforded to me in Article XlI of our collective
bargaining agreement. My request is effective September 15 — March 15, 2015

| understand that my request will need the approval of the Director of Public Safety and the
Township Board of Trustees and is subject to the provisions of Article XII, Section 1, A, B,
and C.

Thank you in advance for your support,

St Jous—

Stephen E. Jones

Our Mission: The members of the Van Buren Fire Depariment shall work together in a professional and caring way to protect fife and property from the
adverse effects of fire, trauma, finess and dangesous conditions. Our services will be provided in a falr, honest, and efhical manner with the highest respect and
dignity to all,




Charter Township of Van Buren Agenda Ttem:
REQUEST FOR

MEETING DATE: NOVEMBER 18,

BOARD ACTION 2014

X Consent Agenda New Business Unfinished Business Public Hearing
ITEM (SUBJECT) 2015 Board of Trustees Meeting Schedule

DEPARTMENT Clerk’s Office

PRESENTER Clerk Wright

PHONE NUMBER 734-699-8909

INDIVIDUALS IN

ATTENDANCE (OTHER

THAN PRESENTER)

Agenda topic

ACTION REQUESTED

Approval of 2015 Board of Trustees Meeting Schedule

BACKGROUND ~ (SUPPORTING AND REFERENCE DATA, INCLUDE ATTACHMENTS)

The Board of Trustees meets the first and third Tuesdays of the month at 7:00 p.m. in the
Board of Trustees Room. Work Study meetings are on the preceding Monday at 4:00 p.m.
in the Sheldon Room with the following exceptions. The January meeting will be held the
second Tuesday of the month. In the event the Monday is a Holiday (Presidents Day) Work
Study will be held on Tuesday at 4:00 p.m. The meeting schedule is posted in accordance
with the Open Meetings Act on the Township website, cable and main hallway in TOWI’]Shlp
Hall. Attached is the 2015 Board of Trustees Schedule.

BUDGET IMPLICATION

IMPLEMENTATION ;
NEXTSTEP oo

 DEPARTMENT RECOMMENDATION  Approval

COMMITTEE/COMMISSION RECOMMENDATION

- ATTORNEY RECOMMENDATION
(May be subject to Attorney/Client Privilege and not available under FOIA)

ADDITIONAL REMARKS |

APPROVAL OF SUPERVISOR

LW




Charter Township of Van Buren
46425 Tyler-Van Buren Township, Michigan 48111
Board of Trustees
2015 Work Study and Regular Board Meeting Dates

Board Meetings are held the 1st and 3rd Tuesdays of each month at 7:00 p.m. in the Board Room, at Township Hall.
Work Study Meetings are held on Monday at 4:00 p.m. in the Sheldon Room preceding the Tuesday Board Meeting.

Only one meeting will be held in the months of January, August and November. The January meeting will be held
the second Tuesday of the month.

W/S  Monday, January 12, 2015 W/S  Monday, July 6, 2015

B/M  Tuesday, January 13, 2015 B/M  Tuesday, July 7, 2015

W/S  Monday, February 2, 2015 W/S  Monday, July 20, 2015

B/M  Tuesday, February 3, 2015 B/M  Tuesday, July 21, 2015

W/S  Tuesday, February 17, 2015* W/S  Monday, August 3, 2015
B/M  Tuesday, February 17, 2015 B/M  Tuesday, August 4, 2015
W/S  Monday, March 2, 2015 W/S  Tuesday, August 17, 2015
B/M  Tuesday, March 3, 2015 B/M  Tuesday, August 18, 2015
W/S  Monday, March 16, 2015 W/S  Monday, August 31, 2015
B/M  Tuesday, March 17, 2015 B/M  Tuesday, September 1, 2015
W/S  Monday, April 6, 2015 W/S  Monday, September 14, 2015
B/M  Tuesday, April 7, 2015 B/M  Tuesday, September 15, 2015
W/S  Monday, April 20, 2015 W/S  Monday, October 5, 2015
B/M  Tuesday, April 21, 2015 B/M  Tuesday, October 6, 2015
W/S  Monday, May 4, 2015 W/S  Monday, October 19, 2015
B/M  Tuesday, May 5, 2015 B/M  Tuesday, October 20, 2015
W/S  Monday, May 18, 2015 W/S  Monday, November 2, 2015
B/M  Tuesday, May 19, 2015 B/M  Tuesday, November 3, 2015
W/S  Monday, June 1, 2015 W/S  Monday, November 16, 2015
B/M  Tuesday, June 2, 2015 B/M  Tuesday, November 17, 2015
W/S  Monday, June 15,2015 W/S  Monday, November 30, 2015
B/M  Tuesday, June 16,2015 B/M  Tuesday, December 1, 2015
*Due to Presidents Day W/S  Monday, December 14, 2015
W/S = Work Study B/M  Tuesday, December 15, 2015

B/M = Board Meeting

W/S = Work Study
B/M = Board Meeting

In compliance with the Americans with Disabilities Act, reasonable accommodations will be made available with
advance notice.

For more information, please call the Clerk’s Office at 734.699.8909.
Adopted by the Board of Trustees at its regular meeting of November 18, 2014.



Charter Township of Van Buren Agenda Ttem:
REQUEST FOR

MEETING DATE: NOVEMBER 18,

BOARD ACTION 2014

X Consent Agenda New Business Unfinished Business Public Hearing
ITEM (SUBJECT) 2015 Holiday Schedule

DEPARTMENT . Clerk’s Office -

PRESENTERC!erkWn ght SO

%PHONE NUMBER » 734}—69989991 »

"INDIVIDUALS IN
ATTENDANCE (OTHER |
THAN PRESENTER)

Agenda topic

ACTION REQUESTED

Approval of 2015 Holiday Schedule

BACKGROUND — (SUPPORTING AND REFERENCE DATA, INCLUDE ATTACHMENTS)

Per Salaried Employees Benefit Manual, AFSCME Local 236 and POLC contracts attached is
the 2015 Holiday Schedule

BUDGET IMPLICATION

IMPLEMENTATION g )
NEXT STEP Distribute to employees andpostnot:ce |

DEPARTMENT RECOMMENDATION = Approval

COMMITTEE/COMMISSION RECOMMENDATION

ATTORNEY RECOMMENDATION

(May be subject to Attorney/Client Privileg’é and not available under‘FO'I)\)
ADDITIONAL REMARKS

APPROVAL OF SUPERVISOR




CHARTER TOWNSHIP OF VAN BUREN
46425 TYLER ROAD-VAN BUREN TOWNSHIP, MI 48111
2015 HOLIDAY SCHEDULE FOR TOWNSHIP HALL CLOSING

moved,

seconded to approve the 2015 Holiday

Schedule for the closing of Township Hall as presented since these are paid
holidays as recognized in the Salaried Employees Benefits Manual, AFSCME Local

236 and POLC contracts.

Date
Thursday, January 1, 2015
Monday, January 19, 2015
Monday, February 16, 2015
Friday, April 3, 2015
Monday, May 25 2015
Friday, July 3, 2015
Monday, September 7, 2015
Wednesday, November 11, 2015
Thursday, November 26, 2015
Friday, November 27, 2015
Thursday, December 24, 2015
Friday, December 25, 2015
Thursday, December 31, 2015

YEAS:
NAYS:
ABSENT:

Holiday
New Year's Day

Martin Luther King, Jr. Day
President’s Day

Good Friday

Memorial Day
Independence Day

Labor Day

Veteran's Day

Thanksgiving Day

Day after Thanksgiving Day
Christmas Eve

Christmas Day

New Year's Eve Day

I hereby certify that the foregoing is a true and correct copy of a resolution
adopted by the Charter Township of Van Buren Board of Trustees at a meeting

held on

Township Clerk



Charter Township of Van Buren agenda ttem:_ UF |

WORK STUDY MEETING DATE:

REQUEST FOR NOVEMBER 17 ___ ., 2014
BOARD ACTION BOARD MEETING DATE:
. NOVEMBER 18 9014
Consent Agenda New Business__X__ Unfinished Business, Public Hearing
FrEM (SUBJECT) Cons_lder request to purchase six (6) emergency sirens from West Shore
I Services e
DEPARTMENT
PRESENTER | Lt. Charles Bazzy
PHONENUMBER | 734-699-8930
INDIVIDUALSIN | . i
ATTENDANCE (OTHER | Director Gregory Laurain
THAN PRESENTER) i B

Agenda topic

ACTION REQUESTED . -

Approve an amount of $122,095 for the purchase of six (6) emergency sirens for locations
5, 8,9, 10, 11 and 12 as noted on the siren location map, the Inspection and Annual
Maintenance Agreement outlined with an Initiation Date of October 22, 2014 from West
Shore Services, authorize the Supervisor and Clerk to execute the Maintenance Agreement
and transfer $122,095 from fund balance to cover the partial cost of the Township
Emergency Warning Signals.

Van Buren Township is the only community in Wayne County that does not have
emergency warning sirens. To ensure adequate coverage throughout the Township, 13
sirens are required. The DDA has made a commitment on August 26, 2014 to do their
share by approving payment for the installation of three (3) sirens within the DDA District
along with the additional equipment required to activate and monitor the sirens.
Additionally there is an opportunity to utilize CDBG funding to purchase four (4) sirens to
be installed within the low/moderate income areas in the Township. Six (6) additional
sirens would need to be purchased in order to cover the southern portion of the Township
with five (5) sirens and one (1) for the northwestern most point of the Township.

We have an opportunity to purchase sirens that match the existing community warning
equipment that has been installed throughout Wayne County. Additionally, West Shore has
the ability to offer the same price to match the grant equipment that was installed for
Wayne County as a part of the Hazard Mitigation Grant. Van Buren can still acquire the
sirens including the installation at the special pricing of $19,450 each, provided the order is
placed by November 1, 2014. After that date the cost will increase to approximately
$20,850.

A maintenance agreement from West Shore Services is included for your review. Option
#1 is $300 per site for an annual cost of $3,900. Option #2 is $415 per site for an annual
cost of $5,395. Both options include inspection and preventative maintenance but Option
#1 does not include battery replacement. Generally Option #2 is the most popular because
there is no need to worry about the varying costs of battery replacement, it has already
been factored into the cost. West shore also provides a technician with a bucket truck and
a check sheet is completed for each siren location on an annual basis.

Revised 7/9/13



There is a Federal warranty on the equipment for two (2) years parts and labor, the siren
head is warrantied for five (5) years and West Shore’s installation carries a five (5) year
warranty.

West Shore Services is the exclusive representative for Federal Warning systems in the
state of Michigan. All service technicians are factory trained. Their service staff has over
180 years combined experience installing and repairing outdoor warning equipment. Units
will be furnished, delivered and installed by a single source company. West Shore Services
will provide all warranty and regular service. No other supplier can provide Van Buren
Township with this total capability.

ET MpLIcATION | General Fund 122,095, DDA $73,230, CDBG $77,800

I‘MPlgmngAnbﬁ
e o' |Placeorder

DEPARTMENT RECOMMENDATION | approval

COMMITTEE/COMMISSION RECOMMENDATION | n-a

ATTORNEY RECOMMENDATION

(May be subject to Attorney/Client Privilege and not available under FOIA)
L keems Included:
s Agreement for Inspection and Annual Preventative Maintenance

Location Map

ADDITIONAL REMARKS
RO Davis-Bacon Act compliance

e o @

: Sple source vendor
APPROVAL OF SUPERVISOR W nPLlee

Revised 7/9/13



West Shore Serws, In

Warning Systems Division
6620 L.ake Michigan Drive o P.O. Box 188 e Allendale, M! e 49401
800.632.6184 = 616.895.4347 e Fax: 616.895.7158 e WWW.WESTSHOREFIRE.COM
24/7 Emergency Service Number: 616.242.6745

Agreement for Inspection and Annual Preventative Maintenance
For Outdoor Warning Equipment

Initiation Date: Qctober 22, 2014

The following is an Annual Preventative Maintenance Agreement between West Shore Services, Inc. (WSS) and
the Charter Township of Van Buren (customer). The agreement covers annual inspection and preventative
maintenance only for the siren(s) and associated controls listed on Atfachment A.

New sirens added to the customer's system will automatically be added to Affachment A the year following the
installation, unless the customer notifies WSS otherwise.

This agreement will renew annually unless either party gives notification of intent to amend or discontinue at
least 30 days prior to the annual renewal date. The following work is included under this agreement:

1. Annual inspection and testing of each remote siren site including the following:

Visual Inspection of:

Grounding system(s) and junctions

AC Service, Disconnect, Fuses and Breakers
Utility Pole (Condition and Level)

Conduits and weather seals

Electrical connections and junctions

AC Surge Protection

Cabinets, Housings and Coated Surfaces
nspect and Service:

Grease and Transmission Fluid Levels

Belts, Gears and Clutch Tension

Motors and Collector Bushings

High Current Relay(s)/Contactor(s)
est and Adjust:

RF Controller and Radio Communications Integrity(If so equipped)

Antenna System

Current Sensors (If so equipped)

Rotation Transmission Inspection/Testing (If so equipped)
nspect and Test on DC systems: (If so equipped)
Transformer Rectifier
DC Chargers, Regulator settings and Limiting Circuit(s)
Batteries (If so equipped)

- e 6 © o o0 0 @

- e o 0 0 ~jo o o ¢

o o o
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Appendix A — Siren Site List

For Inspection and Annual Preventative Maintenance Agreement

Municipality:

Agreement Period 2014-2017

SITE

STREET ADDRESS

LOCATION DESCRIPTION

BRAND

MODEL

MOUNT

001

Pole

002

003

004

005

006

007

008

009

010

011

012

013

Page 3 of 3




West Shore Services, Inc.
Jeffrey J. DuPilka — President

6620 Lake Michigan Drive, P.O. Box 188, Allendale, MI 49401
Phone: 616-895-4347 ext. 112 Fax: 616-895-7158

e ]

Est. 1971

August 26, 2014

Van Buren Township

Attn: Lt. Charles Bazzy
46425 Tyler Road

Van Buren Twp., Ml 48111

Dear Chip:

This will confirm that West Shore Services will comply with the Davis-Bacon Act for any
work completed in the CDBG area. We will have records available for audit and will fill
out any compliance forms you require for the project.

If you need anything further please let me know.

Sincerely,

M 4- O£

Jeffrey J. DuPilka
President

JdD/cs



Features
e 130 dB(C) output

o Directional, rotating siren for
maximum coverage

e Three distinct warning signals

e Full battery operation or battery back-up
e Maintenance-free sealed bearing motors
o Weather-resistant coating

o Ideal for outdoor warning

¢ S-year limited warranty

The Federal Signal 2001-130 public siren is a high
power, rotating, uni-directional outdoor warning siren
that offers an anechoic certified signal strength of 130
dB(C) +/- 1 dB(C) at 100-ft. The high-decibel output provides maximum coverage with minimum instaliation
cost. Radio activation can further minimize installation costs by eliminating the need for leased dedicated
control lines.

The siren’s projector produces a 60-degree projection of sound which rotates at 3 RPM and can produce
three distinct warning signals: steady, wail and fast wail. The 2001-130 siren will supply a minimum of 15
minutes of full power output from its batteries after AC power loss. The siren controls are available with
battery operation, AC operation, and AC operation with battery back-up, one-way and two-way radio
control, wired or wireless ethernet, satellite/cellular or landline.

Ideally suited to provide warning for hazardous weather conditions, fires, floods, chemical spills and other
types of emergencies, the 2001-130 siren is a perfect choice to protect any community.

FEDERAL SIGNAL
Safety and Security Systems

Advancing security and well being.

2645 Federal Signal Drive, University Park, IL 60484 708.534.4756 Fax: 708.534.4874 www.alertnotification.com



Van Buren Township Proposed Siren Sites
Created by West Shore Services, Inc. 10/15/14
CDBG Sites - Pink; Township Sites - Blue,

DDA Sites - Green
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Charter Township of Van Buren Agenda Ttem:

WORK STUDY MEETING
REQU EST FOR DATE: NOVEMBER 17, 2014
BOARD ACTION BOARD MEETING
DATE: NOVEMBER 18, 2014
Consent Agenda New Business _x___ Unfinished Business Public Hearing

ITEM (SUBJECT) Planning and Economic Development Director

DEPARTMENT Planning and Economic Development

PRESENTER Supervisor Combs

PHONE NUMBER 734-699-8910

INDIVIDUALS IN

ATTENDANCE (OTHER

THAN PRESENTER)
Agenda topic

ACTION REQUESTED

Consider approval of the Job Description and Personal Services Agreement between Murray J. Knowles
III and the Township, and authorize Supervisor Combs and Clerk Wright to execute the agreement

BACKGROUND ~ (SUPPORTING AND REFERENCE DATA, INCLUDE ATTACHMENTS)

This position has been vacant since May 2014.

Mr. Knowles comes to us from the private sector, where he has 25 years of professional experience
with land planning, project entitlements, constructions and project management; land use studies
and feasibility studies; master plans, planned unit developments, mixed use planning, commercial
and residential site plans, preliminary and final plats, and condominium documents.

| Mr. Knowles has served as a trustee on the Scio Township Board since 2008; was a member of the
Scio Township Zoning Board of Appeals from 1992 to 2006, including 3 years as chair; and has
been a member of the Scio Township Planning Commission since 1993, including 4 years as chair.

Mr. Knowles has excellent references and an education including a Bachelor of Landscape
Architecture degree from the University of Michigan.

Salary of $75,000
No change to the budget is required; upon approval of the contract, Mr. Knowles

| BUDGET IMPLICATION would begin working in December and sufficient funding remains within the
current budget. This position is also included in the proposed 2015 budget.
Nexseres oM | Execution of Personal Services Agreement

DEPARTMENT RECOMMENDATION

COMMITTEE/COMMISSION RECOMMENDATION

ATTORNEY RECOMMENDATION % Yes

(May be subject to Attorney/Client Privilege and not available under FOIA)

ADDITIONAL REMARKS | See atia Ded documentation for further information.
APPROVAL OF SUPERVISOR ‘,,/ /

Revised 7/9/13



Planning and Economic Development Director

Page 1 of 5

CHARTER TOWNSHIP OF VAN BUREN
PLANNING AND ECONOMIC DEVELOPMENT DIRECTOR
JOB DESCRIPTION

Position Summary:

Under the general supervision of the Township Supervisor, the Director of Planning &
Economic Development is responsible for overall direction and management of the
Planning & Economic Development Department and performs responsible professional
and administrative work in planning, reviewing, organizing and coordinating
development activities. The Director is also responsible for the overall management of
the building department, its supervisors and staff, and for the handling of environmental
matters. Additionally, the Director oversees contract employees and Township
employees responsible for planning and development-related operations to protect the
health and safety of the public. '

The Director of Planning and Economic Development serves as staff liaison to the
Planning Commission, Board of Zoning Appeals and local Development Authority. The
Director acts as Zoning Administrator and is responsible for the administration and
enforcement of applicable local ordinances and State laws; and he/she acts as
coordinator of the Site Plan Committee review process involving various outside
agencies, departments, consultants and the Planning Commission.

Essential Job Functions, Duties and Responsibilities:

An employee in this position may be called upon to perform any or all of the following
essential job functions, duties and responsibilities. These examples do not include all of
the duties, which the employee may be expected to perform. To perform this job
successfully, an individual must be able to perform each function satisfactorily.

1. Directs or participates in studies regarding development in the Township;
prepares reports and makes recommendations to the Township Board, Planning
Commission, BZA, LDFA; and is responsible for environmental matters

2. Reviews site plans and consults with developers and appropriate reviewing
agencies to ensure quality and compliance with policies, regulations, ordinances
and modern planning standards

3. Receives and processes zoning application variance requests, land division
requests (in coordination with Assessing Dept.), and development plans;
prepares case files and is responsible for publication notices and notifying
property owners, as necessary; makes recommendations to Planning
Commission, BZA, LDFA and Township Board based on professional planning
principles and the comments of other reviewing agencies

Rev. 11-04-2014



10.

11.

12.

13.

14.

15.

16.

Planning and Economic Development Director

Page 2 of 5

Counsels and advises the Township Board, Planning Commission, BZA, LDFA,
planning consultants, architects, engineers, contractors, developers, realtors,
property owners, and the general public on planning and zoning matters;
represents Township in legal actions involving zoning ordinance violations

Recommends and prepares amendments to Township ordinances, as necessary
Assists with implementing and administering the Township Zoning Ordinance

Prepares special reports and studies as requested by the Township Supervisor,
Township Board, Planning Commission, the BZA and the LDFA

Oversees the recruitment, selection, training and evaluation of subordinate
department personnel, including matters of discipline and/or termination

Responsible for direct supervision of subordinate employees assigned to the
Department

Maintains cooperative relationships with other departments, peer agencies,
private contractors, property owners, architects and other parties to coordinate
planning and zoning functions; Coordinates development and construction issues
with Building Department, as required

Develops and coordinates the Township’s economic development strategies;
serves as the Township’s liaison with local, state, county and federal agencies
responsible for economic growth

Prepares and recommends annual department budgets and monitors the
department budget throughout the fiscal year. Ensures department compliance
with established Township policies and procedures for all financial transactions
and budget expenditures

Researches, recommends and prepares grant applications and ensures
compliance with grant requirements and reporting

Keeps abreast of professional developments, new administrative techniques,
legal issues and other current events through continued education and
professional growth. Attends conferences, workshops, and seminars as
appropriate

Develops goals and objectives of the Department

Attends Township Board and other meetings, as required

Rev. 11-04-2014



Planning and Economic Development Director
Page 3 of 5
17. Serves as staff representative to the Planning Commission, Site Plan Review

Committee, Board of Zoning Appeals, LDFA, Environmental Commission, and
attends other meetings as required.

18. Ensures compliance with Open Meetings and Freedom of Information Acts

19. Performs related work, as required

The above list of job requirements, duties and responsibilities, physical abilities and
other abilities are meant to be representative and not all encompassing. The Township
reserves the right to add to, delete from, change and/or amend the requirements, duties
and responsibilities, physical abilities, and other abilities herein above set forth at any
time and without prior notice.

Required Knowledge, Skills, Abilities and Minimum Qualifications:

The requirements listed below are representative of the knowledge, skills, abilities and
minimum qualifications necessary to perform the essential job functions, duties and
responsibilities of the position. Reasonable accommodations may be made to enable
individuals with disabilities to perform the job.

Requirements include the following:

1. Bachelor's degree with major in Planning, Public Administration, Public Policy,
Environmental Science or related field and a minimum of five years of related work
experience. Professional designation as Community Planner preferred. American
Institute of Certified Planners and/or Michigan Professional Certified Planner
designations desirable

2. Must demonstrate superior analytical, organizational, and interpersonal
communication skills to interact effectively with developers, Township Engineer,
Township Planners, attorneys, realtors, various department heads, other township
staff at all levels and residents and/or developers. Occasionally called upon to
demonstrate tact and patience in explaining the Township planning process to
those lacking in knowledge.

3. Writing skills to prepare ordinance interpretations and revisions, rezoning
recommendations, site plan reviews and various other reports and memorandum

4. Ability to plan, organize, schedule, supervise and complete work assignments on a
timely basis in an environment where interruptions may occur, requires a high level
of analytical skill as well as ability to comprehend, interpret, and process detailed
information and data

5. Thorough knowledge and understanding of progressive planning methods,
professional planning standards and related trends

Rev. 11-04-2014



Planning and Economic Development Director

Page 4 of 5

6. Thorough knowledge of the principles; practices and procedures of plan review and
ordinance creation, revision and adoption

7. Thorough knowledge and understanding of the Michigan Zoning Enabling Act and
the Michigan Planning Enabling Act as the acts may be amended

8. Skill in maintaining complex record keeping and document retention systems, and
in compiling comprehensive reports

9. Ability to comprehend complex issues and identify alternative solutions and prepare
appropriate recommendations

10. Ability to effectively communicate and exercise a high degree of diplomacy in
contentious or confrontational situations including the ability to recognize and
handle challenging or stressful situations

11. Supervisory skills to effectively lead staff, coordinate work assignments and monitor
performance to achieve departmental goals

12. Ability to establish effective working relationships and use good judgment, initiative
and resourcefulness when dealing with builders, architects, planners, property
owners, the public, other professional contacts and municipal officials

13. Ability to critically assess situations, solve problems, and work effectively within
deadlines and changes in work priorities

14. Ability to calculate figures and amounts such as proportions, percentages, area,
circumference and volume. Ability to apply correct mathematical concepts and
calculations as needed

15. Ability to use a variety of technologies including computers, related word
processing, spreadsheet and database software, GIS and CAD software,
telephones, facsimile machines, pagers, radios and similar type equipment

16. Ability to maintain confidential information

17.A valid Michigan Vehicle Operator’s License

Physical Demands and Work Environment:

The physical demands and work environment characteristics described here are
representative of those an employee encounters while performing the essential job
functions, duties and responsibilities. Reasonable accommodations may be made to
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enable individuals with disabilities to perform the essential functions, duties and
responsibilities.

While performing the duties of this job, the employee is regularly required to talk or
hear. The employee frequently is required to stand and walk. The employee may be
required to use hands to finger, handle or feel; and to reach with hands and arms. The
employee is occasionally required to stoop, kneel, crouch or crawl. The employee must
occasionally lift and/or move items of light to moderate weight.

While performing the duties of this job, the employee works mostly in an office setting:
however, the employee may, in the course of conducting site inspections and other field
activities, be occasionally exposed to outside weather conditions and may work near
moving mechanical parts and/or machinery. The employee is occasionally exposed to
high, precarious places and fumes or airborne particles. The noise level in the work
performance is usually quiet in the office, but may become loud in the field.

Van Buren Charter Township is an Equal Opportunity Employer.

Charter Township of Van Buren
46425 Tyler Road
Belleville, Michigan 48111
www.vanburen-mi.org
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Charter Township of Van Buren Agenda Ttem:

REQUEST FOR
BOARD ACTION

Consent Agenda

WORK STUDY MEETING

DATE: NOVEMBER 17, 2014
BOARD MEETING

DATE: NOVEMBER 18, 2014

New Business _x Unfinished Business, Public Hearing

ITEM (SUBJECT)

Executive Assistant to the Township Supervisor

DEPARTMENT

Township Supervisor

PRESENTER

Supervisor Combs

PHONE NUMBER

734-699-8910

INDIVIDUALS IN

ATTENDANCE (OTHER
THAN PRESENTER)

Agenda topic

ACTION REQUESTED

Consider approval of the Job Description for Executive Assistant to the Township Supervisor dated
November 10, 2014

BACKGROUND ~ (SUPPORTING AND REFERENCE DATA, INCLUDE ATTACHMENTS)

As you are aware, Karin LaMothe has resigned her position as Executive Assistant to the Township
Supervisor. The position will be vacant beginning on November 14, 2014. I am attaching for your
review and approval a job description for the vacant position.

Salary of $64,933
BUDGET IMPLICATION No change to the budget is required, sufficient funding remains within the current
j budget. This position is also included in the proposed 2015 budget.
MiLEENTATION ] ppproval

DEPARTMENT RECOMMENDATION

COMMITTEE/COMMISSION RECOMMENDATION

| AT'I"ORNEY RECOMMENDATION Yes

{May be subject to Attorney/Client Privilege and not available under FOIA)

ADDITIONAL REMARKS

See a/t;taghed documentation for further information.

APPROVAL OF SUPERVISOR __/_ NP7 Nbn

Revised 7/9/13
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CHARTER TOWNSHIP OF VAN BUREN
EXECUTIVE ASSISTANT TO THE TOWNSHIP SUPERVISOR
JOB DESCRIPTION

Position Summary

Under the general supervision of the Township Supervisor, the Executive Assistant to the
Township Supervisor is responsible for a variety of administrative and technical duties to
support the operations and activities of the Office of the Township Supervisor. This as a full-
time “at-will" professional position.

Essential Job Functions, Duties and Responsibilities

An employee in this position may be called upon to perform any or all of the following essential
job functions, duties and responsibilities. These examples do not include all of the duties which
the employee may be expected to perform. To perform this job successfully, an individual must
be able to perform each function, duty or responsibility satisfactorily.

1.

10.

Directs and coordinates the administrative and operational activities of the Office of the
Township Supervisor, as directed by the Supervisor.

Serves as a liaison with department directors, employees, consultants, legal counsel,
other governmental units and Township residents. Employee will perform a variety of
tasks that are confidential in nature.

Attends meetings of the Township Board, committees and/or commissions, as directed;
takes meeting minutes, as directed.

Receives and analyzes sensitive phone calls, correspondence, citizen inquiries and
complaints. Determines appropriate course of action and provides information, resolves
problems or refers issues to the appropriate Township official, department or agency.

Composes correspondence and documents for Supervisor's review, as directed.
Ensures the department addresses community and residents’ needs in a timely and
effective manner.

Disseminates information, instructions and directions to department heads, boards and
committees/commissions, as directed.

Provides support and assistance on administrative matters. Works closely with other
departments to resolve issues and concerns.

Builds and maintains relationships with internal Township staff and external agencies to
ensure projects are completed and concerns are addressed.

Schedules meetings and appointments for the Supervisor; establishes and maintains a
calendar of appointments, events and meetings; secures meeting space, audio visual
equipment or other logistical items; and reviews and prepares agenda items and
program materials. Processes registrations and arranges accommodations for
conferences and meetings for Supervisor and Trustees, as directed.

Drafts resolutions and agreements, with the assistance of legal counsel as needed, for
adoption by the Township Board.
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Conducts research, compiles data and prepares reports for consideration and
presentation by executives, committees and Board.

12. Prepares and reviews operational reports and schedules to ensure accuracy and

completeness.

13. Analyzes internal processes; recommends procedural changes to improve operations

and implements changes, as directed.

14. Identifies and monitors legislative and regulatory changes that may impact the Township

15.
16.

and keeps Supervisor informed of findings.
Works under strict deadlines and with multiple priorities.
Performs other related duties and projects, as assigned.

The above list of job requirements, duties and responsibilities, physical abilities and other
abilities are meant to be representative and not all encompassing. The Township reserves the
right to add to, delete from, change and/or amend the requirements, duties and responsibilities,
physical abilities and other abilities herein above set forth at any time and without prior notice.

Required Knowledge, Skills, Abilities and Minimum Qualifications

The requirements listed below are representative of the knowledge, skills, abilities and minimum
qualifications necessary to perform the essential functions, duties and responsibilities of the
position. Reasonable accommodations may be made to enable individuals with disabilities to
perform the job.

Requirements include the following:

1.

10.
11.

Bachelor’'s degree with major in Public Administration, Business Administration, or
related field

Minimum of five years of progressively responsible experience in administration and/or
office management

Must be service oriented and possess a passion for public service

Knowledge of Township structure, organization, ordinances, policies, regulations and
terminology

Skill in planning, organizing and prioritizing work to meet objectives and deadlines

. Ability to make decisions quickly and effectively, based on all available information

Must have excellent interpersonal, verbal and written communication skills and ability to
effectively communicate with others inside and outside of the organization

Skill in identifying root causes and resolving complex problems

Must possess excellent time management skills and have the ability to effectively
manage multiple projects simultaneously

Ability to exercise discretion and maintain confidentiality

Ability to establish and maintain effective working relationship with elected and
appointed officials, department heads, employees, governmental agencies and
community groups
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12. Skill in displaying tact, integrity and professionalism in all situations

13. Must possess excellent problem solving and critical thinking skills with an ability to
identify strengths and weaknesses of alternative solutions and approaches to problems

14. Skill in conducting administrative research and report preparation

Physical Demands and Work Environment

The physical demands and work environment characteristics described here are representative
of those an employee encounters while performing the essential job functions, duties and
responsibilities. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions, duties and responsibilities.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand and walk. The employee may be required to use
hands to finger, handle or feel; and to reach with hands and arms. The employee is
occasionally required to stoop, kneel, crouch or crawl. The employee must occasionally lift
and/or move items of light to moderate weight.

While performing the duties of this job, the employee works mostly in an office setting; however,
the employee may, in the course of conducting site inspections and other field activities, be
occasionally exposed to outside weather conditions and may work near moving mechanical
parts and/or machinery. The employee is occasionally exposed to high, precarious places and
fumes or airborne particles. The noise level in the work performance is usually quiet in the
office, but may become loud in the field.

Van Buren Charter Township is an Equal Opportunity Employer.

Charter Township of Van Buren
46425 Tyler Road
Belleville, Michigan 48111
www.vanburen-mi.org
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