
HECEIVEU 
TOWN CL EHH 

TOWN OF AYEH 
Town of Ayer 

20I1 HAR -3 AM I I: l, 5 Board of Selectmen 
/)/ !;Jiii ;:7a,1/ d., Ayer Town Hall -1"1 Floor Meeting Room 

j¥'f/t//ft/P(,W/tJP/d(l" Ayer, MA 01432 

7:00 PM 

7:05 PM* 

7:20 PM 

7:30 PM 

7:40 PM 

8:10 PM 

8:30 PM 

8:45 PM 

Tuesday. March 7, 2017 
Open Session Meeting Agenda 

Call to Order 
Pledge of AUegiancc; Review and Approve 1\gcnda; Review of Warrnnt(s); 
Announcements 

Public Inp_lli 

FY 2018 Town Budget Snapfil!Q! 
Town J\dministrntor and Town Accountant/Finance Manager 

Police Chief William Murray 
1. Appointment of a Full-time Police Officer 

Mr. Mark Wet'.lel, Superintendent, DPW 
1. The Willows Development Rec1uest for Sewer Fee Adjustment 

BOS Review of Public Input from the February 22. 2017 Public Meeting 
for the Prnposed Concept Design(s) for the MART Commuter Rail 
Parking and Access Improvement Project 

Town Administrator's Report 
1. Administrnl.ive Update 
2. DP\Xf Business Manager Reclassification Appeal 
3. Health Benefi ts Buyout Program for FY 2018 - 2020 
4. FY 2018 COLA Recommendation from the Per~onncl Board 

New Business/Selcctmen's Questions 
1. Change of March 21, 2017 BOS Meeting Date (Selectman Luca) 
2. ATSAC Com mittee (Selectman Livingston) 
3. Tax Status of E mmanuel l\lissio11a1y Baptist Church of Ayer (Selectman Hillman) 

Adjournment 

*Agenda li111cs r11v Jorplt11111i11gp111poscs 011/y and do 110! neccssan(y co11slil11/c exr1d li111es 



Office of the Ayer Board of Selectmen 
Office of the Ayer Town Administrator 

Town of Ayer J Ayer Town Hall J 1 Main Street J Ayer, MA 01432 J 978-772-8220 J Fax 978-772-3017 J www.ayer.ma.us 

DATE: March 3, 2017 

TO: Ayer Board of Selectmen 

FROM: Robert A Pontbriand 
Town Adminis trator 

MEMORANDUM 

SUI3JECT: FY 2018 Budget Snapshot Presentatio n for March 7, 2017 

Dear Honorable Selectmen, 

At the request of the BOS at your previous meeting on February 21, 2017 the ' l'own Finance Manager and I 
will make a brief presentation to the BOS on March 7, 2017 regarding the FY 2018 Budget as of l\lfarch 7, 
2017 an<l of the proposed PY 2018 Capi tal Budget for the Town of Ayer. As the I30S is aware, the Budget 
remains a work in progress and all of the information provided to you in the FY 2018 Budget Snapshot is as 
of March 7, 201 7 and subject to change and to final approval by the BOS and ultima tely Town Meeting. 

Attached arc the following documents which we will refer to in th e presenta tion on March 7, 2017: 

• FY 2018 DRAFT Budget Snapshot as of March 7, 2017 (General Overview) 

• FY 2018 Revenue Projections 

• rY 2018 Taxes 

• Capital Planning Committee Recommendations 

T he l'inance Manager and I continue to meet with each D epartment regarding their FY 2018 Budget 
Requests and that process remains underway. J\dclitionally, the Capital Planning Committee met weekly 
through the m onths o f January and Pebruary 2017. The attached "Capital Planning Committee 
Recommendations" are their formal recommendations as voted by the Capital P lanning Committee. 

Of particular note in the proposed FY 2018 Capital Requests are four (4) requests which all require exclusion 
funding per the Town's rinancial Policies as they exceed the amount o f $250,000. This will require the four 
items to appear on the J\nnual Town Elections Ballot on April 2LI, 2017 and must be approved by the Voters 
AND if passed by the Voters must also be approved by th e J\nnual Town Meeting on May 8, 2017. Because 
the Town Clerk has an upcoming deadline to prepare the J\nnual T own E lection Ballot, we will be 
respectfully requesting th e BOS to authorize these four exclusion funding i tems to be placed on the Annual 
Town Election Ballot for April 24, 2017. 

The Finance Manager and I look fonvard to meeting with the BOS on March 7, 2017 and to answering any 
questions that the BOS may have. If you have any tiuestions prior to the meeting, please do not hesitate to 
contact me directly. Thank you. 

Anachmcnt(s) 



FY2018 Draft Budget Snapshot 

as of March 7, 2017 

State Aid $964,292 

Taxes $22, 794,507 

Free Cash $789,635 

Other revenues & impact $2,160,332 
of enterprise, net of 
charges 

Total Available for $26,708,766 
Appropriation 

Omnibus ($13,373,425} 

School Assessments ($12,039,847} 

UDAG Replenishments ($338,426} 

Other raise articles ($62,598} 

Pending COLA/union ($51,605} 
impacts 

Stabi lization savings ($542,865} 

OPEB savings ($300,000) 

Net remaining $0 



FY2018 Draft Budget Snapshot 

as of March 7, 2017 

Revenue FY2018 FY2017 
Projections 

State Aid 964,292 884, 192 

Taxes 22,794,507 21,988,979 

Local Receipts 1,773,308 1,634,808 

Free Cash 789,635 1,808,227 

Other 282,926 120,677 

Total Revenues 26,604,668 26,436,883 

Charges (699,000) (392,027) 

Available for 25,905,668 26,044,856 
Appropriation 

$Change o/o 
Change 

80, 100 9.1°/o 

805,528 3.7% 

138,500 8.5o/o 

(1,018,592) (56.3°/o) 

162,249 134.4°/o 

167,785 .6°/o 

(306,973) 78.3% 

(139, 188) (.5%) 



Taxes 

FY2018 Draft Budget Snapshot 

as of March 7, 2017 

FY2018 ESTIMATE 

PROPERTY TAX BASE $21,315, 781 

STATUTORY BASE - 2.5% $532,895 

NEW GROWTH $839,000 

UNUSED LEVY CAPACITY ($1,600,000} 

SUBTOTAL $21,087,676 

DEBT EXCLUSION OVERRIDES (EXISTING) $722,124 

NEW DEBT EXCLUSION - SCHOOLS $984,707 

TOTAL TAX LEVY $22, 794,507 

FY2017 RECAP 

$20,282,289 

$507,057 

$526,435 

($1,239,496} 

$20,076,285 

$907,750 

$1,004,944 

$21,988,979 



Capital Planning Committee 
Recommendations for FY2018 



Capital Requests Recommended as purchases 
from Capita l Stabili zation Fund: 

_Department Description Amount 

Facilities Fire station HVAC $29,500 

Fire Phone system $11,000 

Flood control engineering $20,000 

Replace t raini ng room furniture $16,000 

Planning & Development Ra ilroad fence (materials only) $15,000 

Pa rks Perimeter path survey $15,000 

Total $106,500 



Capital Requests Recommended as regular 
general fund borrow artic les: 

.... ' 

_ Dep_artment 

DPW 

Police 

Total 

Description 

Street sweeper 

Radio infrastructure (phase II) 

Amount 

$220,000 

$207,185 

$427,185 



Capita l Requests Requiring Exclusion Funding: 

.... .. 
,' _Depar~ment Description Amount 

DPW West Main St. bridge replacement $1,730,000 

DPW operations center $900,000 

Highway storage garage $750,000 

Parks Storage & maintenance building $600,000 

Total $3,980,000 



Enterprise Fund Capital Requests: 

f.Enterprise 

~und 

Ambulance 

Water 

Wastewater 

Total 

1 

Description Amount 

Replace cardiac monitor A-2 

Barnum Rd interconnection 

Annual water main replacements 

Replace Spec Pd well #2 (additional funds) 

Pleasant St/Doug main loop 

Mini excavator with trailer 

Water valve maintenance trailer w ith vacuum excavator 

Infiltration/inflow improvements 

Wastewater treatment plant upgrades 

$32,000 

$150,000 

$150,000 

$130,000 

$125,000 

$78,000 

$70,000 

$243,000 

$6,000,000 

$7,053,000 



AYER POLICE DEPARTMENT 

William A. Murray 
Chief of Police 

To: Board of Selectmen 

54 Park Street· Ayer, Massachusetts 01432-1161 
Tel. (978) 772-8200 · Fax (978) 772-8202 

MEMORANDUM 

From: Chief William A. Murray 
CC: TA Pontbriand, file 
Date: March 3, 2017 
Re: Police Officer Appointment 

I respectfully request that the Board appoint Brent W. Davis to the open Patrol Officer position in the 
Police Department. 

Brent is a resident of Townsend MA and is currently a cc1tificd Police Officer in Townsend. He grew up 
living on Groton School Road in Ayer and still has family in town. He is a graduate of the University of 
Phoenix with a BS in Business Management. Brent is a member of the U.S. Army Reserve and 
previously served in the Marines. In his role as Police Officer he has been ce1tified as a School Resource 
Officer, Defensive Tactics Instructor, and ALICE instructor. Prior to assuming the role of SRO for 
Townsend he served as their representative on the Regional Response Team for the N01theastern 
Massachusetts Law Enforcement Council. He comes highly recommended by current and former 
employers and should be an exceptional fit to the Town. 

I further recommend that this appointment be contingent upon passing a physical and psychological exam 
and that the appointment be effective starting March 27, 2017. In keeping with our prior practices Brent, 
due to already being Academy certified, should be staited at Step 2 of the Patrolman's pay scale. 

If appointed Brent will be trained, and must pass, according to our 11 week Field Training Program 
before being assigned to a shift and allowed to work for the Town. His one year probationary period will 
begin on his stait date of March 27. 



DEPARTMENT OF PUBLIC WORKS 

Mark L. Wetze l, P.E., Superintendent 
Dan Van Schalkwyk, P.E. Town Engineer 
Pamela J. Martin, Business Manager 

Date: March 3, 201 7 

To: Ayer Board of Selectmen 

IV1remoirandum 

25 BROOI< STREET 
AYER, MASSACHUSETIS 01'132 

T: (978) 772-8240 
F: (978) 772-8244 

From: Mork Wetzel P.E., Public Works Superintendent J11Jf)J_pcr-) 
Re: Willows Development Request for Abatement 

The Willows project developer, WiJJow Road Development LLC applied for water and sewer 
connections for their last three units. I advised them that the fees had been raised and they stated that 
they had an agreement for reduced fees, I reviewed the agreement and found documentation related 
to the discount. 

In an undated "worksheet", prepared by former DPW Superintendent Mike Madigan, a reduced fee 
was calculated based on a $100,000 reduction in fees and proportioned by the number of units and 
the water and sewer connection fee (at the time of the calculation - water $1 ,400, sewer $1 ,500). It 
calculated to be a $500 reduction in the water connection fee and a $530 reduction in the sewer 
connection fee. 

I recalculated the fees, based on the reduction and the current fees as follows: 

Water: $3,000 - $500 = $2,500 per unit 
Sewer: $4,800 - $530 = $4,270 per unit 

The developer was surprised by the increase and fees and has requested that the original fees be 
considered for the last tlu·ee units. 



February 20, 2017, 

Mr. Mark Wetzel, P.E. 

Willow Road Development, LLC 
148 Park Street 

North Reading, MA 01864 

Ayer Department of Public Works 
25 Brook Street 
Ayer, MA 01432-1118 

RE: The Willows - Units 56, 57, 58 
Water and Sewer connection fees 

Dear Marie 

Upon application for the water and sewer connections for the above referenced units we were 
dismayed to learn the fees had been increased substantially, As you are likely aware, the sewer 
connection fee increased from $970 to $4,270 per unit and the water connection fee increased from 
$900 to $2,500 per unit. I'm writing to request a reduction in the amount of the water and sewer 
connection fees charged for our last three units at the Willows to what we have paid for all of the 
previous constructed units. 

As you are likely aware, in conjunction with the projects 408 approval, we had agreed to provide funds 
to support the construction of a new water tank in the Willow Road area the town had deemed critical. 
The overall values and anticipated connection fees for the project were taken into account to establish 
the agreed upon value and how payments were to be made. To date, we have contributed nearly 
$150,000 towards the water tower project. Now that we are at the end of the project and paid in nearly 
all of the water tower funds, it is not reasonable or fair to increase our connection rates by 360%. 

other developers may have sought to modify the comprehensive permit to reduce or eliminate the 
contribution we agreed to given the extremely difficult economic environment we dealt with for many 
years. We are proud of the project we have nearly completed and feel we have had a very good overall 
relationship with the Town. We have honored our agreements to support the municipal water and 
sewer programs and respectfully request the Town honor and maintain the established fee structure for 
these last three units. 

Thank you for your consideration. If you need any additional information please do not hesitate to 
contact me directly. 

Sincerely, 

Mark C. O'Hagan, Member 
Willow Road Development, LL 



\ 
I 
I 

I 
' 

t 

~· 
''-c, 
~ 

~ 

~ 
(\} 

' ~ 
\!,\ fi7t~ 
··\))?I .·.' 

1< ', 
\S2. ·, 

;:-
~ ' 

'-"' 



Office of the Ayer Board of Selectmen 
Office of the Ayer Town Administrator 

Town of Ayer J Ayer Town Hall J 1 Main Street J Ayer, MA 01432 J 978-772-8220 J Fax 978-772-3017 J www.ayer.ma.us 

DATE: March 3, 2017 

TO: Ayer Board of Selectmen 

FROM: Robert A. Pontbriand 
Town Administrator 

MEMORANDUM 

7(. 11.'f? 
~ 

SUBJECT: Town Administrator's Report for the March 7, 2017 BOS Meeting 

D ear Honorable Selectmen, 

I am pleased to provide you with the following Town Administrator's Report for the lvfarch 7, 2017 BOS 
Meeting. If you have any t1ucstions prior to the meeting please do not hesitate to contact me directly. Thank 
you. 

Administrative Update: 

• I will offer a brief Administrative Update on various matters since the last BOS meeting on Pebrua1y 
21, 2017. 

DPW Business Manager Reclassification Appeal (fabled by the BOS on Februa1y 7, 2017) 

• Please see the attached memo and supporting documents (Sec Attached). 

Health Benefits Buyout Program for FY 2018-2020 

• Please sec the attached memo and supporting documents (See Attached). 

FY 2018 COLA Recommendation form the Personnel Board 

• Please see the attached memo (See Attached). 

Thank you. 

Attachment(s) 



Office of the Ayer Board of Selectmen 
Office of the Ayer Town Administrator 

Town of Ayer J Ayer Town Hall J 1 Main Street J Ayer, MA 01432 J 978-772-8220 J Fax 978-772-3017 J www.ayer.ma.us 

DATE: :rvfa rch 3, 2017 

1'0: Ayer Board of Selectmen 

PROM: Robert A Pontbriand 
Town Administrator 

MEMORANDUM 

SUBJECT: Appeal of Reclassification ofDPW Business Manger Position 

Dear Honorable Selectmen, 

At the Pebruary 7-, 2017 BOS Meeting, the BOS decide<l to "table" this matter for consideration to Lhe lvfarch 
7, 2017 citing that the BOS would "need more information" to make a decision. At that meeting several 
Selectmen requesled to see the original job description (prior to reclassification) for the position and the 
new/ current job description. I have attached both for your review as requested. Additionally, I requested 
since the Februa1y 7, 2017 BOS Meeting if Selectmen would like any other information (in addition to what 
has been previously provided/ discussed and the job descriptions) and to date I have not received a response 
for additional information. 

Attached are the following documents for your review: 

• February 3, 2017 Memo from the Town Administra tor to the BOS 

• Copy of Approved/ Adopted Job Description for the DPW Business Manager (August 2015) 

• Copy of Job Description for the DPW Office Manager (November 2010) 

If th e BOS re(1uires additional information prior to the meeting on March 7, 2017 please contact me directly 
at your earliest convenience. I look forward to further discussing this matter with the BOS at your meeting 
on Tuesday, March 7, 2017 and to brining this matter to a conclusion. 

Thank you for your time and consideration. 

Attachment(s) 



Office of the Ayer Board of Selectmen 
Office of the Ayer Town Administrator 

Town of Ayer I Ayer Town llall I 1 Main Street I Ayer, MA 01432 I 978-772-8220 I Pax 978-772-3017 I "'"'"'ayer.ma.no 

DATE: Pebruary 3, 2017 

1~0: 1\yer Boar<l of Selecuncn 

FROM: Robert A. Pontbriand 
'l'o\\111 ;\d1ninistratot' 

MEMORANDUM 

-7·. ; / 717 .1; / ·,/VI·/·, 
i \ \ - ' 

SUBJECT: Reclassification ofDPW Business Managc1· Position 

Dear I-lonorable Sclcctlnen, 

I a1n respectfully rcco1nn1ending that the Board of SelccLrncn approve the reclassification of the DP\XI 
Business lVIanagcr Position fro111 GRADE 9 to GltADF, -10. 1'his rcco1nn1endatio11 is the result of an 
exhaustive process to correct initial deficiencies in the HllS Study's chuisification of the position. I offer the 
fo\lo\ving· stu111111ny of the process behind this recon1111endntion <1nd \Vill be present nlong \vi th lhe Benefits 
llnd Payroll rvlanage1: at )'Olli: LllCcting to an:>\VCr any lJUCS!ions. 

1. I-ll\S conducted a clt1ssification and cotnpensation study for the To\vn of Ayer. Frotn the beginning 
of that process the DP\V' raised concerns about three of their positions, specifically the DP\XI 
Superjntendcnt; ~ro\Vll f!,nginccr; and DP\V' Business fvfanager; 

2. Though the I-IRS Study \Vent to To\vn lv1eeting for npproval in 2015; the Personnel Board at the titne 
did not object to revisiting these DP\X/ positions in addition to other positions in the study. 

3. 1~hc f)P\Xl Business tv[nnager Position \Vas subn1ittcd to the Personnel Board for reclassification. It 
\Vl1s the rcco1n1nendation of the 'l'o\vn Ad111inislrator and DP\~/ Superintendent using the I-IllS 
Classification Systcn1 that the position be graded at a GRADE 12; 

4. 'fhe Personnel Bonrd conducted its classification of the position and reco1n1nencled a GR_i\l)E 9 
\Vhich \Vas sub111itted to the BOS for approval; 

5. The l)P\V' Business 1vfannger filed an appe;1l per Section l2: "Proble1n 1\csolution PL"occdurc" per the 
'fo,vn's Personnel tine\ Procedures 1Vlanual; 

6. 1'he Personnel 1\ppeals Board \VHS for1ncd consisting of the: Police Chief; Fite c:hief; rf0\\111 Clerk; 
Econo111ic Devclop1nent Director; and t\ssessing 1\.d1ninistrator. The 1\.ppcals Board selected the 
J\ssessing Ad111inistrator as the Chair of the Appeals Board. The Benefits nncl Payroll I'vianagcr 
served as the facilitato1· and support personnel for the 1\1)penls Board. ~I'he Appeals Board heard 
fro111 the DP\Xl Business lvfanagcr, the DP\V' Superintendent; and the To\vn Adtuinistrator and 
rcvic\vc<l all of the 1natcri:tls related to this 1nalter. 



7. 'l'he Petsonnel Appeals Bonrd voted unHnitnously to reco1111nend that the position of l)P\Xf 13usiness 
Mannger be graded at GRADE 10. 

8. The position ofDPWBusincss Mnnngcr is cmrcntly at a GRADE 9, STEP 11 (stepped out). Using 
the s;une 111ethodology \Vith all other positions in tcrrr1s of assigning a position n S'T'EP; the position's 
current salary is put at the S'l'EP closest to that snlary but not lo\ver. 'fhe position's current salary jg 

$64,958 which is slightly above GRADE 10, STEP 9. 

9. 1'herefore, in tenns of lhe S'fEP, the position \voulcl bent S'l'EP 10. 'l'his \Vould result in an annual 
incrense of $1,545 for the position. 

10. The 1"econunendation subrnittcd to the BOS for approval fro1n the l)crsonncl i\ppcals Boar<l is that 
the DPW Business ]Vlannger be classified nt n GRADE 10, STEP 10 effective Februnry 8, 2017. 

'flu\nk you for your tllne and considetation. 

Cc: &Jr. 'l'o1n I·Iogan 1 Assessing Ad1ninistrator, Chflir, Personnel I\ppeals Board 
lvlr. l(cvin Johnston, Benefits and Payroll i\lanager 
lvlr. 1\.fark \\Tetzcl, DP\Xf Superintendent 

2 



HUSINI,SS MANAGER -DicPARTMl~NT lW PUBLIC WonKS 

Definition: 
Confidential Employee providing administrative, professional and supervisory work while 
assisting the Superintendent of Public Works in the planning and managing of the overall 
operation of the Department of Public Works including payroll, accounts payable, accounts 
receivable, data entry and overseeing Department human resources. Responsible for ensuring 
organizational effectiveness by providing leadership for financial functions. Contributes to the 
development and implementation of Department strategies, policies and practices as a member of 
the management team. May represent the DPW at the request of or in the absence of the 
Superintendent; all other related work as required. 

Supervision: 
Works independently under the general direction of the Superintendent of Public Works. 

Perfmms responsible f<mctions requiring the use of independent thinking and judgment, includes 
complex decision making as well as a full understanding of municipal utility accounting. 

Job Environment: 

Promotes a work environment that encourages positive energy, high morale and teamwork 
among co-workers. 

Most work is performed under typical office conditions: some work is performed tmder varying 
weather conditions and at various DPW facilities. 

Performs a variety of administrative duties requiring the exercise of considerable judgment, a 
broad lmowlcdge ofDepmlment operations and the ability to work with numerous interruptions. 

Jn a typical workday has contact with employees, vendors, contractors, local businesses, federal 
and state agencies, other town departments and the general public. 

Errors in administrative decisions could result in legal and financial repercussions, loss of 
revenue, administrative problems and adverse public reaction. 

Essential I<'nnctions: 
(The essentialfimctions or duties listed below are intended only as illustratio11s of the various 
types of work that may be pe1jimned. The omission of specific statements of duties does not 
exclude themfi·om the position if the work is similm~ related, or a logical assignment to the 
position.) 

Interact with co-workers to ensure Departmental goals are met; policies are implemented and 
adhered to, support information flow from all divisions; set a professional example by showing 
leadership qualities. 

Business Manager - DPW 
FLSA- Non··EYempt 

Adopted by Ayer Personnel Board-August 2015 
Page I of4 



Responsible for the day-to-day administrative operations of the Deparhnent. 

Responsible for direct supervision of one foll time oillce clerk and day-to-clay supervision of 
other public work employees as directed by the Superintendent. 

Oversee Department financial management while directing clay to clay processing of accounts 
receivable and accounts payable. 

Manage Department purchase orders and conduct all Department banking. 

Assist in the development, review and procurement of Requests for Proposals, Requests for 
Qualifications, Biel Documents, consultant agreements, and construction contracts; coordinate 
information requirements, schedules and deadlines with regard to assigned projects and provide 
information and answer questions relative to project status, including work progress and 
budgetary matters. 

Manage the utility billing systems (water, sewer and stormwater). Oversee timely billing of 
c01runercial mid residential accounts. Providing training and coaching for users; manage 
interactions with the Treasurer's Office m1d the Finance Department relating to utility billing and 
providing technical support. Act as a liaison between utility billing system users and cuslorners 
and Water and Sewer Division staff; analyze user and management needs and rec01runend and 
develop system solutions; participate in long-term planning and strategy processes with regard to 
utility billing; and evaluate and endeavor to continually improve the functioning and capability 
of the utility billing system. 

Coordinate with Finance Manager, Assessor, Tax Collector to process water and sewer liens and 
shut offs. Communicate with office staff, co-workers, customers, govemment officials, 
consultants and vendors while conforming to all regulation and policies. 

Assist with posting and screening potential DPW personnel. Train and supervise office staff. 
Provide leadership and direction to personnel. 

Assist the Superintendent with personnel matters including grievances, collective bargaining and 
management of personnel files requiring access to confidential information. Also assist the 
Superintendent of Public Works with administering Public Works projects. Perform the 
administrative duties of the Superintendent in the absence of the Superintendent. 

Review complaints, questions and requests for information and services from citizens, 
contractors, utilities and other Town departments; prepare miscellaneous reports and forms by 
developing and compiling data for special or recurring reports for regulatory agencies such as 
EPA or DEP; attend meetings of boards and commissions; and perform other related duties as 
required. 

Business lvfanager - DPW 
FLSA- Non-Exempt 

Adopted by Ayer Personnel Board-August 2015 
Page 2 of4 



Assist in preparing annual Department operating and capital budgets; analyze and project labor, 
material, and service costs, major equipment replacement and special project needs. 

Monitor monthly budget expenditmes for potential deficits and prepare requests for transfer of 
funds, if needed. Assist Division Foremen in obtaining information from financial management 
information reports. Reconcile monthly activity and fiscal year encl reporting. 

Administer payroll including bi-weekly payroll submission and tabulation and reporting of 
accrued employee benefits. 

Process vehicular accident reports, incident reports and worker compensation claims. Interact 
with Towns' insurance companies. 

Responsible for the timely purchase of transfer station vehicle permits, tracking and reporting 
sale of permits. 

Arrange and oversee annual Department inspections of fire alarms, fire extinguishers, HVAC, 
fuel pumps, foci tanks, etc. 

Manage and trouble shoot Department infmmation technology equipment including computers, 
cell phones, printers, etc. 

Perform similm or related work as required or as situation dictates. 

Recommended Minimum Qualifications: 

Education and Experience 
Bachelor's Degree of Science in Business Administration or related degree; over 
five years experience in a municipal environment, preferably supervisory; or any 
equivalent combination of education and experience. 
Special Requirements 
Valid Class D Motor Vehicle Operators License 

Knowledge, Ability and Skill 
Knowledge: This position requires a minimum of five years experience and 
knowledge in business management and municipal accounting. 

Ability: Must have ability to maintain confidential information. Ability 
to prioritize work, organize time, work independently and accomplish tasks 
despite frequent interruptions. Ability to establish and maintain effective working 
relationships with co-workers, Superintendent, other department heads, officials 
and the public. Must have the ability to look al situations from several points of 
view and posses a high comfort level working in a diverse enviromnent. 

Business Manager - DPW 
FLSA- Non-Exempt 

Adopted by Ayer Personnel Board - August 2015 
Page 3 o/4 



Skill: Requires excellent customer service skills and must be able to 
resolve customer disputes. Must possess excellent verbal, written 
conummication and supervisory skills. Computer sldlls required for completing 
billing, collections and payroll. 

Business Manager - DPW 
FLSA- Non-Exempt 

Adopted by Ayer Personnel Board -August 2015 
Page 4 of4 



OFFICE IVIANAGID:R ·· OEPAHTl\iilENT Olfi' PUl31LIC WORKS 

Definition 

Responsible routine to complex administrative and secretarial work in directing the day to day 
administrative operations of the Depmiment of Public Works; provides support services to the 
Superintendent of Public Works and Depaiiment Foreman; clerical and record keeping work in 
handling water and sewer billing for the Department; all other related work as required. 

Supervision 
Works independently under the administrative direction of the Superintendent of Public Works. 

Performs a variety of secretarial, clerical and administrative duties requiring the exercise of 
considerable judgment, a broad knowledge of Department operations, and the ability to work with 
numerous interrnptions; is responsible for carrying through entire functions of considerable 
importance to the office. 

Job Environment 
Performs work under typical ofike conditions; work environment is typically quiet. 

Operates automobile, typewriter, personal computer including word processing, copier, facsimile 
machine, calculator, and other standard office equipment. 

Makes frequent contacts with other departments, govermnent agencies, vendors, and representatives 
of outside organizations; contacts with the public require considerable patience and corniesy. 

Errnrs arc sometime dit11cult to detect, and could result in legal and financial repercussions, 
considerable confusion and delay and adverse public relations. 

Essential Functions 
(The essentialfimcfions or duties listed below are intended only as illustrations of the various f)pes 
of work that may be pe1:formed The omission of spec(fic statements of duties does not exclude I hem 
.fi'om the position (/the work is similar, related, or a logical assignment to the position.) 

Responsible for the day-to-day administrative operations of the office; performs a variety of 
secretarial and clerical duties for the onice. 

Prepares forms and other documents; compiles various types of statistical reports; maintains daily 
logs for all divisions of the Department of Public Works. 

NON-EXEMPT 
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Responsible for direct supervision of one folltime omce cleric 

Posts and maintains general records; may be required to maintain double~cntry books of accounts; 
prepares payroll for 20+ employees; maintains personnel files for sick leave, vacations, and personal 
time; prepares, submits and maintains worker's compensation records; pays bills. 

Maintains and updates all departmental files. 

Provides general assistance to the public over the telephone and in the office; responds to specific 
requests for information; responds to complaints; answers dispatching calls for water, sewer, and 
highway departments. 

Assist in the recruiting, training, supervising and evaluating of clerical staff. 

Has access at the department level to a variety of confidential information including portions of 
employee personnel folders, medical reports pertaining to worker's compensation, participates when 
asked in grievance resolution and collective bargaining. 

Responsible for all water and sewer billing; downloads meter readings into the Department's 
computer system; creates, proots, and mails bills; collects all receivables and performs daily 
deposits; keeps detailed records of information, and creates monthly financial reports; responsible for 
monthly and yearly reports to the State regarding water and sewer billing. Handles abatements due to 
erroneous readings, malfunctioning meters, etc.; makes adjustments for overpayment of bills and late 
payments. Determines final billings for properties sold. Prepares septage bills and issues other 
miscellaneous bills. If water/sewer readings are unavailable, estimates fee based on prior readings. 
Assists customers regarding bills. Provides required financial and statistical information to the Town 
accountant and town treasurer as needed. 

Orders supplies for the depatiment as directed by the superintendent. 

May be required to take minutes at meetings; coordinates and schedules appointments for 
superintendent and staff. 

Assists in writing correspondence, bid specifications, forms, and other repmts; assists in the 
preparation of the Departmental budget. Prepares bid advertisements for department supplies and 
services. 

Assists contractors, engineers, surveying companies, etc. with maps relating to water and sewer 
layouts, and rules and regulations on water and sewer. 

NON-EXEMPT 
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Orders and sells transfer station permits; keeps records ofall stickers issued; makes deposits offecs 
and sends related reports to the Town Treasurer. 

Types from copy, rough dran, or general instructions a variety of documents which may include, but 
arc not be limited to, correspondence, memoranda, meeting and legal notices, orders, vouchers, 
purchase orders, reports, newsletters and agendas. 

Responsible for operation of the software program that controls and reports for the on-site fuel 
pumps. 

May be required to attend special meetings and work on special projects; performs similar or related 
work as required or as situation dictates. 

Recommended Minimum Q11alificaiions 

Education and Experience 
Associate's Degree in business management and three years of related experience; or any 
equivalent combination of education and experience. 

Special Requirements 
Possession of a Massachusetts motor vehicle operator's license. 

Knowledge, Ability and Skill 
Knowledge. Thorough knowledge ofoffice practices and procedures. Thorough knowledge 
of Departmental regulations, policies and operations. Working knowledge of basic 
bookkeeping. 

Ability. Ability to maintain limited confidential information. Ability to organize time, work 
independently, and accomplish tasks despite frequent interruptions. Ability lo mainlain 
detailed budget accounts, financial records, and clerical records. Ahility to establish and 
maintain effective working relationships with employees, supervisors, other departments, 
officials and the public. Ability to communicate effectively verbally and in writing. Ability to 
operate various types of office equipment. 

Skill. Excellent customer service skills in person, in writing and over the telephone. Skill in 
typing and working with details. Skill in the operation of the above listed tools and 
equipment. 

Physical Requirements 
--------- -----~~--------------------------

NON-EXEMPT 
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Minimal physical dTorl generally required. i\bilit.y to operate a keyboard at efficient speed 
and view computer screens for extended periods of time. While performing the duties of this 
job, the employee is frequently required to sit and talk or hear, use hands to finger, handle, 
feel or operate objects, tools, or controls; and reach with hands and arms. Specific vision 
abilities required by this job include close vision and the ability to adjust focus. 

(this job description does not constitute an employment agreement between the employer and 
employee, and is subjecf to change by the employer, as the needs oft he employer and requiremenf.1· 
oflhejob change.) 
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Town of Ayer 
Benefits and Payroll Department 

I Main Street-Ayer, Massachusetts - 01432 
Kevi11 A. Jolt11sto11, Be11ejits a11d Payroll Manager 

Memorandum 

Date: March 1, 2017 

To: Mr. Robert Pontbriand 
Town Administrator 

From: Kevin A. Johnston, Benefits and Payroll Manager 

Subject: Health Benefits Buyout Program 

Tel: (978) 772-8248 
Fax: (978) 772-3017 

The Town of Ayer Health Benefits Buyout Program is presented for renewal for fiscal 
years 2018 through 2020. Enclosed are Administration Guidelines for the program and a 
Financial Analysis of the program through FY 2020. 

Since implemented in 2010 this program has generated over $630,000 is health benefits 
savings for the Town; 2018 through 2020 project to save an additional $566,000. Thus 
far 19 employees have participated in the program; 16 are current participants. 
Renewal of this program through FY 2020 will generate a projected overall budget 

savings of over $1.2M for the Town. 

I recommend renewal of the Health Benefits Buyout Program through FY 2020. 

I am available to answer any questions about the Health Benefits Buyout Program. 

Thank you. 

Enclosures 



Town of Ayer 
Health Benefits Buyout Program 

Administration Guidelines 

The Town of Ayer is pleased to offer a Health Benefits Buyout Program to employees. The 
Program is intended to reduce the Town's annual employee health insurance expenses while 
offering an annual stipend to employees who voluntarily participate in the Program. 

Application of the program 
The Program and these guidelines apply to all benefits eligible employees of the Town. 

Guidelines 
1. Who is Eligible? 

Any benefits eligible employee who has been enrolled in one of the Town's group health 
insurance plan offerings through the Minuteman Nashoba Health Group for the 
preceding 12-month period and is able to provide proof of health insurance from 
another provider. This program is not available to employees who voluntarily opt out of 
the Town's health benefits and does not generate any health benefits budget savings to 
the Town. This program is not available to employees who change from one plan to 
another or from one type of enrollment to another (family to individual). 

2. What is the Benefit to the Employee? 
Employees participating in the Program will receive a portion of the Town's health 
insurance expense savings for voluntarily opting out of their enrollment in the Town's 
group health insurance plan. Employees opting out of Family enrollment will receive a 
Health Benefits Buyout Stipend in the amount of $5,000 annually and employees opting 
out of an Individual enrollment will receive a Health Benefits Buyout Stipend of $2,400 
annually. Payments will be made in each bi-weekly payroll following termination of 
health benefits. 

3. How does an Employee Participate in this Program? 
The Program is managed by the Benefits and Payroll Manager. An eligible employee 
must complete a Health Insurance Buyout Application and provide proof of health 
insurance from another provider. 

4. What Happens if I Lose Health Insurance from Another Provider? 
Benefits eligible employees have the right to return to the Town's health benefits 
program at any time through a "qualifying event". Stipend payments will end upon re
enrollment in the Town's health benefits plan 

5. Can an Employee Voluntarily Re-enroll in the Town's Health Benefits? 
Any benefits eligible employee may choose to enroll in the Town's health benefits 
program during the annual open enrollment period. Participants in this Program that 
voluntarily re-enroll will begin health benefits on June 1 of the benefit year at which 
time the health benefits buyout stipend will be terminated. 
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Town of Ayer Personnel Board 
Ayer Town Hall 
I Main St 
Ayer, Massachusetts 01432 

Honorable Board of Selectman 
c/ o Town Administrator I:Zobert A. Pontbriand 

Town of Ayer 
I Main St 
Ayer, MA 01432 

Dear Town Administrator Robert A. Pontbriand, 

Wednesday February 27, 2017 

Please be advised that on Wednesday Februaty 8, 2017 the Personnel Board met and discussed the "Cost uf 
Living Adjustmeni'' (COLA) recommendation to the Board of Selectman. 

By taking into account: 
I) "lntemal Equit;J' -what has already been offered to the collective bargaining units (2%), 
2) "External Equity!' - what surrounding & comparable communities are offering (High Majority 2%), 
3) "Consuma P1ice Index- CPI-U Nol'lheastRegion 2016": (I.9%), 

We voted unanimously to recommend a 2% COLA increase to the Non-Union Pay Scale for FY20I8. 

Respectfully Submitted, 

~(;( ·µ-
Lt. Brian Gill-Member/Employee Representative 
For the Chair 
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