TOWN OF BURKE SPECIAL MEETING MINUTES
Wednesday, June 24, 2020
6:00 p.m. 
Board members in attendance: Chairman Viney, Supervisor Berg, Supervisor Nimmow, Supervisor Stieren and Supervisor Truitt.  Also in attendance:  Brenda Ayers, Administrator, Clerk/Treasurer.  See attached list for other interested parties in attendance.
ALL AGENDA ITEMS ARE SUBJECT TO POSSIBLE ACTION

1) ADMINISTRATIVE

a) It was determined that a quorum was present and that the meeting was properly posted.
b) The meeting was called to order at 6:00 p.m. by Chairman Viney.
c) The Pledge of Allegiance was recited.

2) Options for filling the Administrator/Clerk/Treasurer position.  The job descriptions for both options were provided in the Board packet. Viney and Ayers explained the two options. Viney further explained that Option One would allow the statutory duties of the Clerk/Treasurer position to be covered immediately after Ayers’ departure. He further explained that Ayers would be able to fulfill the duties of the Administrator in the evenings and on weekends during the transition. Ayers encouraged the Board to consider Option One. She explained that it is important for employee retention to offer advancement opportunities. She also stated that the Deputy has been with the Town for almost five years and would bein the Town’s best interest to retain that knowledge. 
a) Promote Deputy to Clerk/Treasurer and hire an Administrator (Option One)

i) Review Clerk/Treasurer job description- no changes were made to the proposed description. 
(1) Determine salary-$45,000 per year.   

(2) Authorize staff or Board member to draft offer letter and extend offer to Deputy effective July 2, 2020- Ayers was authorized to draft the offer letter and provide a copy to Viney. Terms of the letter to include: 1) accumulated comp time (currently 28 hours) to be used during previously approved vacation week of July 20 using PTO for the remainder 2) acknowledge the week of vacation starting July 20 and encourage employee to take as scheduled.
ii) Review Administrator job description-Ayers explained that she added previous supervisory experience to the desired qualifications. 
(1) Determine salary range-$55,000-$65,000.
(2) Create an advertisement for the position- Ayers was authorized to create the advertisement. Nimmow asked that a cover letter be included with resumes. 
(3) Determine application deadline- it was determined to leave the deadline open ended. 
(4) Determine posting/publication locations for the advertisement- Ayers will send to the WMCA for posting and also explore posting on the Towns Association website. 
(5) Establish a hiring committee- Viney, Berg and Truitt. 
(6) Set meeting date and time for hiring committee-a tentative meeting was set for July 14 at 6:00 p.m.
iii) Compensation for outside consultant relating to the Administrator position- it was determined to pay Ayers $25 per hour for consulting services relating to the Administrator position. Ayers also noted that she will provide mentorship to the Clerk/Treasurer as long as necessary at no charge. 
Motion: Berg/Nimmow to proceed with Option One with the terms listed above. Motion carried. 

b) Hire an Administrator /Clerk/Treasurer (Option Two)- no action taken. Board chose Option One. 
i) Review Administrator/Clerk/Treasurer job description

(1) Determine salary range

(2) Create an advertisement for the position

(3) Determine application deadline

(4) Determine posting/publication locations for the advertisement

(5) Appoint an Interim Clerk/Treasurer

(6) Establish a hiring committee

(7) Set meeting date and time for hiring committee

ii) Compensation for outside consultant relating to the Administrator/Clerk/Treasurer position
3) ADJOURNMENT. Motion: Nimmow to adjourn. Meeting adjourned at 6:56 p.m.
Brenda Ayers
Administrator/Clerk/Treasurer
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