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Supervisor, Tom Raymond

References

Responsibilities/Duties/Job description data, support for compensation committee recommendations

Legal opinion

Statutory duties, per John McNamee legal opinion, February 5, 2008

Moderates board and annual meetings

Chief ing officer (if certified)

Secretary to Board of Review

Township's legal agent

Must maintain records for supervisor's office

Responsible for tax allocation board budget (if applicable)

Develops township budget

Appoints some commission members

May call special meetings

May appoint a deputy

2008 Budget, bd approved

Attend all regular and special Township board meetings and vote

2008 Budget, bd approved

Board of Review, secretary

2008 Budget, bd approved

Supervise all nent work

2008 Budget, bd approved

Chief Ordinance Enforcement official

2008 Budget, bd approved

Budget Administrator

Non-statutory duties, board approved

Emergency Service Meetings/Plans

Ordinance enforcement

Press Rel /Special News

Property Maintenance

Semcog representative

Sewer Districts, Existing, emergency

Water Districts, existing, emergency

Board of Review, secretary

Auditor Meetings, as required

Attend Michigan Township Association annual meetings, seminars, and other township overview meetings as req'd.

Newsletter articles

Office Personnel, special circumstances only

Other duties as Assigned by the Board

Parks & Rec. Planning Mtg., as required

Professional Training for supervisor

Road Commission Projects

Sewer Districts, new or proposed

Special Development Projects

Supplies, special, for supervisor's office, normal supplies ordered by clerk

Website updates

Website, set up and major changes

Interviews/past practices

Communicate (telephone, fax, e-mail, in person) with individual taxpayers at a mutually convenient time

Interviews/past practices

Review meeting agendas with all board members

Interviews/past practices

Fiduciary responsibilies

Interviews/past practices

Supervise DPW code official

Interviews/past practices

Act as lead elected official for unassigned duties/responsibilities

Interviews/past practices

Prepare and coordinate bid packages for major projects
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References

Clerk, Vi Pfaff

Responsibilities/Duties/Job description data, support for compensation committee recommendations

Legal opinion

Statutory duties, per John McNamee legal opinion, February 5, 2008

Maintains custody of all township records

Maintains general ledger

Prepares warrants and township checks

Records and maintains township meeting minutes

Keeps the township book of oaths

Responsible for regular and special meeting minutes

Publishes board meeting minutes (if taxable value is $65 million in 2005, annually indexed, or a charter township)

Keeps voter registration file and conducts elections

Chair of township elections commission

Keeps township ordinance book

Must appoint a deputy

Must post a surety bond

2008 Budget, bd approved

Attend all regular and special Township board meetings and vote

2008 Budget, bd approved

Administer elections and voter registration

2008 Budget, bd approved

Administer records

2008 Budget, bd approved

Management and accounting of township funds

2008 Budget, bd approved

File and record all ordinances, contracts and minutes of the township board meetings

2008 Budget, bd approved

Administration of the operation of the township office

2008 Budget, bd approved

Billing and collection of water and sewer accounts at the township office

Non-statutory duties, board approved

Freedom of Information official, board appointed

Auditor Meetings, as required

Attend Michigan Township Association annual meetings, seminars, and other township overview meetings as req'd.

Newsletter

Office Personnel, special circumstances only

Other duties as Assigned by the Board

Parks & Rec. Planning Mtg., as required

Professional Training for clerk

Road Commission Projects

Sewer Districts, existing, billing, resolve issues

Sewer Districts, new or proposed

Special Development Projects

Supplies, normal, general office activities, order

Water Districts, Existing, billing, resolve issues

Website updates

Website, set up and major changes

Interviews/past practices

Supervise deputy clerk and other general township office employees

Interviews/past practices

Communicate (telephone, fax, e-mail, in person) with individual taxpayers at a mutually convenient time

Interviews/past practices

Review agenda with supervisor

Interviews/past practices

Prepare board packets for board meetings

Interviews/past practices

Keep township marquee up to date

Interviews/past practices

Administrative support, supervisor

Interviews/past practices

Fiduciary responsibilities
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