
   

                                                                                                                                                                           

TOWN OF CONCORD PERSONNEL BOARD 
AGENDA 
  

Wednesday, July 9, 2025 
5:30 p.m. 

55 Church Street & Zoom Video Conference 
Join Zoom Meeting 

  
https://us02web.zoom.us/j/89689706996?pwd=PfFr1B8H6PYXPioU8ADyblTqadgzFM.1 

 
Meeting ID: 896 8970 6996 

Passcode: 067562 
 
 
 

1. Call to Order 
 
2. Approval of Minutes 

• December 10, 2024 
• May 14, 2025 
• June 18, 2025 

3. Assistant Town Manager/ Director of Human Resources Report 
• MUNIS Payroll Update 
• July 1 Steps 
• FY2025 Merit Pay 

 
4. Classification Actions 

• Review of updated job description/s 
o Office Coordinator – Public Health 

 
5. Tracking Employee Satisfaction Discussion 

• Review of Questions Used by the Personnel Study Task Force in 2022-2023 
• Review samples of other surveys 

 
6. Adjournment 
 
Meeting materials will be available at: www.concordma.gov/PersonnelBoard 

• Minutes of December 10, 2024 
• Minutes of May 14, 2025 
• Minutes of June 18, 2025 

https://us02web.zoom.us/j/89689706996?pwd=PfFr1B8H6PYXPioU8ADyblTqadgzFM.1
https://us02web.zoom.us/j/89689706996?pwd=PfFr1B8H6PYXPioU8ADyblTqadgzFM.1
http://www.concordma.gov/PersonnelBoard


Town of Concord Human Resources                                                                                                                                     7/7/2025 

Town of Concord 
Regular Status Hires and Terminations 

YTD 2025 (June 30, 2025) 
 

 
Department 

6-30-2025 
Headcount 

 

YTD 2025 
Hires 

YTD 2025 
Terminations 

RFT RPT RFT RPT RFT RPT 
    Resignations Retirements Resignations Retirements 

Finance 20 1 6  2    
Fire 50  2   1   

Human Resources 3  2  1 1   
Human Services 27 3 8 1 4 1   

Information Technology 8 1 1  1    
Library 21 5 3  4  2  

Light Plant 40  6  6 1   
Planning & Land Management 21 1 6  5  1  

Police 41  10  7 3   
Public Works 64  16  12 2   

Town Manager’s Office 8  1  1    
Grand Totals 302 11 61 1 43 9 3  
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Office Coordinator- Public Health 

 

 
Department: Planning & Land Management- Health Salary Grade: 5 
Reports To: Public Health Director FLSA Status: Non-Exempt 
Appointed by: Town Manager Date: October 

2023July 2025 
 

 
GENERAL SUMMARY: 
Under the general supervision of the Public Health Director, produces professional administrative work products; maintains 
and/or supervises the maintenance of financial, personnel, and other records; acts as liaison with other departments and 
outside organizations. Responsible for maintaining and improving upon the efficiency and effectiveness of all areas under 
the direction and control of the position.  Performs varied and responsible duties requiring a thorough knowledge of division 
operations and the exercise of judgment and initiative in completing tasks, particularly in situations not clearly defined by 
precedent or established procedures.  Incumbent is called upon to handle a significant amount of detail, each varying from 
the other in substance and content, requiring incumbent to approach workload with flexibility. 
 
 
ESSENTIAL JOB FUNCTIONS: 
External and internal applicants, as well as position incumbents who are or become disabled as defined under the Americans With 
Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable 
accommodation to be determined by management on a case-by-case basis. 
 
 Acts as liaison with other town departments as well as the general public, consultants, and external agencies (local, 

regional and state) regarding division operations and special projects; furnishes information and resolves problems; 
researches questions; schedules appointments and maintains calendar for Health Division staff, including perc-tests 
and other field work; handles unusual or difficult situations; communicates official plans, policies and procedures to 
members of the public.  
 

 Provides administrative support to the Town of Concord and the Town of Lincoln Boards of Health.  Prepares Concord 
Board of Health agenda and information packets, composes and/or types correspondence, memorandums, meeting 
and legal notices, orders, permits, letters and decisions for the Board’s consideration, attends meetings, and takes and 
prepares minutes. Maintains related files and performs related administrative follow-up. 

 
 Calculates and prepares bi-weekly payroll for the division; maintains personnel records related to sick leave, holiday 

leave and vacations; retirement; calculates special payments and allowances; Prepares payroll detail worksheets and 
payroll summary authorizations; prepares change of status forms.  
 

 Screens incoming mail and responds appropriately to matters not requiring the personal attention of the Division 
Manager or Board of Health.   
 

 Greets and assists customers entering the office and answers incoming phone calls. Gathers information and answers 
customer’s health- and permitting-related questions and directs more complicated inquiries to other Health division staff.  
 

 Reviews and processes applications for licenses and permits issued by the Board of Health.  Maintains database 
tracking annual permits; sends out renewal notices; monitors late renewals. Provides support/assistance to residents 
and contractors submitting permit requests and applications to the Health Division/Board of Health.  
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 Enforces on time collection of fees and accurate contracting with the Division of Standards.   
 
 Issues all licenses for Body Art Establishments and Practitioner/ Apprentices. Maintains an accurate record of all body 

art practitioners/ apprentices and schedules a regular follow up on owners of such establishments. 
 

 Administers inter-municipal agreement to provide public health inspection services to other towns.   
 

 Prepares guidance documents with Health Director for Board of Health Meetings. 
 

 Drafts and coordinates contracts with outside vendors such as mosquito control, beach testing, and other public health 
services for outside vendors. 
 

 Supports Health Director with the Town’s septic betterment loan programs.  Provides technical support to residents in 
need of financial support and ensures that the finance department is provided with financial and legal documents 
necessary to maintain the Loan Betterment Program.   

 
 Update and maintain the Health Division’s website. Collaborate with the Public Health Nurse and Public Health Director 

on developing health communications such as flyers, website, and social media platforms to inform residents on topics 
such as disease prevention, environmental health, and public health programs. 
 

 Works with highly confidential and sensitive information including medical and financial information, legal investigations, 
and contemplated policy actions requiring the application of appropriate judgment, discretion, and professional office 
protocols. 
 

 Prepares weekly accounts payable invoices and maintains all associated records; collects fees for permits, copies, 
renewals, etc. and prepares accurate reports; prepares turnover/record payments of fees; prepares and sends invoices 
for services provided to other towns; coordinates intake of grant funds, maintains records and prepares final reports to 
grant providers.  
 

 Performs special projects and related responsibilities as initiated and requested.  
 

 Performs other related duties as required, directed or as the situation dictates.  
 

 Regular attendance and punctuality at the workplace is required.  
 
 
SUPERVISORY RESPONSIBILITY: 
May occasionally instruct or show other employees how to perform the work.  
 
 
EDUCATION & EXPERIENCE: 
 Associate’s degree in business administration, communications, health, or a related field, with four or more years of 

progressively responsible administrative experience; or any equivalent combination of education and experience. 
Municipal experience preferred. 
 

 Associate’s Degree or two-year college certificate; training in secretarial science or business administration preferred.  
 

 Five years of progressively responsible administrative experience; or an equivalent combination of education and 
experience; municipal experience preferred. 

 
 
KNOWLEDGE, SKILLS & ABILITIES: 
 
 Excellent interpersonal skills; Strong proficiency to communicate effectively both verbally and in writing; ability to 

effectively deal with all members of the public in a courteous and tactful manner; ability to establish and maintain good 
working relationships with coworkers, ability to maintain confidentiality and sensitivity in conversations. Extensive 
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knowledge of office procedures, practices and terminology.  Thorough knowledge of the use of office and data 
processing equipment, business arithmetic, American business Englishgrammar and spelling.  Basic knowledge of 
bookkeeping techniques.   
 

 Knowledge of State Sanitary Code, local regulations and operating laws for Board of Health.  
 

 Technical knowledge and expertise in Title 5 105 CMR. 
 

 Experience in graphic arts, web design, and proficiency in Canva or similar platforms to create visually engaging public 
materials, such as flyers, infographics, and outreach documents.  
 

 Ability to compose correspondence and prepare, type and proofread reports as to form and flow. Ability to maintain 
detailed statistics, records, and files and to maintain confidential information.  
 

 Ability to work with a high level of detail; ability to prioritize multiple tasks and deal effectively with interruptions; ability 
to work independently and accomplish tasks despite frequent interruptions. 
 

 Strong time management and organizational skills; ability to work accurately and efficiently with a high level of detail; 
ability to prioritize work, deal effectively with interruptions and effectively perform multiples tasks with deadlines; ability 
to interpret directions in a fast-paced work environment; ability to identify and analyze complex issues and to develop 
appropriate recommendations.   
 
 

WORKING CONDITIONS & PHYSICAL DEMANDS: 
External and internal applicants, as well as position incumbents who are or become disabled as defined under the Americans With 
Disabilities Act, must be able to perform the physical demands (as listed) either unaided or with the assistance of a reasonable 
accommodation to be determined by management on a case-by-case basis. 
 

Normal office environment, not subject to extreme variations of temperature, noise, odors, etc.  Majority of work is performed 
in a moderately noisy work environment, with constant interruptions.  Frequently subjected to the demands of other 
individuals and the volume and /or rapidity with which tasks must be accomplished.  
 
Operates computer, printer, video display terminal, typewriter, calculator, telephone, copier, facsimile machine and all other 
standard office equipment requiring eye-hand coordination and finger dexterity. Balancing, crouching, grasping, pulling, 
reaching and stooping may also be required. 
 
The above statements are intended to describe the general nature and level of work being performed by people assigned to do 
this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.  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. 
 
This job description does not constitute an employment agreement between the employer and employee, and is subject to 
change by the employer, as the needs of the employer and requirements of the job change. 
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Office Coordinator- Public Health 

 
 
Department: Planning & Land Management- Health Salary Grade: 5 
Reports To: Public Health Director FLSA Status: Non-Exempt 
Appointed by: Town Manager Date: July 2025 

 
 
GENERAL SUMMARY: 
Under the general supervision of the Public Health Director, produces professional administrative work products; maintains 
and/or supervises the maintenance of financial, personnel, and other records; acts as liaison with other departments and 
outside organizations. Responsible for maintaining and improving upon the efficiency and effectiveness of all areas under 
the direction and control of the position.  Performs varied and responsible duties requiring a thorough knowledge of division 
operations and the exercise of judgment and initiative in completing tasks, particularly in situations not clearly defined by 
precedent or established procedures.  Incumbent is called upon to handle a significant amount of detail, each varying from 
the other in substance and content, requiring incumbent to approach workload with flexibility. 
 
 
ESSENTIAL JOB FUNCTIONS: 
External and internal applicants, as well as position incumbents who are or become disabled as defined under the Americans With 
Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable 
accommodation to be determined by management on a case-by-case basis. 
 
♦ Acts as liaison with other town departments as well as the general public, consultants, and external agencies (local, 

regional and state) regarding division operations and special projects; furnishes information and resolves problems; 
researches questions; schedules appointments and maintains calendar for Health Division staff, including perc-tests 
and other field work; handles unusual or difficult situations; communicates official plans, policies and procedures to 
members of the public.  
 

♦ Provides administrative support to the Town of Concord and the Town of Lincoln Boards of Health.  Prepares Concord 
Board of Health agenda and information packets, composes and/or types correspondence, memorandums, meeting 
and legal notices, orders, permits, letters and decisions for the Board’s consideration, attends meetings, and takes and 
prepares minutes. Maintains related files and performs related administrative follow-up. 

 
♦ Calculates and prepares bi-weekly payroll for the division; maintains personnel records related to sick leave, holiday 

leave and vacations; retirement; calculates special payments and allowances; Prepares payroll detail worksheets and 
payroll summary authorizations; prepares change of status forms.  
 

♦ Screens incoming mail and responds appropriately to matters not requiring the personal attention of the Division 
Manager or Board of Health.   
 

♦ Greets and assists customers entering the office and answers incoming phone calls. Gathers information and answers 
customer’s health- and permitting-related questions and directs more complicated inquiries to other Health division staff.  
 

♦ Reviews and processes applications for licenses and permits issued by the Board of Health.  Maintains database 
tracking annual permits; sends out renewal notices; monitors late renewals. Provides support/assistance to residents 
and contractors submitting permit requests and applications to the Health Division/Board of Health.  
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♦ Issues all licenses for Body Art Establishments and Practitioner/ Apprentices. Maintains an accurate record of all body 

art practitioners/ apprentices and schedules a regular follow up on owners of such establishments. 
 

♦ Administers inter-municipal agreement to provide public health inspection services to other towns.   
 

♦ Prepares guidance documents with Health Director for Board of Health Meetings. 
 

♦ Drafts and coordinates contracts with outside vendors such as mosquito control, beach testing, and other public health 
services for outside vendors. 
 

♦ Supports Health Director with the Town’s septic betterment loan programs.  Provides technical support to residents in 
need of financial support and ensures that the finance department is provided with financial and legal documents 
necessary to maintain the Loan Betterment Program.   

 
♦ Update and maintain the Health Division’s website. Collaborate with the Public Health Nurse and Public Health Director 

on developing health communications such as flyers, website, and social media platforms to inform residents on topics 
such as disease prevention, environmental health, and public health programs. 
 

♦ Works with highly confidential and sensitive information including medical and financial information, legal investigations, 
and contemplated policy actions requiring the application of appropriate judgment, discretion, and professional office 
protocols. 
 

♦ Prepares weekly accounts payable invoices and maintains all associated records; collects fees for permits, copies, 
renewals, etc. and prepares accurate reports; prepares turnover/record payments of fees; prepares and sends invoices 
for services provided to other towns; coordinates intake of grant funds, maintains records and prepares final reports to 
grant providers.  
 

♦ Performs special projects and related responsibilities as initiated and requested.  
 

♦ Performs other related duties as required, directed or as the situation dictates.  
 

♦ Regular attendance and punctuality at the workplace is required.  
 
 
SUPERVISORY RESPONSIBILITY: 
May occasionally instruct or show other employees how to perform the work.  
 
 
EDUCATION & EXPERIENCE: 
♦ Associate’s degree in business administration, communications, health, or a related field, with four or more years of 

progressively responsible administrative experience; or any equivalent combination of education and experience. 
Municipal experience preferred. 
 

 
 
KNOWLEDGE, SKILLS & ABILITIES: 
 
♦ Excellent interpersonal skills; Strong proficiency to communicate effectively both verbally and in writing; ability to 

effectively deal with all members of the public in a courteous and tactful manner; ability to establish and maintain good 
working relationships with coworkers, ability to maintain confidentiality and sensitivity in conversations. Extensive 
knowledge of office procedures, practices and terminology.  Thorough knowledge of the use of office and data 
processing equipment, business arithmetic, grammar and spelling.  Basic knowledge of bookkeeping techniques.   
 

♦ Knowledge of State Sanitary Code, local regulations and operating laws for Board of Health.  
 

♦ Technical knowledge and expertise in Title 5 105 CMR. 
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Experience in graphic arts, web design, and proficiency in Canva or similar platforms to create visually engaging public 
materials, such as flyers, infographics, and outreach documents. 

♦ Ability to compose correspondence and prepare, type and proofread reports as to form and flow. Ability to maintain 
detailed statistics, records, and files and to maintain confidential information.  
 

♦ Ability to work with a high level of detail; ability to prioritize multiple tasks and deal effectively with interruptions; ability 
to work independently and accomplish tasks despite frequent interruptions. 
 

♦ Strong time management and organizational skills; ability to work accurately and efficiently with a high level of detail; 
ability to prioritize work, deal effectively with interruptions and effectively perform multiples tasks with deadlines; ability 
to interpret directions in a fast-paced work environment; ability to identify and analyze complex issues and to develop 
appropriate recommendations.   
 
 

WORKING CONDITIONS & PHYSICAL DEMANDS: 
External and internal applicants, as well as position incumbents who are or become disabled as defined under the Americans With 
Disabilities Act, must be able to perform the physical demands (as listed) either unaided or with the assistance of a reasonable 
accommodation to be determined by management on a case-by-case basis. 
 

Normal office environment, not subject to extreme variations of temperature, noise, odors, etc.  Majority of work is performed 
in a moderately noisy work environment, with constant interruptions.  Frequently subjected to the demands of other 
individuals and the volume and /or rapidity with which tasks must be accomplished.  
 
Operates computer, printer, video display terminal, typewriter, calculator, telephone, copier, facsimile machine and all other 
standard office equipment requiring eye-hand coordination and finger dexterity. Balancing, crouching, grasping, pulling, 
reaching and stooping may also be required. 
 
The above statements are intended to describe the general nature and level of work being performed by people assigned to do 
this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.  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. 
 
This job description does not constitute an employment agreement between the employer and employee, and is subject to 
change by the employer, as the needs of the employer and requirements of the job change. 



Personnel Study Task Force Questions Used Last Time (2022-2023) 
 

1. I have worked in Concord: 
a. Less than 2 years 
b. Between 2 and 5 years 
c. Between 6 and 10 years 
d. More than 10 years 

2. My category of employment is best described as: 
a. Full Time 
b. Part Time 
c. Temporary 
d. Seasonal 

3. My department is unionized. 
a. Yes, and I am a member of the union 
b. Yes, and I am NOT a member of the union 
c. No 

4. In recent years, I have received appropriate and timely feedback about my performance. 
a. Yes 
b. No 

5. I received the compensation increases that were approved at 2020 and 2021 town 
meeting. 

a. Yes 
b. No 

6. I believe that my compensation and benefits are competitive with other communities. 
a. Yes 
b. No 

7. Are there benefits that are currently not offered in Concord that you would be interested 
in having?  Check all that apply. 

a. Sick Leave Bank 
b. Flexible Leave Time 
c. Flexible Work Schedule 
d. Floating Holidays 
e. Ability to convert excess sick days to vacation and vice-versa 



f. Employee Handbook 
g. Increased employer share of health insurance costs 
h. Other (please specify) 

8. My department regularly interacts with residents and visitors. 
a. Yes 
b. No 

9. On March 13, 2020, non-essential employes were sent home due to the Covid-19 
emergency.   During the course of the health emergency order, employees in my 
department continued providing services to the residents of Concord by: 

a. Working remotely 
b. Working in town owned buildings not open to the public 
c. Ceasing activities per the governor’s order (Library, COA, Recreation, Beede) 
d. Continued its customary service to the public (Public Safety, Public Works, 

Concord Light) 
e. Other (please specify) 

10. My department/division has a written remote work policy in case of emergencies. 
a. Yes 
b. No 

11. My department/division allows the opportunity to make use of flex-time work schedules. 
a. Yes 
b. No 

12. I am aware of the roles of the Town Manager, Personnel Board, and Town Meeting in my 
employment, compensation and benefits. 

a. Yes 
b. No 

13. I am adequately informed about my current: (check all that apply) 
a. Compensation plan 
b. Benefits 
c. Personnel Policies 
d. None apply 

14. I am adequately informed about proposed changes to the following before they are 
brought to Town Meeting for approval: 

a. Compensation Plan 
b. Benefits 



c. Personnel Policies 
d. None apply 

15. I feel that my input about proposed changes to the following is sought, considered and 
valued (check all that apply): 

a. Compensation Plan 
b. Benefits 
c. Personnel Policies 
d. None apply 

16. I would appreciate receiving regular updates of Town news and employee benefits and 
obligations. 

a. Yes 
b. No 

17. I think the compensation of all Town employees should be publicly available. 
a. Yes 
b. No 

18. I understand the role the Personnel Board fills. 
a. Yes 
b. No 

19. I think that an employee representative should serve on the Personnel Board. 
a. Yes 
b. No 

20. If there were an employee representative opportunity, I would volunteer. 
a. Yes 
b. No 

21. I know (check all that apply): 
a. How to find the Personnel Board on the town website 
b. How to access the Personnel Board 
c. How to attend a Personnel Board meeting 
d. None apply 

22. If I have a question about any of the following, I know where to turn for information or 
advice (check all that apply): 

a. My position  
b. Compensation 



c. Benefits 
d. Working conditions 
e. None apply 

23. If I have issues in my department/division, I can reach a positive, confidential resolution 
by accessing (check all that apply): 

a. My direct supervisor 
b. The head of my department 
c. The HR Department 
d. The Personnel Board 
e. None of the above 

24. I am aware that Concord has a grievance policy. 
a. Yes 
b. No 

25. I know how to file a grievance 
a. Yes 
b. No 

26. If I have a personal or work-related problem, I trust the HR department to help me 
address it, confidentially and fairly. 

a. Yes 
b. No 

27. I was attracted to the opportunity to work for the Town of Concord because: 
a. Comment Box 

28. I feel there are adequate training opportunities in my current position. 
a. Yes 
b. No 

29. I feel I have adequate training opportunities that would provide for growth and/or 
promotion: 

a. Yes 
b. No 

30. Employees in my department/division are recognized for their successes. 
a. Yes 
b. No 

31. Employees in my department/division are always treated fairly  



a. Yes 
b. No 

32. The following would be instrumental in my decision to remain working for the Town of 
Concord for the foreseeable future (Check all that apply): 

a. Job Satisfaction 
b. Compensation 
c. Health Insurance 
d. Other Employee Benefits 
e. Internal Promotion Opportunities 
f. Other (please specify) 

33. What have we not asked you that you would like us to know? 
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Jessica Porter

Subject: Employee Satisfaction Survey - Samples?

 

From: Brian Noble <bnoble@plainville.ma.us>  
Sent: Wednesday, July 2, 2025 1:41 PM 
To: Jessica Porter <jporter@concordma.gov> 
Subject: Re: Employee Satisfaction Survey - Samples? 
 

Jessica, 
 
I used SurveyMonkey 
 
Here are the questions, they are not formatted very carefully on here as I just put them 
on the app: 
 
TOWN OF PLAINVILLE 
EMPLOYEE SATISFACTION SURVEY 
Conducted by the Select Board 

The Select Board is conducting this confidential survey to assess employee engagement, 
workplace satisfaction, and morale. Your feedback will help us better understand how to 
support you and improve the overall work environment. Please answer honestly. No 
identifying information will be collected unless you choose to provide it. 

SECTION 1: ABOUT YOUR POSITION 

1. How long have you been employed by the Town of Plainville? 

o ☐ Less than 1 year 

o ☐ 1–3 years 

o ☐ 4–6 years 

o ☐ 7–10 years 

o ☐ More than 10 years 

2. Which department do you work in? ________________________________ 

3. What is your employment status? 

o ☐ Full-time 

o ☐ Part-time 

o ☐ Seasonal 

o ☐ Temporary 

 You don't often get email from bnoble@plainville.ma.us. Learn why this is important   
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SECTION 2: WORKPLACE EXPERIENCE 
On a scale of 1 to 5, please rate the following (1 = Strongly Disagree, 5 = Strongly 
Agree): 

Statement 1 2 3 4 5 
I feel valued and appreciated for the work I do. ☐ ☐ ☐ ☐ ☐ 
I understand how my work contributes to the mission of the Town. ☐ ☐ ☐ ☐ ☐ 
I have the resources and tools I need to do my job effectively. ☐ ☐ ☐ ☐ ☐ 
I am fairly compensated for my work. ☐ ☐ ☐ ☐ ☐ 
I receive constructive feedback from my supervisor. ☐ ☐ ☐ ☐ ☐ 
I feel safe and respected in my workplace. ☐ ☐ ☐ ☐ ☐ 
Communication across departments is effective. ☐ ☐ ☐ ☐ ☐ 
I have opportunities for professional development or growth. ☐ ☐ ☐ ☐ ☐ 
SECTION 3: MANAGEMENT AND MORALE 
4. My supervisor treats me with respect and fairness. 

 ☐ Strongly Disagree 

 ☐ Disagree 

 ☐ Neutral 

 ☐ Agree 

 ☐ Strongly Agree 

5. I trust the Town’s leadership to make decisions in the best interest of employees 
and residents. 

o ☐ Strongly Disagree 

o ☐ Disagree 

o ☐ Neutral 

o ☐ Agree 

o ☐ Strongly Agree 

6. Overall, how would you describe morale in your department? 

o ☐ Very Low 

o ☐ Low 

o ☐ Moderate 

o ☐ High 

o ☐ Very High 

SECTION 4: OPEN-ENDED QUESTIONS 

7. What do you enjoy most about working for the Town of Plainville? 
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8. What would you like to see improved in your department or across the 

organization? 

  
9. Do you feel the Town provides a healthy work-life balance? Why or why not? 

  
10. Is there anything else you would like the Select Board or Town Administrator 

to know? 

  
  
OPTIONAL: Would you like to be contacted to discuss your responses? 

 ☐ Yes (please provide name and email/phone): ___________________________ 

 ☐ No 

Thank you for your participation. Your input is important and will be used to help 
improve the Town of Plainville as a place to work. 
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How Meaningful if your work? 

39%

50%

11%

0% 0%

Extremly Meaningful Very Meaningful

Moderately Meaningful Slightly Meaningful

Not at all Meaningful

How Meaningful is your work?

7Extremly Meaningful

9Very Meaningful

2Moderately Meaningful

0Slightly Meaningful

0Not at all Meaningful

6%

28%

50%

17%

0%

Extremely Challenging Very Challenging

Moderately Challenging Slightly Challenging

Not at all Challenging

How Challenging is your job?

1Extremely Challenging

5Very Challenging

9Moderately Challenging

3Slightly Challenging

0Not at all Challenging

How challenging is your job? 

4

5
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In a typical week, how often do you feel 
stressed at work? 

4Extremely Stressed
5Very Stressed
5Moderately Stressed
2Slightly Stressed
3Not at all Stressed

21%

26%

26%

11%

16%

Extremely Stressed Very Stressed

Moderately Stressed Slightly Stressed

Not at all Stressed

In a typical week, how often do you feel stressed at work? 

One person noted:  Stress created from a constant and disrespectful level of daily 
criticism, gossip, and overall unbridled sense of disrespect for both the Town 
Administration and Selectmen. There is more energy spent in conversation about 
"who said that", "who has what" and routine questioning than there is in any 
consideration of a collaborative attempt to work as a team. An absence of 
authenticity and just having a conversation. Instead, a foundational platform of 
behind-the-scenes criticism. The focus is on the wrong target, which should be 
the work. The constant backdoor discussions about management and those that 
serve on a volunteer basis (BOS/BOH) is far more reaching and significantly 
damaging to the Town of Freetown and thus trickles down to a level of individual 
stress. 

How well are you compensated/benefits 
for the work you do? 

0Extremely Well
1Very Well
6Moderately Well
6Slightly Well
5Not at all Well 

6%

33%

33%

28%

Extremely Well Very Well Moderately Well

Slightly Well Not at all Well

- 1 person noted:  underpaid compared to 
surrounding towns.  Public records is a full-time 
job in of itself.

- 1 person left blank.

How well are you compensated/benefits for the work you do?

6

7
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Do you feel valued for your contributions?
1A Great Deal
7A Lot
4A Moderate Amount
2A Little
5Not at all

5%

37%

21%

11%

26%

A Great Deal A Lot

A Moderate Amount A Little

Not at all

Do you feel valued for your contributions? 

Comments
- A “thank you” goes a long way
- Fortunately, I do feel a sense of value from a few. This keeps me 

optimistic. In Working for a municipality, one must maintain their own 
moral compass, values, and work ethic no matter what. Many do not 
value me, expressions have been clearly and distinctly conveyed. 
Value must be inherent and originate from oneself, not from the masses 
and particularly if said values may be unethical. If people do not value 
who they are, how can they value others? The next question to
consider: "What does the employee value?" 

I am satisfied with the culture of my workplace

I am satisfied with the culture of my workplace
2Strongly Agree
3Agree
2Neutral 
6Disagree
5Strongly Disagree

11%

17%

11%

33%

28%

Strongly Agree Agree

Neutral Disagree

Strongly Disagree

Comments:
- feel there is minimum communication w/in dept. & within floors @ Town Hall.  

Strong lack of accountability.  Some depts. Work for Boards who are rarely 
present @ Town Hall.  Why aren't employees treated the same?  Why aren't 
all employees accountable? The culture is challenging and quite frankly, 
appalling as to the level of ill-mannered behavior . The focus is on the wrong 
target as I have mentioned above. Pride is taken in questioning and providing 
hurdles rather than working together, even from different sides, to find a 
commonality, to seek a level of cohesion. The culture is based on silos. Many 
(not all) departments want their own SILO.
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How realistic are the expectations of your supervisor?
2Extremely realistic
8Very realistic
6Moderately realistic
1Slightly realistic
0Not at all realistic

How realistic are the expectations of your supervisor?

12%

47%

35%

6%

0%

Extremely realistic Very realistic

Moderately realistic Slightly realistic

Not at all realistic

One person noted:  n/a

How often do the tasks assigned to you by your supervisor help you grow professionally? 

How often do the tasks assigned to you by your 
supervisor help you grow professionally?

0Extremely often

6Very often

3Moderately often

3Slightly often

3Not at all often 

0%

40%

20%

20%

20%

Extremely often Very often Moderately often

Slightly often Not at all often One person noted:  n/a

10

11



7/7/2025

5

Are you supervised too much at work, supervised too little or supervised about the right amount? 

Are you supervised too much at work, supervised 
too little or supervised just about the right amount? 

0Much too much
0Somewhat too much 

15About the right amount
2Slightly too little
0Somewhat too little
0Much too little 

0%
0%

88%

12%

0% 0%

Much too much Somewhat too much

About the right amount Slightly too little

Somewhat too little Much too little

My organization operates in a socially responsible manner.

My organization operates in a socially responsible manner
3Strongly agree
4Agree
7Neutral
2Disagree
2Strongly disagree

17%

22%

39%

11%

11%

Strongly agree Agree

Neutral Disagree

Strongly disagree

12
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Are you satisfied with your job? 

Are you satisfied with your job? 
3Extremely satisfied
6Moderately satisfied
4slightly satisfied

4
Neither satisfied nor 

dissastisfied 
0Moderately dissatisfied
1Extremely dissatisfied

17%

33%

22%

22%

0%
6%

Extremely satisfied

Moderately satisfied

slightly satisfied

Neither satisfied nor dissastisfied

Moderately dissatisfied

Extremely dissatisfied

Comments: 
- Currently new to the position, feeling a bit overwhelmed 

due to lack of technology & workload w/both town and 
state mandates

- Unfortunately, no. Based on the existing and inherent 
culture. THERE IS GREAT SATISFACTION AT SERVING THE 
PUBLIC AND CREATING BRIDGES BETWEEN THE PRIVATE 
SECTOR AND MUNICIPALITY. THERE ARE SOLUTIONS 
BASED ON AN EDUCATIONAL FORUM AND FINDING 
SHARED & RESPECTED GOALS. THIS, IS SATISFYING.

Do you like the Town as your employer?

Do you like the Town as your employer?

3A great deal

7A lot

3A moderate amount

0A little

2Not at all 

20%

47%

20%

0%
13%

A great deal A lot

A moderate amount A little

Not at all

One person noted:  I used to
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My organization has a safe work environment

My organization has a safe work environment 
3Strongly agree
8Agree
2Neutral
0Disagree
0Strongly disagree

23%

62%

15%

0% 0%

Strongly agree Agree Neutral

Disagree Strongly disagree

Do you find your workload reasonable? 

Do you find your workload reasonable? 
1Much too much
1Somewhat too much 
5Slightly too much 
9About the right amount
0Slightly too little
1Somewhat too little
0Much too little 

6%
6%

29%

53%

0%
6%

0%

Much too much Somewhat too much

Slightly too much About the right amount

Slightly too little Somewhat too little

Much too little

One person noted:  much too much at certain times of the year.
Another noted:  Not enough time in the day to complete tasks.  
Too much time spent on maintaining & updating records that 
could easily be maintained w/correct software. 
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How well do the members of your inter-office communicate with each other?

How well do the members of your inter-office 
communicate with each other? 

2Extremely well
5Very well
3Somewhat well
3Slightly well
4Not at all well 

12%

29%

18%

18%

24%

Extremely well Very well Somewhat well

Slightly well Not at all well
One person noted:  Changed for the better.
Another noted:  Depends on which office

How politely do staff treat each other?

18%

24%

47%

6%
6%

Extremely politely Very politely Somewhat politely

Not politely Not at all politely

Now politely do staff treat each other?
3Extremely politely 
4Very politely 
8Somewhat politely 
1Not politely 
1Not at all politely 

Comments: 
- Some are very polite. Some are rude depending on the 

day 
- Politeness does exist. The question remains, is it 

authentic or required? Authenticity arises when no one 
is watching or looking. Actions speak louder than 
words. Politeness is offered because it has to be. When 
it is commanded/required by others, it highly 
speculative that it is genuine
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How likely are you to look for another job 
outside the Town? 

5Extremely likely 
4Very likely 

1Moderately likely 
3Slightly likely 
6Not at all likely 

How likely are you to look for another job outside the Town?

26%

21%

5%

16%

32%

Sales

Extremely likely Very likely Moderately likely

Slightly likely Not at all likely
One person noted:  Actively looking. 

Do you have the materials and equipment you need to do your job well? 

Do you have the materials and equipment you need to do 
your job well? If not, what do you need? 

8Yes
7Generally
3No 44%

39%

17%

Yes Generally No

Comments:
- A counter at the window
- Extra staff and would like to see a computer system that would be up to date for 

the times 
- Need tools to do general maintenance
- Software to maintain Boards & Committees (permanent record); QuickBooks for 

daily receipts (currently being hand-written which could allow for theft) 
Electronic Poll Pads @ Elections.  Central indexing system for vital records, 
election signage, larger vault to allow for binding of vital records (currently over-
capacity), more filling cabinets, desks that function!  Color printer, locking 
cabinets for ballots, more closet space.  New voting equipment (ours is 10 years 
old & was purchased as used!  No more parts available)

- There needs to be more consistency with all associates to work the hours the 
town hall is open.  Are we using the calendar to put our appointments on 
vacations, so people know who is out and when?   Some people do and some do 
not.  The responsibility of some jobs are not compensated well enough.  I feel the 
morale is the lowest it has been, and the turnover is not helping. 
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If you could make one improvement, what would it be? 

Comments: 
- More cross collaboration between offices
- Restore evening hours to benefit working residents
- Having all the proper people involved the first meeting and all the way through to th eend
- Better communication/better system it is often difficult to get building maintenance completed in a timely manner –

things are forgotten – accountability – handrail at the Hathaway Library has been broken for over a year now and still 
isn’t fixed.  

- To be listened to when there is an issue 
- There are many improvements that are needed but the main concern for this office is the EXTREME lack of space & 

weight capacity limits.  Confidential records, historical records & election ballots are & have been improperly stored due 
to lack of space.  Some of these records have to be stored according to state regulations & there can be no additional 
weight added to this building.  The Administration needs to make a plan for Town Hall.  (Long Range Plan) Can our office 
go into the schoolhouse?  Have enough room on top floor for vaults, office space & meeting space for vital records that 
are private?

- In my experience it would not hurt to cheer up the surroundings paint bathrooms, offices, clean carpets etc.
- Have control of the budget that pertains to my department.  Put over head door controller on a remote control 
- Morale
- Involved leaders 
- Define the municipal culture. Create goals and objectives for the municipal culture. Create teams for people to work 

collaboratively. Set examples. Create opportunities for staff to participate. 

How likely would you recommend the Town as a place to work to a friend or colleague? 

How likely would you 
recommend the Town as a 
place to work to a friend or 

colleague? (1-poor, 10 -
great)

31
12
03
14
35
16
27
38
19
210

18%

6%
0%

6%

18%

6%

12%

18%

6%

12%

Sales

1 2 3 4 5 6 7 8 9 10
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Jessica Porter

Subject: Employee Satisfaction Survey - Samples?

We’ve used Culture Amp in the past. I’m not sure I’d go with them again, but I do think it offered better 
confidentiality than SurveyMonkey. That said, it’s been a few years since I last used SurveyMonkey, so maybe it’s 
improved. 
 
We asked the following questions:   
 
The information I need to do my job effectively is readily available 
The services the Town of Lunenburg provides are as good as, or better than, our surrounding communities 
I believe action will take place as a result of this survey 
My manager genuinely cares about my wellbeing 
I have confidence in the leaders in the Town of Lunenburg 
I receive appropriate recognition when I do good 
work 
Other departments in the Town of Lunenburg collaborate well with mydepartment to get the job 
done 
I have access to the things I need to do my job well 
Most people here make a good effort to consult other staff where appropriate 
My job performance is evaluated fairly 
Town of Lunenburg effectively directs resources (funding, people and effort) towards community needs 
I would recommend Town of Lunenburg as a great place to work 
Generally, I believe my workload is reasonable for my role 
The leaders in the Town of Lunenburg keep people informed about what is happening 
My manager gives me useful feedback on how well I am performing 
The leaders in the Town of Lunenburg demonstrate that people are important to the town's success 
My manager keeps me informed about what is happening in the Town of Lunenburg 
In the Town of Lunenburg there is open and honest two-way communication 
Generally, the right people are rewarded and recognized in the Town of 
Lunenburg 
Employees are provided enough autonomy to perform their jobs 
effectively 
I am able to arrange time out from work when I need 
to 
Town of Lunenburg motivates me to go beyond what I would in a similar role 
elsewhere 
The leaders in the Town of Lunenburg have communicated a vision that motivates me 
My manager is a great role model for employees 
My physical workspace is enjoyable to work in 
I am proud to work for Town of 
Lunenburg 
When it is clear that someone is not delivering in their role management does something about it 
Workloads for similar positions are divided fairly among people where I work 
My manager has a good understanding of my position 
I feel I am part of a team 
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Most of the town systems and processes support employees in getting their work done 
effectively 
I rarely think about looking for a job at another company/municipality 
I have access to the learning and development I need to do my job well 
I know how my work contributes to the goals of Town of 
Lunenburg 
My manager is knowledgeable in their role 
I see myself still working at Town of Lunenburg in two years' 
time 
Day-to-day decisions demonstrate that quality and improvement are top priorities 
I am appropriately involved in decisions that affect my work 
Employees are acknowledged and appreciated for outstanding work 
My manager assists me when needed 
I believe there are good career opportunities for me in the Town of 
Lunenburg 
I know what I need to do to be successful in my role 
My manager appreciates my work 
My manager (or someone in management) has shown a genuine interest in my career goals 
Town of Lunenburg really allows employees to make a positive difference 
The Town of Lunenburg is a great workplace for me to make a contribution towards my professional development 
I believe my total compensation (base salary+longevity+benefits) is fair, relative to similar roles in other municipalities 
 
 
Best, 
 
Julie Belliveau  
Town of Lunenburg  
Assistant Town Manager/HR Director  
978-582-4130 x150  
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