
 

 
SELECTMEN’S MEETING 

TENTATIVE AGENDA 

Town Hall – Juliani Room 

6:30 P.M. Monday, December 17, 2018  

 

1. 6:30 Call to Order – Open Session 

2. 6:32 Citizen Speak 

3. 6:35 Approve Common Victualler Application – Rice Burg 

4. 6:45 Meeting with the HR Board 

 Discuss Amendment to the General Bylaws – Personnel 

Policies 

 Discuss Classification & Compensation Plan 

5. 7:15 Joint Meeting with the School Committee: 

 Discuss SPED Stabilization Fund 

 Update on SBC Criteria for the shortlist of Hunnewell 

Options 

6. 8:00 Discuss Status of Projects at Delanson Circle & 148 Weston Road 

7. 8:40 Discuss FY20 operating & Capital Budgets    

8. 9:20 Execute 2019 Town Election Warrant 

9. 9:25 Executive Director’s Report  

 Approval of Gift – Recreation  

 Appointment of Special Police Officer 

 Approve Extension of Hours & Holiday Sales of 

Beer/Wine 

10. 9:35 New Business and Correspondence  

 

Please see the Board of Selectmen’s Public Comment Policy 

 

Next Meeting Dates:   Thursday, December 20, 2018 5:30pm – Great Hall; Joint SBC meeting 

 Tuesday, January 8, 2019 7:00 pm – Juliani Room 

 Monday, January 14, 2019 7:00 pm – Juliani Room  
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Board of Selectmen Calendar – FY19  

Date Selectmen Meeting Items Other Meeting Items 

12/20 

Thursday 
Joint Meeting with School Committee & SBC – 5:30pm 

Great Hall 

SMMA & Team’s presentation on options for Hunnewell 

 

 

12/24 

Monday 
No Meeting  

12/25 

Tuesday 
TOWN HALL CLOSED – Christmas Day 

 

 

12/28 

Friday 
Close ATM Warrant  

12/31 

Monday 
No Meeting  

1/1 

Tuesday 
TOWN HALL CLOSED – New Year’s Day  

1/7 

Monday 
No Meeting – Wellesley Club  

1/8 

Tuesday 
Meeting 

Discussion: Options for Hunnewell 
Proclamation for Girl Scout Troop (w NRC) – Jan = bring your 

own bag month 
Approve Fiorella’s CV application  

Approve transfer of stock –  7:30 POSTED IN TOWNSMAN  

Appoint Firefighters? 

Approve Minutes 

 

 

1/11 

Friday 
Mid-year retreat?  

1/14 

Monday 
Review ATM Warrant 

Diversity Program w/WOW 
 

 

1/21 

Monday 
MLK – Town Hall Closed  

1/22 

Tuesday 

Review Town Hall Interior Feasibility Study Report 

Execute ATM Warrant 

 

 

1/28 

Monday 
  

2/4 

Monday 
  

2/11 

Monday 
No Meeting  

2/18 

Monday 
President’s Day – Town Hall Closed  

2/19 

Tuesday 
  

2/25 

Monday 
  

3/4 Wellesley Club  
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Date Selectmen Meeting Items Other Meeting Items 

Monday 

3/5 

Tuesday 
  

3/11 

Monday 
  

3/18 

Monday 
  

3/25 

Monday 
Start of ATM  

3/26 

Tuesday 
ATM  

4/1 

Monday 
ATM  

4/2 

Tuesday 
ATM 

 

 

4/8 

Monday 
ATM  

4/9 

Tuesday 
ATM  

 

4/15 

Monday 
NO ATM – School Vacation  

 

4/16 

Tuesday 
NO ATM – School Vacation  

 

4/22 

Monday 
ATM – if necessary  

4/23 

Tuesday 
ATM – if necessary  

4/29 

Monday 
ATM – if necessary  

4/30 

Tuesday 
ATM – if necessary  

 

Notes 

Quarterly updates 

 Traffic Committee (Deputy Chief Pilecki) 

 Facilities Maintenance (Joe McDonough) 

 Wellesley Club Dates 10/1/18, 11/5/18, 1/7/19, 3/4/19   



DECEMBER 17, 2018 MOTIONS 
 

 
3. MOVE that the Board award a Common Victualler License to Jessica Shen 

to operate a restaurant called Rice Burg at 550 Washington Street until 
December 31, 2019. 

 

5. Move to convene a Joint meeting with the School Committee.  
 

Move to elect Jack Morgan as chair of the joint meeting.  
 

Move to elect Matt Kelly as secretary of the joint meeting.   
 

Move to dissolve the joint meeting of the Board of Selectmen and School 
Committee 

 
8. MOVE that the Board execute the warrant for the annual town election to be 

held on March 5, 2019. 
 
9. MOVE that the Board accept a gift from the Cottage Restaurant of $1,200 

for the 2019 summertime concert series. 
 
9. MOVE that the Board accept a gift from Century Bank of $1,950 for the 

purchase of lights and accessories in order to light trees in front of 258 
Washington Street beginning in 2019. 

 
 
9. MOVE that James Amalfi be appointed as a special police officer for the 

Town of Wellesley. 

 
9. Move to approve the extension of liquor service until 1:00 am on New 

Year’s Eve 2018 for the restaurants listed in the Board’s agenda packet for 
December 17, 2019. 

 
Move to approve the extension of the retail sale of beer and wine for Fells 
Market at 326 Weston Road from 10:00 am to 8:00 pm on Sunday 
December 23rd, and Sunday, December 30, 2018. 

 





 

 
 
 
 
 
Our meeting will begin on Monday at 6:30 in the Juliani Room.       
 
 
 
 
1. Call to Order – Open Session 

 
 Announcements 
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MEMORANDUM 
 
DATE:  December 14, 2018 
 
TO:  Board of Selectmen 
 
FROM:  Blythe C. Robinson, Executive Director 
 
SUBJECT: Weekly Report 
 
 
 
Below are various activities of our office and various departments that I would like to bring to your 
attention.    
 

 We have found runners for the two charities that were awarded bibs but did not have 
people to run for them.  Thanks to Stephanie for knowing who to reach out to and find 
two Wellesley residents excited to support Stray Pets of Massachusetts and the Friends 
of the COA.  

 The ZBA is set to have a meeting on Tuesday the 18th including an executive session to 
take up the resolution of 16 Mountview.   

 The agenda for the meeting at Wellesley College is included in your FNM.  Besides the 
agenda there is also a handout regarding the fire truck which shows a picture of what 
we propose to buy, and on the back is a list comparing the features of the old and new 
truck.  The truck is estimated to cost $735,000 (that includes a trade in of the old one).  
In 2012 Wellesley College contributed $150,000 and Babson $100,000.  I’d suggest that 
we’re requesting at least this much again.   

 Our complete streets policy has been approved by the State DOT.  We scored an 83 (out 
of 100) on the policy, however we get four bonus points for also being a community 
compact participant.  According to Dave Hickey, this score is similar to what other 
towns around us have received.  The next step in this process is for us to make a request 
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for Tier 2 grant funds in order to develop our prioritization of projects.  Once that is 
done, we are eligible to apply for a grant to begin implementation of the program.   

 Stephanie and Brian held a meeting this week with stakeholders across town 
departments to discuss the status of the website, and begin a process of meeting 
regularly to work on issues, changes, etc.  Their next step is to review metrics of how 
the site is being used in order to inform what changes might make it more relevant to 
what people are using it for.   

 
 
 
 



2. Citizen Speak 
 

    





3. Approve Common Victualler Application – Rice Burg  
 

Jessica Shen, the proprietor of a new restaurant called Rice Burg will be at the meeting on 
Monday night seeking board approval for her business.  She will be taking over the space 
that was Yogurtology on Washington Street.  As you will see from the application she has 
received all of the other required sign offs, there is no change of use, and she has provisions 
for trash removal.  Evidently this is her first restaurant, building on the success she has had 
operating a food truck with this theme.   

.   

 

 

 
 
 
 
 
 
MOVE that the Board award a Common Victualler License to Jessica Shen to 
operate a restaurant called Rice Burg at 550 Washington Street until December 
31, 2019. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 









4. Meeting with the HR Board 
a. Discuss Amendment to the General Bylaws – Personnel Policies 
b. Discuss Classification & Compensation Plan  

 
The members of the Human Resources Board will be attending the meeting to discuss two 
topics with the Board.  The first is the HR Board’s recommendation that Article 30.10 of the 
General Bylaws be amended to allow the HR Board to approve personnel policies for all 
applicable employees rather than the current language that requires that they are approved by 
Town Meeting.  As you may recall, this was a recommendation by the Town Government 
Study Committee that did not go forward at that time.  Included in your packet is a portion of 
the HR Board’s recent agenda package on this topic. 

 
The second item for discussion is a follow up to the joint meeting last month regarding the 
Town’s classification and compensation system.  The portion of the HR packet on this topic 
is also included in your packet, in which the HR Director has made several 
recommendations.  Ellen Gibbs was at the most recent HR Board meeting and learned that 
the Board believes that based on the recent salary data, the HAY system is working and a full 
study is unnecessary at this time.  She indicated that they recognize the need to take a closer 
look at certain positions and have them classified correctly, assure greater consistency of job 
descriptions & classification across the organization, improve the efficiency and 
transparency of the reclassification process and provide more training and assistance for the 
departments.   

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NO MOTION 
 
 
 
 
 
 
 
 
 









30.10 Personnel Policies. The Human Resources Director shall recommend to and the Board Personnel 
Policies to be applicable to all boards, officers and employees of the Town except employees of the 
School Committee and Municipal Light Board. may approve, following a public hearing with not less than 
twenty one days’ notice to all Town Boards and Committees to whom the amendment applies, 
Personnel Policies applicable to all boards, officers and employees of the Town except employees of the 
School Committee and Municipal Light Board. Any proposed changes to personnel policies shall be 
posted on the Town website, placed on file with the Town Clerk, and a copy provided to all chairpersons 
of Town Boards and Committees to whom the amendment applies, not less than twenty- one days’ prior 
to a vote of the Board. The Board shall hold a public hearing on the proposed policies before voting 
whether to approve, amend and approve, or reject the Director’s recommendations. No policy shall be 
effective without a vote of approval by the Board. The Director shall administer procedures and policies 
for all Town employees. 
 





5. Joint Meeting with the School Committee: 
a. Discuss SPED Stabilization Fund 
b. Update on SBC Criteria for the shortlist of Hunnewell Options  

 
This item is on the agenda so that the Boards can have a joint discussion about how to best 
prepare for funding special education costs that the Town will incur in the coming years.   
 
 
Following up on the SBC meeting on December 13th, members of the Committee will be 
updating both boards on the criteria being utilized to shortlist the options to replace the 
Hunnewell School.   
 
 
 
 
 

Move to convene a Joint meeting with the School Committee.  
 
Move to elect Jack Morgan as chair of the joint meeting.  
 
Move to elect Matt Kelly as secretary of the joint meeting.   
 
Move to dissolve the joint meeting of the Board of Selectmen and School 
Committee. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 





6. Discuss Status of Projects at Delanson Circle & 148 Weston Road 

 

Developer Victor Sheen and his architect are planning to attend the meeting on Monday and 
will be prepared to make a presentation on both alternatives for Delanson and 148 Weston 
Road. At present, the alternative for Delanson would consist of 35 units, plus an obligation 
for 7 affordable units off-site (4 of these would likely be in the recently acquired duplexes 
adjacent on Hollis Street; the remaining 3 would likely be provided by payment or 
acquisition of suitable property).  As for 148 Weston Road, the project has not changed from 
the 18-unit version presented several weeks ago; although Victor and Michael Zehner have 
discussed an affordability requirement for this project, with a 2-unit off-site requirement 
resulting in the project count increasing to 22 and another floor being added to the building.  
I understand that this outcome is not preferred. 
 
Concurrently, discussions have been on-going between Mr. Sheen and the College Heights 
neighborhood about the projects and whether or not there is support for these changes such 
that if they were to come before annual town meeting to affect a zoning change, there would 
be a favorable recommendation.  

 
We anticipate that the Planning Board will recess its meeting to attend the Selectmen’s 
meeting when this is discussed.  

 

 

 

 
 
 
 
 
 
NO MOTION  
 

 

 

 

 

 

 

 





7. Discuss FY20 operating & Capital Budgets  
 
Your packet includes a number of items related to the FY20 budget.  Those are: 
 

 Overview of the Selectmen’s FY20 budgets and all replacement pages.  Jill Sheehan 
has also enclosed a sheet that explains all of the revisions.  At this point the increase 
for all budgets under the BOS is 4.97%. 

 The Executive Director’s budget has increased significantly from the last version due 
to the addition of funding for an Economic Development Director for 10 months of 
the year, and expanding funding for the Licensing, Records and Project Manager to 
12 months of the year.  Marjorie, Ellen and I met with the HR Chair and Director last 
week about the job descriptions already proposed.  The suggestion of the Economic 
Development Director came out of that conversation, after which I was asked to 
develop a job description, and include this position as well in the budget.  When 
benefits for this position and desk/computer/phone/chair are added the overall 
increase is 40.73%.  Included in your packet are all three job descriptions so that the 
Board can review them on Monday and discuss whether or not to fund them in the 
budget next year. 

 Health insurance – Sheryl has provided a detailed overview of health insurance for 
discussion on Monday.  What wasn’t communicated clearly when this was reviewed 
on December 4th, was that this budget represents only the Town’s share of insurance 
costs.  Accounted for separately are all of the employee contributions to the coverages 
that they have.  This topic is especially complicated because the plan lineup changed 
significantly from FY18 to FY19 due to the new contract, and it is difficult to project 
what elections of coverage employees will want to make in any given year.  She will 
be prepared to walk you through the detail. 

 Finally, now that we have all budgets in, we are able to give you a first look at the 
total picture for FY20.  We are out of balance by $659,099.  The budgets with the 
most impact to this outcome are the schools at a 3.75% increase, and all “Town-side” 
budgets at 3.08%.  The largest impact to the “Town-side” budgets are Executive 
Director as previously mentioned, and the insurance budget.  Capital has been 
adjusted further with new information at the last week, and the combination of cash 
and financed debt inside the levy is at 6.57% of revenues, or stated another way, at 
about the mid-point of the debt policy. 
 
 
 
 
 
 

NO MOTION 
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TOWN OF WELLESLEY 

 

Position Description 

 

TITLE:  Assistant Executive Director (62)  DATE:  12/12/2018 

 

DEPARTMENT: General Government Services  APPROVED:  // 

  

DIVISION:  Selectmen     HUMAN RESOURCES:   

         /S. Szczebak/ 

 

______________________________________________________________________________ 
 

ACCOUNTABILITY OBJECTIVES  
 

The Assistant Executive Director provides management and administrative support to the 

Executive Director of General Government Services and to the Board of Selectmen (BOS), and 

manages the Selectmen’s Office.  He or she is responsible for oversight of the Town’s economic 

development functions including attracting increased capital investments; expanding and 

diversifying employment opportunities; and establishing, strengthening and maintaining 

public/private partnerships with educational institutions, commercial and retail interests, for 

positive long-term economic change in the Town.  The incumbent may act as Director in the 

Executive Director’s absence. 

 

NATURE OF POSITION 
 

The Board of Selectmen is the chief executive board of the Town and oversees the Town’s public 

safety, finance and treasury, facilities, building department and information technology operations.  

The BOS sets policies for the Town and serves as the Fire Engineers for the Town.  The Office of 

General Government Services is responsible for carrying out the directions and policies of the BOS 

and those they appoint and oversees all financial activities of the Town. 

 

Reporting to the Executive Director, the Assistant Executive Director’s primary responsibilities 

are to ensure that the BOS’ departments are operating effectively and efficiently, to provide 

management support to departments under the Board’s jurisdiction. .  The incumbent (directly or 

through her/his staff) serves as the principal staff on Town-wide initiatives and projects, including 

the Unified Plan.  He or she oversees the Town’s economic development functions.   

 

The Assistant Executive Director is the Department’s assigned representative to the Town’s 

Traffic Committee.  He or she provides analysis on projects that may impact Town-wide traffic 

and services.  The Assistant Executive Director coordinates on behalf of the Selectmen’s Office 

the study and implementation of any projects that will impact commercial and retail districts, 

educational institutions, or neighborhoods of the Town.   

 

The incumbent interacts frequently with the general public, both face-to-face and over the 

telephone, and with Town boards and senior personnel from other departments.  He/she meets 
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regularly with outside organizations and works with minimal supervision.  The Assistant Executive 

Director directly supervises the Economic Development Director, Licensing, Records & Project 

Manager, Communications & Projects Manager, Veteran’s Service Officer, and the Sealer of 

Weights and Measures.   

 

DIMENSIONS 

 

The combined FY 19 operating budgets for the departments under the jurisdiction of the Board of 

Selectmen is $63 million. 

 

PRINCIPAL ACTIVITIES TO ATTAIN ACCOUNTABILITY OBJECTIVES 

 

1. Manages the day-to-day operations of the Selectmen’s Office.  Responsible for the 

productivity and efficiency of the BOS’ office. 

 

2. Supervises the Economic Development Director and oversees the development of short 

and long-term economic development strategy of the Town..   

 

3. Represents the Selectmen’s Office as the principal staff person on Town-wide initiatives 

and projects (e.g., Wellesley Office Park, renovation/replacement of 

Hardy/Hunnewell/Upham elementary schools).  Manages BOS input into the Project of 

Significant Impact (PSI) process.  As assigned, serves as a voting member of committees 

formed to advance such initiatives. 
 

4. Responsible for management and implementation of the Unified Plan.  Interacts with 

boards and departments to facilitate the development of plan goals and action plans. 
 

5. Ensures the effectiveness of the BOS’ departments’ delivery of services to other Town 

departments, boards, commissions, citizens, and the general public.  Makes and/or 

implements recommendations of methods designed to improve the efficiency and 

effectiveness of service delivery.   

 

6. Represents the Selectmen’s Office on all roadway and traffic-related matters, including 

participation on the Town-wide Traffic Committee.  Provides analysis and support to the 

Executive Director and Selectmen on projects that that may impact Town-wide traffic and 

services.  Coordinates on behalf of the Selectmen’s Office the study and implementation 

of any projects that will impact commercial and retail districts or neighborhoods of the 

Town.  Manages the BOS’ portion of municipal systems impact analysis performed with 

respect to Projects of Significant Impact, and serves as liaison with the Department of 

Public Works as it relates to plans for the maintenance of the Town’s roads. 

 

7.   Manages the eligibility progress on MGL Ch. 40B housing applications for the BOS, 

working with Town Counsel, the Planning Director, ZBA and other individuals or entities.  

Provides zoning, site eligibility, project process and other explanatory materials and 

background to the BOS. 
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8.  Supports the Selectmen by providing research and supporting materials for their meetings; 

oversees the preparation of the weekly informational packages distributed to the 

Selectmen; responds to questions and assists the Selectmen in their daily work; and 

communicates directly with the general public. 

 

9.      As assigned, investigates citizen complaints and requests for service.  Interacts with the 

public, ensuring that all inquiries and problems are addressed in a timely and professional 

manner.   
 

10.     Assists the Executive Director and the Human Resources Director with preparations for 

collective bargaining negotiations. As assigned, solicits the BOS’ support for contract 

proposals and participates in negotiation sessions as a member of the management team. 
 

11.      Oversees preparations for Town Meetings including posting of required notices, drafting of 

warrant articles and motion language, and coordinates with Town Counsel, Town 

Moderator and other Town boards and departments. 
 

12.        As assigned, prepares Requests for Proposal for services under the jurisdiction of the BOS.  

As provided in M.G.L. Chapter 30B, section 19, may be designated by the Executive 

Director as the Town’s Chief Procurement Officer.  Ensures that all contract documents 

for goods and services executed by the Town are complete and in compliance with 

applicable state and local regulations. 

 

13.    Supervises the Economic Development Director, Licensing, Records & Project Manager, 

Communications & Projects Manager, Veterans Service Officer, and the Sealer of Weights 

and Measures.  Monitors and evaluates their performance and provides direction and 

feedback as appropriate. 

 

14.      Researches and completes assigned special projects accurately and on time. 

 

15.      Performs other related duties as assigned. 

 

MINIMUM QUALIFICATIONS: 
 

 Master’s Degree in Public Administration, Management, Political Science, Planning or 

other related field. 

 

 Seven to ten years of progressively responsible experience in municipal government to 

include three years of supervisory experience. 

 

 Demonstrated knowledge of general municipal government operations. 

 

 Demonstrated ability to influence and gain the confidence of board members and 

department heads. 

 

 Proficiency in word processing, spreadsheets, databases and presentation software. 
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 Excellent written and oral communication skills. 

 

 

ESSENTIAL JOB FUNCTIONS 

 

TOOLS AND EQUIPMENT USED 

 

Personal computer, including word processing, spreadsheet, database, and presentation software; 

printers; photocopying and fax machines; and telephone. 

 

PHYSICAL DEMANDS 

 

While performing the duties of this job, the incumbent is frequently required to walk, sit, talk, and 

hear.  The incumbent is occasionally required to finger, handle, feel, or operate objects, tools, or 

controls; and reach with hands and arms.  The incumbent is occasionally required to climb or 

balance; stoop, kneel, crouch, or crawl. 

 

The incumbent must occasionally lift and/or move up to 25 pounds.  Specific vision abilities 

required by this job include close vision, distance vision, color vision, peripheral vision, depth 

perception, and the ability to adjust focus. 

 

WORK ENVIRONMENT 

 

The noise level in the work environment is usually quiet to moderate. 

 

EVENING MEETING EXPECTATIONS 

 

Attendance at regular BOS meetings and selected project-related meetings on weekday evenings 

is expected, as is attendance at the BOS meetings prior to all Town Meetings and the Town 

Meetings themselves. 
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TOWN OF WELLESLEY 

 

Position Description 

 

TITLE:  Economic Development Director (TBD)  DATE:  12/12/2018 

 

DEPARTMENT: General Government Services  APPROVED:  // 

  

DIVISION:  Selectmen     HUMAN RESOURCES:   

         /S. Szczebak/ 

 

______________________________________________________________________________ 
 

ACCOUNTABILITY OBJECTIVES  
 

The Economic Development Director plans, organizes and implements economic development 

functions from conception to completion, including business retention, business attraction and 

incentive programs, research and planning and organizational capacity and facility development; 

performs a variety of responsible administrative, professional and technical tasks. The incumbent 

implements economic development goals and objectives for the Town, interfaces and coordinates 

with the development community, local businesses and various Town departments and staff.  He 

or she is also responsible for expanding and diversifying employment opportunities; and 

establishing, strengthening and maintaining public/private partnerships with educational 

institutions, commercial and retail interests, for positive long-term economic change in the 

Town.   

 

NATURE OF POSITION 
 

The Board of Selectmen is the chief executive board of the Town and oversees the Town’s public 

safety, finance and treasury, facilities, building department and information technology operations.  

The BOS sets policies for the Town.  The Office of General Government Services is responsible 

for carrying out the directions and policies of the BOS and those they appoint and oversees all 

financial activities of the Town. 

 

Reporting to the Assistant Executive Director, the Economic Development Director’s primary 

responsibilities are to assume management responsibilities for all services and activities of 

economic development including attracting increased capital investments and expanding and 

diversifying employment opportunities; establishes and maintains a private/public partnership for 

positive long-term economic change.  He or she plans, organizes and implements economic 

development functions from conception to completion including business attraction, business 

retention, and incentive programs.  Attendance at night meetings is required. 

 

   

DIMENSIONS 
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The combined FY 19 operating budgets for the departments under the jurisdiction of the Board of 

Selectmen is $63 million. 

 

PRINCIPAL ACTIVITIES TO ATTAIN ACCOUNTABILITY OBJECTIVES 

 

1. Development of short and long term economic and community development plans, as 

well as the gathering of information and preparation of studies, reports and 

recommendations to achieve such goals.  

2. Analyzes existing economic situations relative to business attraction and expansion; 

review modern techniques for business attraction and retention and negotiates and 

resolves sensitive and controversial issues; monitors program performance and 

provides reports to the Executive Director and Board of Selectmen.  

3. Becomes familiar with the existing inventory of available building and businesses in 

the Town. This will include both public and private building and land areas.  

4. Monitors and evaluates the effectiveness of various economic development programs 

and efforts.  

5. Manages the development and implementation of economic change through retention, 

expansion, attraction of commerce and light industry and the creation of incentive 

zone/programs.  

6. Keeps abreast of legislative developments which may impact economic development 

programs, policies and/or procedures and implements approved follow-up action  

7. As appropriate, develop infrastructure (industrial parks, shell buildings, utilities, 

transportation, etc.) to support business growth and expansion.  

8. Represents the Town at appropriate civic, cultural, charitable, business and 

community activities as well as serves on boards, commissions, committees and 

organizations related to the areas that are critical to the Town’s goals and interest.  

9. Prepares and presents annual budget for approval.  

10. Maintains a liaison with various local, state and federal agencies, coordinating 

projects with agencies as deemed necessary and appropriate.  

11. Provides information and make presentations to boards, commissions, civic groups, 

businesses, individuals, and the public on economic development issues, programs, 

services and plans.  

12. Oversees the administration of the Town’s tax credit programs if applicable.  
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13. Identifies workforce skill needs of the business community and coordinates action 

with educational and training institutions to develop and provide the appropriate 

training and educational programs.  

14. Convenes and facilitates Town Development Review Team (TDRT) meetings 

involving BOS projects, including representatives from the BOS and other Town 

boards and departments, Town Counsel and developers.  Facilitates interdepartmental 

meetings and coordinates interdepartmental efforts, and identifies/pursues 

opportunities to improve the effectiveness and efficiency of the Town’s consolidated 

operations. 

15. Researches and completes assigned special projects accurately and on time. 

16. Performs other related duties as assigned. 

 

MINIMUM QUALIFICATIONS: 
 

 Bachelor’s Degree in a related economic development or business field and five years’ 

substantial experience in planning, economic and/or community development, business 

or related field OR equivalent combination of experience and training which provides the 

required knowledge, skills and abilities.  

 Experience managing projects and people in a nonprofit, public agency or private 

company.  

 Direct experience developing close working relationships with governmental groups at 

the local, state and federal level, and constituents/stakeholders which might include 

elected officials, board of directors, employees and other business and community 

support organizations.  

 Demonstrated knowledge of general municipal government operations. 

 

 Demonstrated ability to influence and gain the confidence of board members and 

department heads. 

 

 Proficiency in word processing, spreadsheets, databases and presentation software. 

 

 Excellent written and oral communication skills. 

 

 

ESSENTIAL JOB FUNCTIONS 

 

TOOLS AND EQUIPMENT USED 

 

Personal computer, including word processing, spreadsheet, database, and presentation software; 

printers; photocopying and fax machines; and telephone. 

 

PHYSICAL DEMANDS 

 

While performing the duties of this job, the incumbent is frequently required to walk, sit, talk, and 

hear.  The incumbent is occasionally required to finger, handle, feel, or operate objects, tools, or 
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controls; and reach with hands and arms.  The incumbent is occasionally required to climb or 

balance; stoop, kneel, crouch, or crawl. 

 

The incumbent must occasionally lift and/or move up to 25 pounds.  Specific vision abilities 

required by this job include close vision, distance vision, color vision, peripheral vision, depth 

perception, and the ability to adjust focus. 

 

WORK ENVIRONMENT 

 

The noise level in the work environment is usually quiet to moderate. 

 

 



TOWN OF WELLESLEY 

 

Position Description 

 

TITLE:  Licensing, Records & Project Manager (57) DATE: 11/30/2018 

  

 

DEPARTMENT: General Government Services  APPROVED:  // 

  

DIVISION:  Selectmen     HUMAN RESOURCES:  // 

 

 

 

ACCOUNTABILITY OBJECTIVES  
 

Under the guidance of the Assistant Executive Director of General Government Services, the 

Licensing, Records & Project Manager manages the licensing and leasing functions for the 

Selectmen’s office, serves as one of the Town’s Record Access officers, writes and administers 

grants flowing through the Selectmen’s Office and other projects as assigned. The incumbent also 

provides additional management and administrative support to the day-to-day operation of the 

Selectmen’s Office within the Office of General Government Services. The incumbent acts as 

Assistant Executive Director in his/her absence.  

 

 

NATURE OF POSITION 
 

The Office of General Government Services is responsible for carrying out the directions and 

policies of the Board of Selectmen and those they appoint, and all financial activities of the Town.  

The Board of Selectmen oversees the Town’s public safety, financial, facilities management, 

information technology and building departments. 

 

The Licensing, Records & Project Manager has principal responsibility for the management of a 

variety of required functions of the Board of Selectmen including licensing, public records, leasing 

of public lands and support of Town Boards under the jurisdiction of the Selectmen. The Licensing, 

Records & Project Manager is also responsible for special projects and coordinating activities on 

various one-time type projects. 

 

The incumbent supports the Assistant Executive Director of General Government Services in 

managing the day-to-day operations of the Selectmen’s Office.  The incumbent is also responsible 

for insuring that the for coordinating the preparation of Town Meeting materials, including the 

Town Meeting Warrant; and otherwise supporting the BOS as requested.  The Licensing, Records 

& Project Manager supports the Assistant Executive Director in the implementation of Town goals 

and objectives expressed in the Unified Plan.  The Licensing, Records & Project Manager is also 

responsible for special projects and coordinating activities on various one-time type projects. 

 

The Licensing, Records & Project Manager works with limited supervision.   



 

Requires attendance at frequent evening meetings. 

 

DIMENSIONS 

 

The combined FY 19 operating budgets for the departments under the jurisdiction of the Board of 

Selectmen is $63 million. 

 

 

PRINCIPAL ACTIVITIES TO ATTAIN ACCOUNTABILITY OBJECTIVES 

 

1. Manages all BOS licensing activities including but not limited to Common Victualler, 

alcohol, take-out food, mobile food vendors and entertainment.   

 

2. Serves as a Town’s Records Access Officer (RAO).  Ensures that the contact information 

for the Town’s other RAOs and the “commonly available” public records is available on 

the web site; coordinates the Town’s response to requests for access to public records, 

ensuring that requests are forwarded to the appropriate RAO and that the response is 

provided within the legal time limit; assists individuals seeking public records in 

identifying the records requested; assists the custodian of the records in preserving public 

records; and prepares guidelines that enable requestors to make informed requests. 
 

3. Oversees administration of the Cochituate Aqueduct leases and other license and 

development agreements executed by the BOS. 
 

4. Supports the Assistant Executive Director’s management of the Unified Plan on behalf 

of the Board of Selectmen.  Assists Boards and departments in furthering plan goals, 

implementing action plans and reporting progress. 

 

5. Researches, analyzes and writes grant applications for submission on behalf of the 

Selectmen’s Office, with the review and approval of the Assistant Executive Director 

and the BOS.   

 

6. Assists the Assistant Executive Director of General Government Services in the day-to-

day management of the Selectmen’s Office.  This includes assisting with Board of 

Selectmen’s Office staff by serving as an information resource, assigning work and 

monitoring progress, and providing coaching as needed; assisting in the creation of 

material for the weekly informational packages; identifying issues concerning the 

coordination of interdepartmental efforts and in developing methods designed to enhance 

the ability of departments to coordinate efforts with one another, communicating directly 

with the general public; and administration of selected contracts.   
 

7. Provides administrative support for various boards appointed by the Board of Selectmen 

without their own staff, including but not limited to the Historical Commission and Youth 

Commission, to perform special projects as assigned. 
 

 



8. Coordinates, with Town Counsel, the preparation of Town Meeting materials, ensuring 

that all Articles and necessary legal documents are properly completed by mandated 

deadlines.  Coordinates preparation of Town Meeting Warrant to ensure it includes the 

appropriate legal language.  Prepares presentations for the Executive Director and 

Selectmen. Serves as a member of the Town Meeting Management Team assisting with 

the compilation, coordination, and distribution of all article materials and information.  

Attends all sessions of Town Meeting to runs presentation technology.  Attends relevant 

public hearings. 

 

9. Under the direction of the Assistant Executive Director, Finance Director or the 

Executive Director, prepares materials for inclusion in the Town-wide Financial Plan and 

Five-year Capital Budget Program for the Annual Town Meeting.  Prepares BOS and 

Town Meeting presentations. 

 

10. Receives, organizes and creates orderly computer presentations for Town Meeting; 

provides Town Meeting Members with updated Motions and other information; 

coordinates with facility AV staff on logistics; and operates computer projection of Town 

Meeting presentations. 
 

11. Reviews the General Government Services office’s record keeping procedures and 

recommends to the Assistant Executive Director methods to improve their efficiency. 
 

12. Assists in the collective bargaining process by collection and analysis of wage and benefit 

data from comparable communities and calculates the cost of proposals made by unions.  
 

13. Oversees compliance with the Massachusetts Open Meeting Law for the BOS and BOS-

appointed boards 
 

14. Reviews the General Government Services office’s record keeping procedures and 

recommends to the Assistant Executive Director methods to improve their efficiency. 
 

15. Assists in the collective bargaining process by collection and analysis of wage and benefit 

data from comparable communities and calculates the cost of proposals made by unions. 
 

16. Ensures that all board and staff appointments under the jurisdiction of the BOS are made 

on a timely basis. 
 

17. Performs other related duties as assigned.   

 

 

MINIMUM QUALIFICATIONS: 
 

 Bachelor’s Degree in Management, Political Science or another related field. 

 

 Three to five years’ experience in municipal government. 

 

 Demonstrated knowledge of general municipal government operations.  



 

 Demonstrated computer skills in Microsoft Word, Excel, PowerPoint (?).  

 

 Demonstrated written and oral communication skills. 

 

 Demonstrated ability to communicate effectively orally and in writing. 

 

 Ability to plan, organize and coordinate projects. 

 
 

ESSENTIAL JOB FUNCTIONS 

 

TOOLS AND EQUIPMENT USED 

 

Personal computer, including word processing, spreadsheet, database, presentation and GIS 

software; photocopying and fax machines; telephone system; and other technology-based systems. 

 

PHYSICAL DEMANDS 

 

While performing the duties of this job, the incumbent is frequently required to walk, sit, talk, and 

hear.  The incumbent is occasionally required to finger, handle, feel, or operate objects, tools, or 

controls; and reach with hands and arms.  The incumbent is occasionally required to climb or 

balance; stoop, kneel, crouch, or crawl. 

 

The incumbent must occasionally lift and/or move up to 50 pounds.  Specific vision abilities 

required by this job include close vision, distance vision, color vision, peripheral vision, depth 

perception, and the ability to adjust focus. 

 

WORK ENVIRONMENT 

 

While performing the duties of this job, the incumbent will primarily be working in an office 

environment. 

 

The noise level in the work environment is usually quiet to moderate, but may occasionally be 

loud during visits to assess traffic or construction work. 

 

 

 



















8. Execute 2019 Town Election Warrant  
 
Included in your packet is the warrant for the annual town election that takes place on March 
5, 2019.  The list of offices up for election and the number of seats for each is detailed in the 
warrant.  The Town Clerk has asked that the Board act on it so it can be posted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MOVE that the Board execute the warrant for the annual town election to be 
held on March 5, 2019. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





 

 

Commonwealth of Massachusetts 
 

 
 

Town of Wellesley 
 

Warrant for the 2019 Town Election 
 
 
Commonwealth of Massachusetts 
Norfolk, ss. 
 
 
To: Constable, Philip Juliani, of the Town of Wellesley in said County of Norfolk: 
 
In the name of the Commonwealth aforesaid, you are hereby required to notify the qualified 
voters of said Town of Wellesley to meet in their respective voting places on March 5, 2019: 
 

The voters of Precinct A, in Katharine Lee Bates School, 116 Elmwood Road; 
 
The voters of Precinct B, in Isaac Sprague School, 401 School Street; 
 
The voters of Precinct C, in Ernest F. Upham School, 35 Wynnewood Street; 
 
The voters of Precinct D, in Otho L. Schofield School, 27 Cedar Street; 
 
The voters of Precinct E, in Joseph E. Fiske School, 45 Hastings Street; 
 
The Voters of Precinct F, in Dana Hall School, Shipley Center, 142 Grove Street; 
 
The voters of Precinct G, in Wellesley Free Library, 530 Washington Street; 
 
The Voters of Precinct H, in Tolles Parsons Center, 500 Washington St. 
 
 
 

at 7:00 A.M., at which time the polls in said precincts will be opened and remain open 
continuously until 8:00 P.M. of said day when they will be closed, during which time 
aforesaid qualified voters of said Town may bring in their ballots to the Election Officers, 
duly appointed and sworn for said precincts of said Town of Wellesley, in said meetings so 
assembled for the following: 
 



 

 

To cast their votes in the Town Election for the election of candidates for the following 
offices: 
 
OFFICE VACANCIES TERM 
Board of Assessors One Three Years 
   
Board of Health One Three Years 
   
Board of Public Works One Three Years 
   
Board of Selectmen One Three Years 

   

Housing Authority One Five Years 

   

Moderator One One Year 

   
Natural Resources Commission One Three Years 
   
Planning Board One 

One 
Five Years 
One Year 

 
Recreation Commission Two 

One 
Three Years 

One Year 
   
School Committee One Three Years 
   
Trustees of the Wellesley Free 
Library 

Two Three Years 

   
 
and for TOWN MEETING MEMBERS in all precincts, under the provision of Chapter 202 
of the Acts of 1932, as amended. 
  



 

 

 
Hereof fail not and make return of this warrant with your doings thereon at the time and  
place of said meeting. Given under our hands this ____ day of DECEMBER 2018. 
 

WELLESLEY BOARD OF SELECTMEN 
 
 
 

Jack Morgan 
 
 
  

 Marjorie R. Freiman 

Ellen F. Gibbs 
 
 
 

 Thomas H. Ulfelder 

Elizabeth Sullivan Woods 
 

  

 
 
A true copy:       DATE:____________________ 
  
Attest:  ______________________________________________________ 
  
 
 
 
COMMONWEALTH OF MASSACHUSETTS 
Norfolk, ss.  
Wellesley 
  
I have caused the within warrant to be served by posting two copies in two conspicuous 
public places, i.e. the Town Hall and Wellesley Square, and causing the warrant to be 
posted on the Town of Wellesley website (www.wellesleyma.gov) 
 
 
______________________________________________________ 
 
 





9. Executive Director’s Report 
a. Acceptance of Gifts 

 
Included in your packet is a memo from Recreation Director Matt Chin asking that the 
Board approve the acceptance of a gift of $1,200 from The Cottage Restaurant donated 
towards the 2019 summertime concert series. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MOVE that the Board accept a gift from the Cottage Restaurant of $1,200 
for the 2019 summertime concert series. 
 
 
 

MOVE that the Board accept a gift from Century Bank of $1,950 for the 
purchase of lights and accessories in order to light trees in front of 258 
Washington Street beginning in 2019. 
 
 
 
 
 
 
 
 
 
 
 
 













b. Appointment of Special Police Officer 

Chief Jack Pilecki has made a request that retired police officer James Amalfi be 
appointed as a special officer for the purpose of allowing him to work detail shifts as 
well as special events such as the Boston Marathon and Wellesley Parade. 

 

 

 

 

 

 

 

 

 

 

 

MOVE that James Amalfi be appointed as a special police officer for the 
Town of Wellesley. 

 

 

 

 

 

 

 

 

 

 

 

 









c. Approve Extension of Hours - Holiday Sales of Beer/Wine 
 

There are two items that require the board’s action prior to the end of the calendar year 
as this will be the last regular meeting of the board prior to 2019.  Both items are related 
to the serving and sale of alcohol. 
 

 Extension of Hours  
 

In past years, several restaurants have asked for an extension of hours for alcohol 
service until 1:00 am on New Year’s Eve. We have reached out to several of the 
restaurants and have heard back from those on the attached spreadsheet.  Please 
note that Door #7 is contingent upon their opening prior to New Year’s Eve. 

 
 Holiday Beer and Wine Sale Extensions 

 
We have received a request from Fells Market to be able to sell beer and wine on 
Sunday, December 23rd and Sunday, December 30th.  While they typically do not 
have sales on Sundays, they are asking for permission to do so to take advantage 
of the run up to the Christmas holiday and New Year’s Eve. Staff have confirmed 
with the ABCC that the extension of hours is at the Board of Selectmen’s 
discretion. Staff recommends approval.  

 
 
 
 

Move to approve the extension of liquor service until 1:00 am on New 
Year’s Eve 2018 for the restaurants listed in the Board’s agenda packet for 
December 17, 2019. 
 
Move to approve the extension of the retail sale of beer and wine for Fells 
Market at 326 Weston Road from 10:00 am to 8:00 pm on Sunday 
December 23rd, and Sunday, December 30, 2018. 

 
 
 
 
 
 
 
 
 
 
 
 
 









10. New Business and Correspondence - Other Documents:  The Board will find documents 
the staff are not seeking action on, but is for informational purposes only.  Please find the 
following: 
 
 Email from B. DuPont – Background on Time Management System 
 Pilot Payment History 
 MassHousing correspondence re: Burke Lane 
 Correspondence from Berkshire Hathaway re: 16 Mountview  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  













PILOT PAYMENT HISTORY BY ENTITY

PILOT Fire Truck Town  FY 17 FY 18 FY 19

Entity Year Payment Contribution Scholarships Other Real Estate Taxes Real Estate Taxes Real Estate Taxes

Babson College Annual 75,000.00$          100,000.00$       30,000.00$          224,753.00$        

$1,443 $225,047 $227,791 $250,296

Dana Hall

School 1999 4,000.00              N/A N/A $0 $0

Harvard

Vanguard Expired (PILOT started FY81 and ran for 30 years) $0 $0 $0

Wellesley College N/A 150,000.00          410,300.00          267,500.00          1,028,241.00       

5th highest taxpayer $1,028,241 $1,034,081 $1,121,561

Notes Notes from assessor's office

Babson College Made PILOT payments since 1976, more recent years is $75K annually PILOT agreement signed in 1952

Reserves $30k/annually for graduates of Wellesley High School since 2010 PILOT payment = $124,700 value X current year's tax rate

Fire truck contribtion - 2012 RE Taxes paid for 17 Seaver St, campus post office and 

Boston Sports (paid by tenant, not college)

$75,000 payment is NOT billed thru assessor's

Dana Hall School Files indicate last payment made in 1999, previous payments for a couple yrs $3,000 Notes from assessor's office

Wellesley College Fire truck contribtion - 2012 Notes from assessor's office

Other = Weston Road Fire Station Renovation, date unknown

Scholarships - dated information calls for 10 scholarships at $41,030 each

no formal PILOT agreement.  Along with core campus, 

20 houses adjacent to campus are also exempt

1884 special legislation basically exempt's core campus 

(regardless of use) but everything outside this area is 

taxable (regardless of use)



PILOT payment = $124,700 value X current year's tax rate
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