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DEPARTMENT MNAME: Historic Preservation Commission DEPARTMENT CODE:175

NARRATIVE SUMMARY

Al GENERAL DUTIES

A. Lstablishment. Therc is hercby crcated an Historic Preservation Commission for the Township
of Jackson.

B. Class qualifications. The Historic Preservation Commission shall consist of nine (9) regular

members and two (2) alternate members. There shall be two (2) members each of Class A and
B, and five members of Class C. Class qualifications shall be as follows:

(H Class A: a person who i1s knowledgeable in bulding design and construction or
architectural history and who may reside outside the municipality.

2) Class B: a person who 1s knowledgeable or with a demonstrated interest in local history
and who may restde outside the municipality.

(3)  Class C: citizens of the municipality who shall hold no other municipal office, position
or employment, except for membership on the Planning Board or Board of Adjustment.

(4)  Alternate members shall meet the qualifications of Class C members.

C. Appomtment of members: terms:; vacancies. The Mayor shall appoint all members of the
Commission and shall designate at the time of appoiniment the regular members by class and the
alternatc members as "Altcrnate No. 1" and "Alternate No. 2." Commencing with the first
appointments to the Commission, three members shall be appointed for terms of one year, three
members shall be appointed for terms of two years, and three members shall be appointed for
terms of three years, Alternate No. 1 shall be appointed for a term of two years, and Alternate
No. 2 shall be appointed for a term of one year, and therecafter all regular members shall be
appointed for terms of four years, and all alternate members shall be appointed for terms of two
vears. A member may be appointed for additional terms.
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TOWNSHIP OF JACKSON

DEPARTMENT NAME: HISTORICAL COMMISION

DEPARTMENT CODE: 7-01-20-175-010

TITLE NAME 2006 2007 2007 2007
SALARY |[DEPARTMENT| TWP. ADMIN. REC. FINAL
HEAD CAP
REC. 1c ocC
BOARD SECRETARY T. NUNNELLY 51,140 $1,140
$95 PER MEETING
12 MEETINGS
TOTAL $1,140 $1,140
$1,080 BUDGETED IN 20086.
GRAND TOTAL: $1,140 $1,140
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[ Home ]

You are reading our New Jersey Department of Personnel Job Descriptions used to describe groups of jobs with similar
characteristics. This is not a Joh Vacancy Announcement.

dob Specificetion 0741%

SECRETARY, BOARD/COMMISSION

DEFINITION

Under direction, serves as the principal aide or assistant
and performs complex clerical and confidential secretarisl
support duties related to the work of a board, commission,
committee, advisory council, or similar body; does related work
as reguired.

NOTE: The definition and examples of work for this title are for
illustrative purposes only. A particular position using this
title may not perform al duties listed in this job
specification. Conversely, ali duties performed cn the job may
not be listed.

EXAMPLES OF WORK:

Prepares for meetings by making arrangements for time,
participants, location of meetings, distribution of copies of
agendas, and the assembly of background materiat for agenda items
to notify participants of the business and topics to be discussed
at meetings.

Coordinates exchange of information between board members,
staff, and apptlicants by selecting and organizing forms,
documents, and presentation of written informatlon to assist
applicants with their requests or guestions.

Writes summary of pertinent information from minutes of
meeting by extracting relevant and important information and
writing summary easily readable by others to preserve information
and promote information exchanges between persons needing the
information.

On own initiative, follows up on results of meetings by
netifying applicants or others of actions taken by board members
by contacting applicants by phone or fetter to inform them of
officlal action taken or determination made.

From general instructions and delegated authority or on
one's own initiative, composes correspondence by answering
guestions pertaining to procedures for filing and complying with
regulatory requirements for conducting business with 2 government
body or representatives (for example, permits and approvals,
presentation of documents, fee requirements) to relieve board and
other staff members of the more routine office activities.

Receives and reads incoming correspondence, documents, or
reports to screen those which can be handied personally and to
forward those requiring action by board members or other staff

members.
Reviews documents such as applications, permits, forms, and
outgoing correspondence to verify name and address or detect QQ55

missing or illegible entries to call to the attention of



applicant any conflict or discrepancy in file or to resolve any
procedural conflict,

Reviews informaticn given on forms submitted by applicants
or corntained in documents for completeness or accuracy by noting
where information is missing or inappropriate.

Clarifies information with persons submitting forms.

Adds, deletes, and corrects information to ensure that
required information is available to board members and staff and
is accurate and complete.

Confers with document originater or applicant or engineering
liaison personnel to resclve discrepancies in completeness of
document, {such as blueprints or drawings) and compiles required
changes to documents to meet procedural requirements,

Verifies applicant information in statements and oit record
by requesting additional written information from public and
private sources or making telephone calls to ascertain the

~accuracy of a situation or investigate discrepancies on record.

Reviews all typewritten material (for example, memoranda,
correspendence, reports) for proper signatures and other
information to ensure procedural and typegraphic accuracy.

Obtains information and organizes documents which may be
scattered in various local government offices and draws attention
to missing data so that members and other professionals (such as
engineers, or health or medical staff) may have necessary subject
information to make a decision.

Receives visitors and phone calls, ascertains the nature of
reguests, personally provides information desired on procedural
rmatters of the office, and refers others to appropriate staff
members in order to take care of office business.

Posts information to records or computes, accounts for, and
compiles reports on monies collected for services to maintain
records of office activities for administrative purposes.

May take and/for transcribe minutes of meeting by ensuring
proper format, correct grammatical content, and inclusion of
facts in accord with prescribed procedures to maintain a
permanent and legal record of events and decisions by board
members.

Wwill be required to learn to utilize various types of
electronic and/or manual recording and computerized information
systems used by the agency, office, or related units.

REQUIREMENTS:
EXPERIENCE:

Two (2} years of clerical experience involving the
organization of office clerical processes and procedures or as a
secretary to an executive or administrative official in a public
or private organization.

LICENSE:

Appointees will be required to possess a driver's iicense
valid in New lersey only if the operation of a vehicle, rather
than employee mobility, is necessary to perform the essential
duties of the positian.

KNOWLEDGE AND ABILITXES:

Knowledge of current office methods, practices,
routines, machines, and equipment.



Knowledge of proper English, grammar, spelling, punctuaticn, and
required formats to type material in final form.

Ability to organize effectively the flow of complex clericat
processes and work in an office.

Ability to make arrangements for meetings with little
or no instructions.

Abitity to locate and assemble information for varicus
reports and meetings.

Ability to compose cerrespondence.

Ability to comprehend and effectively communicate to
others the rules, regulations, and procedures applicable to the
work of the unit {for example, board or commission).

Ability to understand the work of the unit, {for example, rules,
regulations, and procedures) the role and relationships of its
components, and its relationship to other departments and outside
organizations after a period of training.

Ability to prepare in final form all types of narrative
summaries and reports from rough draft, notes, oral recordings
and so forth. :

Ability to use reference sources such as technical
dictionaries and ko ensure proper arrangement, grammatical
accuracy, and spelling of final copy.

Ability to organize complex clerical work by
establishing work flow, procedures, and priorities.

Ability to learn to utilize various types of electronic
and/or manual recording and information systems used by the
agency, office, or related units.

Ability to read, write, speak, understand, or
cemmunicate in English sufficiently to perform the duties of this
position. American Signh Language or Braille may alse be
considered as acceptable forms of communication.

Persons with mental or physical disabilities are eligible as long

as they can perform the essential functions of the job after
reascnable accommodation is made to their known fimitations, If
the accommeodation cannot be made because it would cause the
employer undue hardship, such persons may not be eligible.

CODES: LG-07419 CAH 1/8/97

This job specification is for local government use only.

Conyright € Siate of Mew lersey , 1996
Depariment of Perg
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15:26:40 ' Budget Preparation Worksheet
2004 2(}05 : 2[}06 FErkkkb b bt bk b bhdd Year 2[][]']‘ (SRS SRS EREES TS
ceonnt Number Bpprop Approp Approp Dept. Request Adminm. Recnnd Budgeted  %PY
12 sion Actual Actual Actnal
Comments
iepty T-01-20-175-000 HISTORICAL COMMISSION
-01-20-175-001 if
ISTORICAL COMMISSION
-01-20-175-010 C
ALARIES & WAGES
-01-20-175-011 8 1,080.00 1,080,00 1,08C.00 1,14¢.00 1,140.00 0.9
ASE PRY 540.00 270,00 30,00
Transfers i .00 130.00
-01-20-175-020 C
‘THER EXPENSES
-01-20-175-023 B 2,000.00 1,000.00 1,000.¢0 500.00 500.00 b
RINTING & BIADING/PHOTC REPRO 146. %44 45,92 .00
Trapsfers 1,500.00- Nl .00
-01-20-175-029% 5 .00 .00 00 0.0
‘THER CORTRACTUAL ITEMS .00 L 00 09
-f *-175-018 § : 1,500.00 500.00 500.00 106.00 o0 0.0
Bl . HARDWARE & MIWCOR TOOLS .00 00 L0
Transfers 1,500.00- L0 00
-G1-20-175-114 5 .00 00 L0 0.0
IDS, A3SIST. & CONTRIBUTIONS .00 L0 L0
ontrol Total 3,500.00 1,500,00 1,500,00 §00,00 BOC. 00 A0 0o
146.94 15.92 .00 '
Transfers 1,000,00- .00 00
ept Total 4,580.00 2,580.00 2,380.00 1,744.00 1,740,900 Q0 0.0
686,94 315.92 30,00
Transfers 3,000.00- 00 130,00
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