


TOWNSHIP OF JACKSON
2007 BUDGET

DEPARTMENT NAME: COMMUNITY ALLIANCE DEPARTMENT CODE: 7-01-20-176-010

NARRATIVE SUMMARY

A, GENERAL DUTIES

To increase awarencss of community risks and events through public service
messages and increased advertisement promoting positive messages and articles in
community newspapers.

To bring to the community tools, workshops and information that they can use to deal
with issues such as drug abuse, alcohol abuse, bullying, gang awareness and
parenting problems.

The Jackson Community Alliance, Jackson Board of Education and the Jackson
Police Department work together hand in hand to promote and foster these programs.

B. SPECIFIC ACHIEVEMENTS FOR 2006

Senior Smart Start
Peer Leadership Programs
Parenting Workshops
Explorer Youth Programs
DARE
AOK Kids
Community Alliance Chalk Art Show
Jackson Day
National Night Out
SAFE Nights
Project Crash 2006
SAFE Night — Sleep Tight at Ocean County College
O.C.E.A.N. Inc. — supporter for low-income families needing assistance such as
medical, food, clothing, in our community
Supporter of charity events held in conjunetion with the Jackson PBA #168

J59



TOWHSIP OF JACKSON
2007 BUDGET

DEPARTMENT NAME: COMMUNITY ALLIANCE DEPARTMENT CODE: 7-01-20-176-0110

NARRATIVE SUMMARY

C. SPECIFIC OBJECTIVES FOR 2007

Sentor Smart Start

Peer Leadership Programs

Parenting Workshops

Explorer Youth Program

DARE

AOK Kids

Community Alliance Chalk Art Show

Jackson Day

National Night Out

SAFE Nights

Project Crash 2007

SATL'E Night — Sleep Tight

0O.C.E.AN. Inc.

Charity events in conjunction with Jackson PBA #168

e Sponsor of National Center for Missing & Exploited Children Soccer
Tournament

e DARE — bring programs into the middle and high schools as requested by
students

¢  Youth Crime Watch - bring into one middle school (already in one) and both high
schools

e Ignite Empowering Youth for Life

e Officer Phil and/or comparable program to elementary school students

e (rim Reaper Drug Prevention Project at both high schools

indicates new programs the Alliance would like to start in 2007

{(PLEASE ATTACHED UPDATED TABLE OF ORGANIZATION)

ALL BUDGETS MUST BE SIGNED BY DEPARTMENT HEAD/CHAIRPERSON
ITHEREBY APPROVE MY DEPARTMENT S/BOARD’S BUDGET AS
HERETO ATTACHED
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TOWNSHIP OF JACKSON

DEPARTMENT NAME: COMMUNITY ALLIANCE

DEPARTMENT CODE: 7-61-20-176-010

TITLE NAME 2006 2007 2007 2007
SALARY DEPARTMENT} TWP. ADMIN. REC. FINAL
HEAD CAP
REC. [ ocC

BOARD SECRETARY L. SAMIEC $1,080 $1,080
$90 PER MEETING

12 MEETINGS
TOTAL $1,080 $1,080

$1,020 BUDGETED IN 2006.

GRAND TOTAL: $1,080 $1,080
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y New ersey

5 & nf Permnne,(

[ 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 Job Vacancy Apnouncement.

Job Specification (7419

SECRETARY, BOARD /COMMISSION

DEFINITION

Under direction, serves as the principal aide or assistant
and performs complex clerical and confidential secretarial
suppost duties related to the work of a board, cornmission,
committee, advisory council, or similar body; does related work
as required.

NOTE: The definition and examples of work for this title are for
flustrative purposes cnly. A particular position using this
title may not perform all duties listed in this job
specification. Conversely, alf duties performed on 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 material 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 applicants by selecting and organizing forms,
documents, and presentation of written information to assist
applicants with their requests or questions.

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
notifying applicants or others of actions taken by board members
by contacting spplicants by phone or letter to inform them of
official action taken or determination made.

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

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

Reviews documents such as applications, permits, forms, and %‘j (9 2 )
outgoing correspondence to verify name and address or detect
missing or illegible entries to call to the attention of



applicant any conflict or discrepancy in file or {o resclve any
procedural conflict.

Reviews information given on forms submitted by applicants
or contained in documents for completeness or accuracy by noting
where infermation is missing or inappropriate, '

Clarifies infermation with persons submitting forms.

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

Confers with document originater or applicant or engineering
liaison persennel to resolve discrepancies in completeness of
document, (such as blueprints or drawings) and compites required
changes fo documents to meet procedural requirements.

Verifies applicant information in statements and on record
by requesting additional writter 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,
correspondence, 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 attentlon
te missing data so that members and other professionals (such as
engineers, or heaith or medical staff) may have necessary subject
information to make a decision.

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

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

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

Will be required to learn to utilize various types of
electronic and/er manual recordlng and computerized information
systemns used by the agency, office, or related units,

REQUIREMENTS:
EXPERIENCE:

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

LICENSE:

Appointees will be required t{o possess a driver's license

valid in New Jersey only if the operation of a vehicle, rather

than employee mobility, is necessary to perform the esseptial
duties of the position.

KNOWLEDGE AND ABILITIES:

Knowiedge of current office methods, practices,
routines, machines, and equipment.
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Krowledge of proper English, grammar, spelling, punctuation, and
required formats to type material in final form.

Ability to organize effectively the flow of complex clerical
processes and work in an office,

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

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

Ability tc compose correspondence.

Ability to comprehend and effectively communicate te
others the rules, regulations, and procedures applicable to the
work of the unit {(for examgple, 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 departrents and outside
crganizations after a period of training.

Ability to prepare In final forim all types of narrative
summaries and reports from rough draft, notes, oral recardings
and s¢ forth,

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

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

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

Ability to read, write, speak, understand, or
communicate in English sufficiently to perform the duties of this
position. American Sign Language or Braille may also be
considered as acceptable forms of cormmunication.

Persons with mental or physical disabilities are eligible as iong

as they can perform the essential functions of the job -after
reasonable accommodation is made to their known limitations, If
the accommodation cannot be made because it wouid 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.

Copyright & State of Kow Jersey , 1996
Deparrmant of Pars
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15:26:40 Brdyget Preparation Horksheet
2004 2[]{]5 2006 Fhkkkbkxibbhdddih Year 2.{]{]'} kb kkkhhkrb bbbt
zcount Number Approp Approp Bpprop Dept. Reguest Admin. Recnud Budgeted  %PY
g tion Actual hctaal Actual
Comments
epk: 7-01-20-176-000 COMMUNITY ALLIANCE-DRUG ABUSE
-01-20-176-080 i
OMMUNITY ALLIANCE-DRIG ARUSE
-01-20~176-010 C
ALRRIFES & WAGES
-01-20-176-011 3 2,040,040 1,202.99 1,026,00 1,080.00 1,080.00 0.0
ASE PAY 680.00 165,90 545,00
Transfers 00 00 35.09
-31-20-176-020 C
OMMURITY ALLIANCE O & E
-01-20-176-104 S 1,500.00 1,000.00 750,00 250,00 250,00 .0
LLIRNCE O & E 256.50 il 167.40
ept Total 3,540.00 2,202.00 1,770.00 1,330.00 1,330.00 08 0.0
936.59 165,00 712.40
" Trassfers 00 .00 35.00

65



RESOLUTION OF THE TOWNSHIP OF JACKSON
JACKSON, NEW JERSEY

DATE OF ADOPTION: [/~ /-3¢ _

TITLE: RE-ESTABLISH MUNICIPAT ALLIANCE COMMITIEE ON ALCOLIOLISM
AND DRUG ABUSE FOR A TERM COMMENCING JULY 1, 2006 AND ENDING
JUNE 30, 2007

Council Member f ﬁ/fﬁf Al

RESCOLUTION NUMBER: 327R-06

__ presents the following resolution.

1of3

WIIEREAS, pursnant 1o N J.S.A. 40:69A-207 all appointments are decmed vacant
as of July 1, 2006 (with some exceptions as governed by law); and

WHEREAS, the Governor's Council on Alcoholism and Drug Abuse was
established by the New Jersey legislature in March of 1989 to coordinate all State
Departments, efforts pertaining to the planning and provision of prevention, education,
treatment, rescarch, and cvaluation services for, and public awareness of, alcohoelism and
drug abuse; and

WHEREAS, the legislation also created the Alliance 10 Prevent Alcohelism and
Drug Abuse to be comprised of all the communities in New Jersey dedicated to a
comprehensive and coordinated effort against alcoholism and drug abuse through the usc of
funds provided and derived pursuant to N.J.8.2C:35-15, to member communities to support
appropriate county and/er municipal based alcohol and drug abuse education and public
awareness activities; and

WHEREAS, the Township Council believe it 10 be in the best interest of the
residents of Jackson 1o become part of the Alliance to Prevent Alcoholism and Drug Abuse
and to become eligible to receive State Funds;

WHEREAS. it is the desire of the Township Council 1o fill said positions,

A@/ Gl

ANN MARIE EDEN, RM.C.

- ;

DATED: /- /- 21/ TOWNSHIP CLERK

RECORD OF VOTE 1 1| Vice T

President | President

TOWNSHIP Jason Emily Scoti | Ann Anééio

COUNCIL Gudaitis | Ingram Martin Updegrave] Stallonc

YES - L - o
\/ a// g 1// L"/

NG —_—

ABSTAIN i o

ABSENT T _

1, Ann Mane Eden, Municipal C}erkjf the Township of Jackson in the County of

Ocean. hereby certify Ihat the above is a trie Copy ofa Resolution adopted by the Township

Councilonthe  /+ day of

I
L
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