Programs & Services Committee
Agenda

City of Newton
In City Council

Tuesday, August 17, 2021

5:00 PM-PLEASE NOTE EARLY START TIME

The Programs & Services Committee will hold this meeting as a Zoom Meeting on
Tuesday, August 17, 2021 starting at 5:00 pm. To view this meeting using Zoom
use this link: https://us02web.zoom.us/j/87976642844 or call 1-646-558-8656
and use the Meeting ID 879 7664 2844.

Items Scheduled for Discussion:

Chair’s Note: The Programs & Services Committee will begin the City Clerk/Clerk of the Council
interviews at 5:15 pm after a brief review of the interview process beginning at 5:00 pm. Please
see the attached backup memo for more details.
#137-21 Public Meeting with City Clerk/Clerk for the Council candidates
CITY CLERK PRELIMINARY SCREENING COMMITTEE submitting recommended
candidates for the City Clerk/Clerk of the Council position for review by the
Programs & Services Committee and recommendation to the City Council.
Programs & Services Held 7-0 on 08/03/2021

Respectfully Submitted,

Josh Krintzman, Chair

The location of this meeting is accessible and reasonable accommodations will be provided to persons
with disabilities who require assistance. If you need a reasonable accommodation, please contact the City
of Newton’s ADA Coordinator, Jini Fairley, at least two business days in advance of the meeting:
ifairley@newtonma.gov or (617) 796-1253. The city’s TTY/TDD direct line is: 617-796-1089. For the
Telecommunications Relay Service (TRS), please dial 711.



mailto:jfairley@newtonma.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fus02web.zoom.us%2Fj%2F87976642844&data=04%7C01%7Cngiacalone%40newtonma.gov%7Cee02888fe4784769364d08d95c2dd56f%7C2a3929e0ccb54fb381402e2562c90e96%7C0%7C0%7C637642174205727842%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=b1r0sxiEJMvSpOmRcZqnkBbKBx%2B4sLa4jDbyX9dI4bM%3D&reserved=0

City Council
2020-2021 City of Newton

Memorandum

To:  City Council
From: Councilor Krintzman, Chair of the Programs & Services Committee
Re:  Preparing for City Clerk/Clerk of the Council interviews and deliberation

Date: August 5, 2021

At the Programs & Services Committee meeting on Tuesday, August 3, the Committee met to
discuss the hiring process for the new City Clerk/Clerk of the Council. The Committee received advice
from the Director of Human Resources and the City Solicitor. Ultimately, the Committee decided to
schedule two separate meetings: one meeting at which the committee, and any other councilor choosing
to participate, will interview all three finalists; and a second meeting at which the Committee will
deliberate and select the single candidate to recommend to the full council.

The Programs and Services Committee will conduct both meetings remotely, over Zoom.

Each candidate will be asked a set of identical questions by members of the Programs and Services
Committee. Additional time will be provided for questions from councilors in attendance, but that time
will be limited depending upon the pace of the evening.

Lastly, the Programs and Services Committee also decided that Director of HR Michelle Pizzi-
O’Brien, President Albright and I should work together to develop the questions to be used in the
interview. The schedule will be as follows:

Tuesday, August 17 @ 5:00 pm

The Committee will meet at 5:00 pm to review the process and the first interview will begin at
5:15 pm in order to provide sufficient time for each of the three interviews with a short break in between.
Each interview is scheduled to last about 75 minutes.

Wednesday, August 25 @ 7pm

The Committee will deliberate and select a single candidate to recommend to the full City Council.

Note: This memo was updated on August 10" to correct the start time of the August 17" meeting to 5:00pm
and to improve clarity.

Thank you, and please reach out with any questions.

1000 Commonwealth Avenue = Newton, MA 02459
617-796-1210 www.newtonma.gov



City Council
2020-2021 City of Newton

August 12,2021

Councilor Josh Krintzman, Chair
Programs and Services Committee
Members of the City Council

RE:  Hiring Process — City Clerk/Clerk of the Council
Dear Councilor Krintzman and fellow members of the City Council,

The purpose of this letter is to update you on the work of your Preliminary Screening Committee (“PSC”),
which I chaired as President of the City Council, for the recruitment and hiring process for the position of
City Clerk/Clerk of the Council and prepare you for the upcoming final interviews being held on August
17,2021 before the Programs and Services Committee.

As you may recall, I sent you all a letter dated December 24, 2020 (copy attached) notifying you that
former City Clerk David Olson was planning to retire in February of this year. This letter also outlined
the recommended process to fill this important position. Since that time, I have worked closely with
Michelle Pizzi O’Brien, the City’s Director of Human Resources, and her staff; and the members of the
PSC (copied on this letter).

Since my letter in December, the Human Resources Department cast a wide net locally and nationally,
and encouraged internal interest, to obtain qualified candidates. Over the course of the last few months,
the PSC received twenty-five (25) resumes of interest in this position, entertained twelve (12) candidates
for a preliminary interview and seven (7) candidates for second interviews. In addition to formal
interviews, the Human Resources Department met with City Clerk staff on a volunteer basis to obtain
feedback regarding the professional and personal characteristics the staff felt were important for the PSC
to identify in a successful candidate. Additionally, the PSC asked all second interview candidates to
conduct a PowerPoint presentation addressing technology in municipal City Clerk departments and to
provide previously drafted writing samples. The PSC also invited semi-finalist candidates to meet with
three members of the administration’s management team (Michelle Pizzi O’Brien, Director of Human
Resources, Jonathan Yeo, Chief Operating Officer and Ali Giuliani, City Solicitor), in an effort to
collaborate and seek input from the very circles of professionals our next City Clerk will work with.
Finally, in order to protect the confidentiality of the formal background checks required by the City, semi-
finalists were required to undergo the HR Department’s thorough background check process in advance
of being recommended forward to the Programs and Services Committee and the full Council for
consideration.

First, I would like to thank Ms. Pizzi O’Brien and her team for their hard work in coordinating this
professional process. I would also like to thank Mr. Yeo and Ms. Giuliani for their time and helpful
feedback. Lastly, and most importantly, I want to sincerely thank all the members of the PSC for their
many hours of meetings, deliberation, feedback, and hard decision making. Altogether, the PSC met
twelve (12) times between February 11, 2021 and July 28, 2021, adding up to dozens of hours of
commitment to a professional hiring process I feel proud to share with you today. Thank you all for your
dedication and work.
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Finally, the purpose of this letter is to put forward the vote of the PSC of finalists being presented to you
for consideration. All three candidates have successfully passed the preliminary background check
process required by the City’s HR Department and are recommended by the PSC for your consideration.
The final candidates are noted below in order by which they will be interviewed before the Programs and
Services Committee, and other members of the Council the evening of Tuesday, August 17, 2021 (note,
the candidate order of interviews was determined by drawing the names from a “hat”):

e Nadia Khan (City of Newton), scheduled for 8/17/2021 at 5:15 p.m.
e Karim Abdul-Matin (Town of Brookline), scheduled for 8/17/2021 at 6:35 p.m.
e Carol Moore (City of Mukilteo, WA), scheduled for 8/17/2021 at 7:55 p.m.

Included with this letter are copies of the final candidate’s cover letters and resumes, employment
application, reference checks, writing samples and Technology PowerPoint presentations. In addition to
my letter to you dated December 24, 2020, and the applicant materials previously noted, I have included
the position description for the position of City Clerk/Clerk of the Council, and a letter drafted by Human
Resources Director Michelle Pizzi O’Brien in which she provides specific guidance to members of the
Council in preparation of the interviews on August 17%. I encourage you all to review the materials
enclosed and the guidance provided by Director Pizzi O’Brien.

I look forward to continuing this hard work with the Programs and Services Committee by conducting the
interviews with you all on August 17" and soon welcoming our next City Clerk/Clerk of the Council to
the City of Newton team of dedicated public servants.

Sincerely,

g.-wgfq-fbugu’

Susan Albright, President
Newton City Council

ENC: asreferenced

CC:  Councilor Rick Lipof, Vice President
Councilor Becky Grossman
Councilor Chris Markiewicz
Former Councilor Scott Lennon
Michelle Pizzi O’Brien, Director of Human Resources
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City Council

2020-2021 City of Newton

December 24, 2020

Dear colleagues,

As you are all aware, David Olson has notified me and Vice President Lipof that he intends on
retiring in February of 2021. Since that time, both Rick and I have worked with our Human
Resources Director, Michelle Pizzi O’Brien, to review the position description, compensation and
possible process to fill this important position.

David Olson holds the position of both the Clerk of the City Council and the City Clerk.
According to Chapter 4 and Chapter 6 of the Newton Ordinances, both positions are appointed by
the City Council and can be held by two separate individuals or may both be held by the same
person. Having the two positions held by the same person, has worked very well for the City and 1
am recommending we continue this practice.

In order to fill this position, I will be implementing a hiring process, coordinated with the assistance
of our Human Resources Department, that will include the following steps:

1. Vice President Lipof and I will continue to work with the Human Resources Director to finalize
an updated position description and to identify a competitive and appropriate range in which to
post the position. Additionally, we will work to develop a recruitment strategy that will
encourage internal applicants but also cast a wide recruitment net in order to seek out
experienced candidates throughout the Commonwealth. Ms. Pizzi O’Brien has recommended
making the vacancy notice available through the HR Department’s Recruitment website, with
the Massachusetts Municipal Association, the Massachusetts Town Clerks Association and the
New England Association of City and Town Clerks. She has also identified several diversity
recruitment boards and associations that we plan to seek out as resources in order to encourage
a diverse candidate pool.

2. Upon closing the recruitment period, the Human Resources Director will support the
“preliminary screening committee” who will be responsible for screening preliminary candidates
through a professional interview process. This committee must operate in accordance with the
Open Meeting Law. Our Human Resources Director has experience with managing an interview
process in accordance with this law and will use the executive session option when appropriate
to maintain confidentiality when possible, for candidates seeking consideration.

3. The “preliminary screening committee” will recommend no less than two but no more than five
candidates to the Programs and Services Committee.

1000 Commonwealth Avenue = Newton, MA 02459
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4. The Programs and Services Committee will conduct final, open session interviews of the
recommended finalists. Upon completing those interviews, the Programs and Services
committee will recommend a finalist and compensation to the full City Council for
consideration and appointment and will vote on the recommended candidate and compensation.

I have identified the following members (or past members) of the council to serve on the
preliminary screening committee; I've attempted to balance longevity on the Council, work
experience, and gender:

e Susan Albright

e Rick Lipof

e Scott Lennon

e Becky Grossman
e David Kalis

e Chris Markiewicz

This committee will have challenging work, as will the Programs and Services Committee, and 1
look forward to the experience and expertise they will bring as we go about the interview and
selection process. I will continue to update you all as needed and look forward to presenting you
with a suitable candidate for consideration in the coming months.

Sincerely,

SM«QAMM

Susan Albright

1000 Commonwealth Avenue = Newton, MA 02459
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CITY OF NEWTON, MASSACHUSETTS

POSITION TITLE | City Clerk/Clerk of the Council

DEPARTMENT Office of the City Clerk and the City Council

GRADE Compensation set by ordinance (Section 4-21)

General purpose:

The duties of the combined positions of City Clerk and Clerk of the Council are outlined by City Ordinance. This
position shall manage the office of the City Clerk, including performing the City's record keeping responsibilities,
overseeing and conducting elections, coordinating all special permit applications and zoning changes, providing
administrative support to the City Council, issuing permits and licenses, collecting related fees and the
management of the departmental staff. This position is responsible for maintaining and improving upon the
efficiency and effectiveness of all areas under its direction and control.

Supervision:

Supervision Scope: Performs highly responsible duties requiring a very high level of initiative and independent
judgment in the planning, administration and execution of the department's services, in the application of laws,
regulations and procedures, and in the direction of personnel. Incumbent is required to work independently in
formulating decisions regarding policies, procedures, operations and plans.

Supervision Received: Works under the policy direction of the City Council in conformance with applicable
provisions of City ordinances, City Charter, Council Rules, Massachusetts General Laws, and federal laws.
Incumbent has considerable latitude for independent judgment and action. Incumbent functions independently
referring specific problems the appropriate representatives of the City Council only where clarification or
interpretation of City policy or procedure is required.

Supervision Given: Supervises all department employees, developing job direction, assigning tasks and
instructions, and monitoring and evaluating personnel performance.

Essential Functions:

(The essential functions or duties listed are intended only as illustrations of the various types of work that may be performed. 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.)

City Clerk
The Office of the City Clerk carries out all duties specified under state and local law. The office creates,

organizes and maintains information and records relating to public records, vital statistics, licensing, and
business registrations. The office answers inquiries made via phone, mail, email, and in person; and provides
required documents. The City Clerk is the official record keeper for the City of Newton and is responsible for
the organization, care and maintenance of the city’s official archival material. The duties of the City Clerk
include, but are not limited to:
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Vital statistics

e Responsible for maintaining and processing all vital records for the City of Newton as required by state
law. Records kept by the Office of the City Clerk include, but are not limited to vital statistics, City
Contracts, Business Certificates (DBA's), appeals from decisions of the Zoning Council of Appeals and
Planning Council, and filings from City boards and commissions.

e Responsible for the creation of all statistical reports for the City of Newton required by state law.

e Works with the State of Massachusetts Registry of Vital Records to assist in the development of and
implementation of state-wide databases for the recording of birth, death and marriage records and
facilitating the training of staff to use these systems.

Record keeping/Archival Support

e Responsible for maintaining the City Archives which houses all official city records for the legislative
branch of government and various city departments, boards, and commissions.

e Responsible for the arrangement, description, preservation, storage and access to Newton records with
long-term, historical value including official town and city records and makes recommendations and
oversees implementation of records reformatting, indexing, and delivery solutions for permanent and
inactive records.

e Provides access to material held in the archives to the general public, businesses, lawyers, court
personnel, city employees, municipal boards and committees, state and federal employees, vendors, and
city/school departments.

e Regularly deals with confidential information which requires the application of appropriate judgment,
discretion and adherence to professional code of ethics.

e Responsible for the creation of inventories of active and inactive record storage areas and coordination
of scheduling of records disposition; recommends active and inactive records storage periods, in
coordination with the State’s Supervisor of Public Records, Records Management Unit.

e Responsible for the processing of records according to archival principles and standards and creates
finding aids and indexes for internal and external use.

e Responsible for the preservation of records by identifying endangered materials and levels of
conservation work needed and overseeing basic repair and preventive preservation for paper records.

e Responsible for the maintenance of archival collections management information, including up-to-date
shelf list inventory and transfer records.

e Oversees the research, planning, development and implementation of long and short-range goals for the
archives and records center, in coordination with the City Archivist.

e Responsible for the implementation and management of reformatting projects; may also prepare records
for reformatting, including creation of targets, in accordance with industry standards and guidelines.

e Responsible for preparing and maintaining the Government and Officers book for the City of Newton.

e Acts as official keeper of the City Seal and City Ordinances.

Licenses
e Responsible for issuing all licenses and permits issued by or under the authority of the City Clerk and
for maintaining a complete, accurate, and up-to-date file of all such licenses and permits.

Citizen Services
e All notifications and documents are public records, with some exceptions pertaining to vital records. The
City Clerk is responsible for ensuring that all citizen requests for documents and information contained
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in the files maintained by the office of the City Clerk are answered promptly, courteously, and
effectively.

Information Management Technology

e Responsible for creation of databases for the complete, accurate, effective, and efficient maintenance of
all information collected by the City Clerk’s Office.

e Responsible for creation of databases for the complete, accurate, effective, and efficient maintenance of
all City records including, but not limited to: Vital Statistics (birth, marriage, adoption and death
certificates), Uniform Commercial Code (UCC) filings, City Contracts, Business Certificates (DBA's),
appeals from decisions of the Zoning Council of Appeals and Planning Council, filings from City boards
and commissions, and Records disposition.

e Works with City’s on-line payment provider and the IT department to institute effective means for
citizens to pay for licenses and permits on-line.

Departmental Management and Leadership

e Appoints and manages the staff of the City Clerk, including planning, training, oversight, and evaluation
in consultation with the Human Resources Department, and develops and manages an annual budget and
Capital Improvement Plan within the guidelines provided by the City.

e Reviews and approves requisitions for the expenditure of funds by the offices of the City Clerk.

e Oversees the collection and posting of receipt slips for payments for various permits, licenses,
applications and certificates including the proofing, balancing and reconciliation of daily receipts.

e Oversees the creation of required journal and ledger entries allocating funds paid to proper accounts and
the monthly reconciliation of funds received. Reconciles accounts receivable errors. Prepares required
financial reports.

Council and Commission Support

e Maintains a database of all appointees to Councils and Commissions including the terms of service, the
date of completion of service, and the date of taking the oath of office.

e Administer the Oath of Office to all duly appointed Council and Commission members.

e Provide for the timely posting of the agendas of the City of Newton’s Councils and Commissions on the
City’s Official Posting Council in City Hall and on the Official Electronic Posting Council on the City’s
website.

e Provide training, training materials and guidance in the requirements of the State of Massachusetts Open
Meeting Laws.

Ethics and Conflict of Interest Compliance

e Disseminate each year the State of Massachusetts Summary of the Conflict of Interest Law to all City
and School personnel, Council and Commission members, contractors, and volunteers. The Clerk is
responsible for collecting from each individual a signed statement that they have received the summary
and record that information in a database.

e Notify and provide access to the State Mandated Ethics Training program to all City and School
personnel and Council and Commission members biennially. Develop training materials and provide
training sessions to personnel without computer access. Collect and maintain certificates for each
individual showing that they completed the training session.
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Public Records Access Officer
As the Primary Records Access Officer for the City of Newton, ensure that requests for public records are
handled appropriately and within timeframes required by law.

Trains department heads and staff responsible for maintaining public records in compliance with the
Public Records Law.

Maintains data in the applicable software to allow public records requests from the public and track the
status of a public records requests.

Elections

Under the direction of the Election Commission and the City Council, the City Clerk is responsible for the
planning, directing, managing and overseeing the city's elections function, specifically to conduct all federal,
state and municipal elections in accordance with Massachusetts election laws and regulations, as well as the
City Charter; to hire and train poll workers in their role as a poll worker and the effective management of a
polling location; to manage the annual census in an effort to make a true list containing as nearly as is
ascertainable, the name, date of birth, occupation and residency of every person three years of age or older in
the City of Newton.

Plans, organizes and directs staff in carrying out the policies and directives of the Board of Election
Commissioners.

Provides information on elections to the Mayor and City Councilors as needed.

Serves as technical advisor to the Mayor, City Council and other city agencies or officials on elections
related issues.

Ensures elections are conducted in an efficient and effective manner.

Compiles and maintains accurate lists of voters, residents and jurors.

Assists in the elections for Neighborhood Area Council members.

Clerk of the City Council

The Clerk of the City Council (herein referred to as the "Council Clerk") serves under the leadership of the
President and Vice President of the Council, as the chief staff officer of the City Council. As the Council's chief
of staff, the Council Clerk, assisted by a staff that includes an Assistant Clerk of the Council and three full time
and one part time Committee Clerk, is responsible for all non-policy aspects of the Council's operations so that
all functions of the Council and its committees are carried out at the most effective possible level. For the
purposes of the Council Clerk, this position reports to the President of the City Council, as a representative of
the twenty-four members of the Council. In this role, the duties of the Council Clerk include, but are not limited

to:

Council Leadership Support

Serves as the primary liaison between the Council Clerk's office and the President and Vice President of
the Council to ensure that all Council and Committee functions are carried out at the highest possible
level.

Responsible for review of all docket items submitted for consideration by the Council to ensure that the
intent of each item is clear and in proper form, and for assisting the President in assigning docket items
to appropriate Council Committees.

Responsible for the preparation of the council docket and of all agendas for all meetings of the full City
Council and of all Council committees, and for assisting the President in decisions regarding the council
docket and scheduling of items for consideration by the Council.

Responsible for staffing all meetings of the full City Council and for providing guidance to the President
and Vice President with respect to parliamentary procedure and other matters arising at such meetings
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based on a solid knowledge of City Ordinances, the Rules and Orders of the Council, and Parliamentary
procedure.

Committee Support

Responsible for assignment of appropriate personnel from the Council Clerk's staff as committee clerks
to provide support to the chairs of the six (6) standing Council committees at such levels and in such
manner as requested by the various committee chairs.

Works with the President and Vice President and the committee chairs to determine what forms of
support are required for each committee and its chair.

Responsible for the scheduling of city council meetings to avoid conflict, to meet time constraints and
deadlines, and to follow the restrictions and rules set out in the city charter, city ordinances, and City
Council rules.

Sets challenging but realistic standards and expectations for committee clerks in their support of
committees and their chairs, and provides appropriate orientation, training, and oversight, with guidance
from the Department of Human Resources, to ensure that all committee clerks provide such support at a
superior level.

Works with committee chairs and committee clerks to obtain the presence at committee meetings of
appropriate city personnel and Newton citizens to provide information on docket items in which such
persons are interested, and to ensure that all background information on docket items is available to such
persons and to the members of the committee.

Overall Council Support

Responsible for ensuring that the needs and requests of all twenty-four members of the City Council are
given the greatest feasible level of professional support to enable them to carry out their council
responsibilities.

Facilitates contacts for councilors with city officials and departments and outside agencies, including
arranging for preparation of written communications to such persons and agencies requesting
information or other assistance and following up, as necessary, on such requests.

Responsible for managing, executing, and administering all legislative business between the City
Council and city departments, other agencies, and the residents of Newton.

Reviews docket items/requests with appropriate Department Heads, as needed, to obtain necessary
history and background and to determine what departmental support is required for the Council's
informed consideration of the item/request.

Works with city council members to determine what research and archival retrieval is necessary or
useful for consideration of docket items, assigns as appropriate to members of the Council Clerk's staff
the conduct of such research and retrieval, and oversees the satisfactory completion of such research and
retrieval.

Provides guidance to the City Council on the proper framing of items for the council docket.
Responsible for ensuring full compliance with all legal requirements with respect to public notice and
other matters pertaining to any meeting of the full Council and of any of its committees.

Responsible for the accurate drafting of Resolutions and Council Orders.

Processes commendations at the request of members of the City Council.

Provides advice to members of the Council on procedures, practices, and policies.

Maintains files and records of all Council actions and plans and organizes Council events.

Works actively with all Departments, Councils and Commissions, and citizen groups in order to provide
advance notification to Council members of important city events and news from City Departments.
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Citizen Services

e Manages and communicates City Council schedules and Council calendar to appropriate city staff,
citizens' groups, and the general public.

e Serves as Chief Citizen Liaison for the Council by ensuring that all members of the Council receive
timely communications to the Council from members of the public.

e Oversees the development and updating of the City Council webpages on the City of Newton’s website
making sure that Dockets, Agendas, and Reports are posted in a timely manner and that information is
up to date and accurate.

e Responsible for maintaining the city’s official meeting posting boards and lobby calendar and makes
sure that notices of meetings are posted in a timely manner.

¢ Provides information to local media outlets to communicate the actions of the City Council to the
general public.

Licenses
e Responsible for the issuance of all licenses and permits issued by or under the authority of the City
Council and for maintaining a complete, accurate, and up-to-date file of all such licenses and permits.

Departmental Management and Leadership
e Appoints and manages the staff of the Council Clerk, including planning, training, oversight, and
evaluation in consultation with the Human Resources Department.
e Develops and manages an annual budget and Capital Improvement Plan for the City Council’s offices
within the guidelines provided by the City.
e Reviews and approves requisitions for the expenditure of funds by the offices of the Council Clerk.

Management Technology

e Responsible for the creation of databases for the complete, accurate, effective, and efficient maintenance
of all licenses authorized by the City Council.

e Responsible for creation of databases for the complete, accurate, effective, and efficient maintenance of
all city council records including, but not limited to: Grants of location, Ordinances, City Council
appointments, Recodification of ordinances, Committee agendas and reports, Water/sewer assessments,
Audio recordings of all meetings of the full Council and Council committees, and Records disposition.

Performs similar or related work as required or directed.

Recommended Minimum Qualifications:

Education, Training and Experience:

Bachelor’s Degree in political science, public administration, business management, records management, public
policy, legal degrees or other related fields; five to seven years of related experience, including a minimum of
three years of supervisory or management experience; or any equivalent combination of education and experience.

Special Requirements:

A valid motor vehicle operator’s license is required.

Ability to be bonded. Ability to obtain a notary public certification within six months of hire.

Ability to be certified as a Commissioner to Qualify Public Officers.

Ability to obtain a Certified Massachusetts Municipal Clerk (CMMC) and/or Certified Municipal Clerk (CMC)
designation within a reasonable period as determined by the City.
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Membership or ability to obtain memberships in the New England Association of City and Town Clerks and the
Massachusetts Town Clerk's Association, and any other related professional association.

Knowledge, Ability and Skill:

Knowledge: Thorough working knowledge of the principles and practices of modern public administration.
Extensive knowledge of modern records management techniques including legal requirements for recording,
retention and disclosure. Knowledge of pertinent Massachusetts General Laws, City Ordinances, and City
Council Rules and procedures relating to departmental operations preferred. Extensive knowledge of
Parliamentary law and procedures is required.

Ability: Ability to remain calm, concentrate and perform all responsibilities in a competent manner at all times.
Able to communicate effectively and efficiently verbally and in writing at all times. Ability to delegate
responsibility and work well with subordinates. Ability to work effectively under time constraints to meet
deadlines. Ability to supervise and coordinate and to establish and maintain effective working relationships with
employees, state and local elected officials, attorneys, developers, and the general public.

Skill: Skill in managing budgets and supervising staff.

Work Environment

Work is performed in an office environment. Majority of work is performed in a moderately noisy work
environment, with regular interruptions. Regularly operates an automobile, a computer, voting machines and
election equipment, telephones, copier, facsimile machine, and other standard office machines. Interacts
frequently with City Councilors, the Mayor, City department heads and officials, state agencies, attorneys,
developers, and the general public.

Has access to department personnel records, and other confidential department-related and City-wide information
which requires the application of appropriate judgment, discretion and professional protocols. Errors could result
in delay and/or loss of department's services, monetary loss, poor public relations for the City, and have significant
legal ramifications.

Physical Requirements

(The physical demands described here are representative of those that must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.)

The work is primarily of an intellectual nature but requires a variety of physical capabilities. While performing
the duties of this job, the employee is frequently required to sit and talk or hear; occasionally required to walk,
use hands, tools, or controls; and reach with hands and arms. The employee must occasionally lift and/or move
up to fifty pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus.
This position requires the ability to operate a keyboard and calculator at efficient speed. The employee must be
able to hear normal sounds, distinguish sound as voice patterns and communicate through human speech.

Performance Standard

Employees at all levels are expected to effectively work together to meet the needs of the community and the
City through work behaviors demonstrating the City’s values. Employees are also expected to lead by example
and demonstrate the highest level of ethics.

(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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CITY OF NEWTON, MASSACHUSETTS
DEPARTMENT OF HUMAN RESOURCES

Telephone (617) 796-1260
Facsimile (617) 796-1272

Ruthanne Fuller, Mayor TDD/tty # (617) 796-1089

Michelle Pizzi O’Brien, M.P.A.
Director of Human Resources

August 12, 2021

Newton City Council
Program and Services Committee

RE:  City Clerk/Clerk of the Council Finalist Interviews 8-17-2021, HR Guidance
Dear honorable members of the City Council,

As you may be aware, the Department of Human Resources has been working closely with the City
Council’s Preliminary Screening Committee (the “PSC”) to conduct a professional recruitment and hiring
process for the position of City Clerk/Clerk of the Council. I recently met with the Programs and
Services Committee to update its members on the work of the PSC and discuss with them the next stages
of the process, which include a formal interview of final candidates before the committee, and the full
council, at their meeting scheduled for Tuesday, August 17, 2021.

The purpose of this letter is to provide you with guidance relating to the process by which an employer
(and its representatives) can professionally and lawfully conduct an employment interview and provide
you with general details for the interviews scheduled for the evening of August 17", This will also
include general tips on conducting employment interviews via a remote platform. I have organized this
communication in the form of Questions and Answers. If any member of the Council planning on
participating in the interviews scheduled for August 17", have any questions following this letter, I
welcome you to contact me at any time in the Human Resources Department. I have listed my contact
information at the bottom of this letter.

I look forward to working with you all and continuing our work to find the best candidate for the position
of City Clerk/Clerk of the Council.

Sincerely,

Michelle Pizzi O’Brien, M.P.A.

Director of Human Resources
(Pronouns she/her/hers)

ENC (2): Interview Schedule
Q&As

Email: mpizziobrien@newtonma.gov
Phone: 617-796-1260
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City Clerk/Clerk of the Council
Final Interviews August 17, 2021

Schedule of Interviews

Nadia Khan (City of Newton)

Karim Abdul Matin (Town of Brookline)

5:00 p.m. Committee meets
5:15 p.m.

6:30 p.m. Short break

6:35 p.m.

7:50 p.m. Short break

7:55 p.m.

9:10 p.m.

Carol Moore (City of Mukilteo, WA)

End interviews, adjourn




City Clerk/Clerk of the Council
Final Interviews August 17, 2021

Human Resources Department General Guidance
Questions and Answers

1. What can | take into consideration when hiring? What questions can | ask? What questions am |
prohibited from asking? Can you give me advice on how to craft interview gquestions?

Interview format/interview questions:

The candidate interview is a vital component of the hiring process. To hire the most qualified candidates,
human resource professionals and hiring managers (and in this case, City Councilors) must be well
informed on how to conduct interviews effectively. Employers must also be aware of federal and state
prohibitions on asking certain types of questions during employment interviews.

For both the employer and the candidate to get the most out of an interview, it is essential to carefully
consider the type of questions to ask. The Programs and Services Committee will ask a list of pre-scripted
questions which have been developed by me, the Chair, and the President of the Council. However, there
will be a 30-minute open period following the scripted questions, where other members of the City
Council may ask questions of the candidates. Despite the importance of preparing questions in advance,
and ensuring they are professional and lawful, the employer should not go into an interview with a list of
ideal answers in mind. It is unlikely that any applicant would come close to providing such answers. A
better approach is to keep in mind ideal characteristics that a successful candidate would possess. You
may have different characteristics but some that were identified by the PSC included leadership,
management experience, communication, and demeanor and poise under pressure, among others.
Determine what you feel are the most important characteristics and contemplate if your questions solicit
responses demonstrating if the candidate holds those traits.

Questioning should also elicit information that will shed light on a candidate's ability to perform the job
effectively. Many experts say it is best to ask open-ended questions ("Tell me about your relationship with
your previous manager or staff; how could it have been improved?") rather than closed-ended questions
requiring only brief specific responses ("How many people reported to you?"). Open ended, experience-
based questions will require the candidate to provide their actual experience, giving you the opportunity to
learn about their career path to date and what professional experiences the candidate has that will help you
make the best hiring decision.

Open-ended questions encourage candidates to provide longer answers and to expand on their knowledge,
strengths, and job experiences. For interviewers, such questions can provide greater insight into a
candidate's ability. They can also help employers gauge an applicant's ability to articulate their work
experience, level of motivation, communication skills, ability to solve problems and degree of interest in
the job.



Legal issues:
That all said, along with crafting quality questions and understanding the interview format (more on that

later), interviewers should become familiar with the types of questions and statements that must be
avoided in any interview.

Provisions of various federal laws affect the types of questions that organizations may ask an applicant
during an employment interview. For example, Title VII of the Civil Rights Act of 1964 prohibits
discrimination based on race, sex (including pregnancy), color, national origin, and religion. The Age
Discrimination in Employment Act of 1967 prohibits questions about a person's age. The wide-ranging
Americans with Disabilities Act of 1990 (ADA) protects qualified individuals with disabilities from
discrimination in employment. The Genetic Information Nondiscrimination Act of 2008 prohibits
employers from collecting and using genetic information.

Employers should also be aware of some of the specific prohibitions contained in the ADA. Employers
may never ask if an applicant has a disability. They may ask only if there is anything that precludes the
applicant from performing—with or without a reasonable accommodation—the essential functions of the
position for which he or she is applying. This topic, if it needs to be addressed, should be handled by your
Newton HR professional.

State laws can be broader in scope than federal laws. For example, federal law does not cover sexual
orientation, but the State of Massachusetts does.

Some questions that appear innocent on the surface may be considered discriminatory. The way they are
phrased is key. Employers should determine in advance of the interview if the information sought by each
question is necessary for assessing an applicant's competence or qualifications for the job (this exercise
has been completed for the initial questions which will be posed by the members of the Programs and
Services Committee). The questions should also be related to the position sought and not include any of
the topics bolded throughout this section.

Even if a particular question would not be barred under federal or state law, it should be omitted it if it is
not essential. Following are examples of questions not to ask during an employment interview:

e AreyouaU.S. citizen?

e Were you born here?

e Where are you from?

e What is your ethnic heritage?

e What is that accent you have?

e How old are you?

e When were you born?

e Are you married?

e Do you have any children? What are your childcare arrangements? (Questions about family status
are not job-related and should not be asked.)

e When did you graduate from high school?

e What church do you go to?

e What personal clubs or organizations do you belong to?

o Have you ever filed a worker's compensation claim? (You may not ask this question or any related
question during the pre-offer stage.)

o What disabilities do you have?



e Do you have any infectious diseases? (There is no acceptable way to inquire about this or any
other medical condition.)

Massachusetts has some of the most progressive and strong anti-discrimination laws in the country, and
for good reason. As it relates to job applicants, Massachusetts employers, including the City of Newton,
are prohibited from discriminating against prospective employees based on:

Race, color, religious creed, national origin, ancestry, sex, gender identity, age (40 and over),
criminal record, handicap (disability), mental illness, retaliation, sexual harassment, sexual
orientation, active military personnel, and genetics.

Questions or consideration of these protected classes, during the interview or during
deliberation, should not be used during the process.

NOTE: Discussing compensation can also be tricky in MA as a result of the Pay Equity Act which went
into effect in 2018. Any discussions regarding compensation should be coordinated by your Newton HR

professional.

2. What if the candidate provides this information during the interview but we did not ask about it?

Candidates very often speak about their personal lives or mention protected information when explaining
why they might want a position (for example, “My partner and I want our children to go to school in
Newton” or “I understand the City cares for diversity and inclusivity in the workplace, that is important to
me as a black woman”). While we may be glad that the candidate is interested in our quality public
school system or our commitment to diversity in the workplace, they have provided, perhaps
unintentionally, their family status and perhaps sexual orientation in the first example and their race and
gender in the second example. We are not able to control what a candidate provides to us as an employer;
however, we should not respond to this with more questions or take that information into consideration
when hiring.

3. What if a member of the Council begins to ask a question that may be concerning based on the
information above? What will happen?

Sometimes, interviewers may not intend to ask a question that might solicit protected information or that
might appear as if we are trying to solicit this information, intentional or not.

Ms. Michelle Pizzi O’Brien has met with Councilor Krintzman, as Chair of the committee and facilitator
of these interviews. Councilor Krintzman has been informed of these prohibitions and both he and the
Director of Human Resources will monitor for questions that could be restricted and if needed, one of
them would step in to stop the questioning.

4. Can you give an example of how that might happen?

Let’s say for example, that a member of the Council had something personal in common with the
candidate. For example, they went to the same church or were a member of a personal advocacy group not
related to their job. Let’s say the Councilor, without intending to solicit protected information said
something like, “We go to the same Church, isn’t that a coincidence? Don’t you just love our church
community?” The Director of Human Resources or the Chair would immediately stop the interaction and



might say something like “I am going to move us on to the next question, the City of Newton does not
take that information into consideration when hiring.” If this happens, please do not feel offended, it is our
job to ensure professional and lawful employment interviews.

5. OK, I understand how to craft an interview guestion but what if the candidate does not fully
understand my question? Or does not answer it fully? What if | have a follow up guestion?

There are times when a candidate does not hear the question fully or understand it. You are welcome to
repeat the question or clarify but should do your best not to provide so much detail that you are answering
the question for the candidate. On the other hand, if the candidate does not provide you enough detail and
you feel you can gain more if you ask a follow up or clarifying question, please feel free to do so, so long
as it is related to the original question and/or their response. Also keep in mind that when asking
questions/follow up questions, there is a time limit for each candidate that the Chair and the Human
Resources Director will be monitoring. For members asking questions during the open period, you should
use the “raise hand” option and the Chair will facilitate the question and answers.

6. When the Council deliberates as a group, is there any difference as to what we can consider or
discuss regarding the candidates?

Under the Massachusetts Open Meeting Law, all of your discussions of each candidate’s qualifications
and “professional competence” as well as the hiring decision must occur in open session. You may
consider and discuss the candidates’ answers to questions posed during the interview as well as any other
information you received from Human Resources regarding each candidate. Because all deliberations
about the professional competence of the candidates must be conducted in public, the Committee
members may not speak to one another separately or express their opinions (verbally or via email, for
example) about any candidate outside of the public meeting.

The only instances that give rise to the Committee’s ability to discuss a candidate in a closed executive
session are to 1) discuss strategy for negotiating with non-union personnel or to actually negotiate an
employment contract and 2) to discuss the “reputation, character, physical condition or mental health” of
an individual. In the event of the latter, the candidate to be discussed in executive session must be
notified in writing and allowed the opportunity to be present.

7. What is the format of the interview?

In implementing an accurate and fair selection method, the employer can select from a variety of
interviewing techniques. The choice depends on considerations such as the nature of the position being
filled, the specific municipal department and the type of information the employer seeks to gain from the
applicant. In this case, because this position reports to, and is appointed by the City Council, the Open
Meeting Law requires that final candidates be interviewed in open session. As you know, the Programs
and Services Committee will hold these interviews, but all members of the council may participate. As of
a result, this is a “structured panel interview,” but, in open session. The meeting must be posted and held
in accordance with the Open Meeting law, and members of the public may join to listen. That said,
members of the public will not be allowed to participate in the interviews since we must ensure that any
questions asked of candidates are lawful and related to the job. As mentioned earlier, the Human
Resources Department has worked with Councilor Krintzman, as Chair of Programs and Services, to
establish structured interview questions that are related to the position and the



experience/training/education of the candidates. These structured questions will be asked by the
Programs and Services Committee of all three candidates. This portion of the interview will last
approximately 30 — 45 minutes, then the Chair will open the final 30 minutes of each interview to other
members of the Council to ask questions. Please be sure to read questions 1 through 5 of this guidance,
so that you can ensure that any question you may ask is lawful and related to the position sought. Also
read question 9 for interviewing tips that can be helpful to use when conducting a remote video interview.

8. What will be part of the final record when the interviewing is done?

All provisions of the Massachusetts Public Records Law apply to this interview process, subject to the
exemptions contained in that law. Once the interviews are completed, resumes of finalists discussed in
open session will be public records. Application materials, including resumes, of candidates that are not
considered in open session, may be withheld from disclosure in response to a public records request.

In addition, detailed minutes of all open meetings will also be subject to public disclosure.

9. Are there any good tips you can share about conducting employment interviews via a remote
platform?

As noted in previous Q&As, the Chair will facilitate this interview process with my support. Candidates
have been asked to join the meeting no earlier than 5 minutes before their start time. When a candidate
joins, the Committee Chair will convert them from an attendee to a participant when their scheduled time
begins. The Chair will welcome each candidate and provide general parameters to each candidate on how
the interview will be conducted. The Chair will not introduce every member of the City Council. The
Department of Human Resources has a full “remote interviewing guide” available, but for the purpose of
this document, listed below are general tips/guidance that can prove helpful for our upcoming interviews:

e If possible, you should make sure that your “zoom tile” has your full name and include
“Councilor.” This helps the candidates know who they are responding to when asked a question.
For example, using my name, I would suggest you name yourself as follows — “Michelle Pizzi
O’Brien, Councilor.”

e Dress professionally, as if you were conducting the interview in person; if possible, wear soft
neutral colors as bright colors can be a distraction during remote video interviews.

e Ensure you workspace is clean, organized and free of distractions, for you or the candidate. The
goal for both the interviewer and the interviewee is to be comfortable and able to focus on sharing
freely and openly to questions asked.

e Make an effort to have good lighting in the room you are in so that the candidates can see you.
Sometimes, bad lighting can result in not being seen on the screen, which can be distracting to the
candidates and other participants.

e While you may choose your background, since this is a professional interview, it is always good to
choose a professional, non-distracting background, assuming you choose a virtual one.

e Check the angle of your camera in advance so you are looking straight into the video and to the
extent possible, look directly into the webcam and maintain eye contact. (expert tip: if possible,
move the tile of the candidate to the top of the screen or as close to the camera as possible, so that
when you are looking at them respond to questions, it appears you are making eye contact. Note
that this is not always possible in certain ZOOM meetings, but it is worth a try. Another expert tip:



if you use speaker view, and others remain muted, this will help you to focus on the candidate as
they speak).

e Speak a bit slower than you would normally would to ensure you can be heard.

e Avoid distractions by keeping your phone off, or on vibrate, turning off other notifications on your
PC or device (like email or pop ups), put a sign on the door so that you are not disturbed during
the interviews.

e Be sure to have a healthy meal before the interviews and keep water nearby. While it is normally
not recommended that you eat during a remote interview (you would not do this in person), the
candidates have been notified that the meeting is quite lengthy and if you feel you need a snack, or
need one for medical reasons, you should always consider your health and safety first, and simply
shut off your screen for a quick snack. Having a glass of water or other nonalcoholic beverage
during the meeting, while on screen is just fine.

e Candidates have also been told that Councilors needing a bathroom break will simply go off
screen. If you need to take a bathroom break, or any break for that matter, while the interview is
underway, there is no need to notify anyone, simply shut off your video and sound and return
when you are ready.

e Do your best to always keep your video on unless you need to take a break.

e Always check your connection in advance, be sure your camera and audio work, consider shutting
down other devices that might draw from your internet connection and shut down other
applications on your PC or device. All of these steps will help to ensure a good connection.

e And as always, stay muted when not speaking. When using speaker view on ZOOM, it will pick
up background sound of those not muted and can be distracting to the interviewers and
interviewees. (expert tip: if you are actively on the ZOOM screen, you can use the space bar to
temporarily unmute yourself. Just hold the bar while you speak, when you release it, you will go
back to being muted).

10. I still have a few more detailed guestions, who can | contact?

If you have questions about the hiring process, please feel welcome to reach out to me directly. The best
method is to email me directly at mpizziobrien@newtonma.gov with questions or with a phone number
where you can be reached. We are happy to support you during this important process.
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Nadia Khan (City of Newton)
Interview time 5:15 p.m.

e Cover letter, resume and employment application
e Professional References

e Writing Samples

e Technology PowerPoint Presentation





















































































Karim Abdul-Matin (‘Town of Brookline)
Interview time 6:35 p.m.
e Cover letter, resume and employment application
e Professional References
e Writing Samples
e Technology PowerPoint Presentation






















































































































Carol Moore (City of Mukilteo, WA)
Interview time 7:55 p.m.
e Cover letter, resume and employment application
e Professional References
e Writing Samples
e Technology PowerPoint Presentation
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