
 

                              
AGENDA 

Committee on Personnel 
Monday, March 9, 2020 @ 4:00 p.m. 

City Council Conference Room 
City Hall 10th Floor 

 
 

Council Member Hussain, Chairperson                   
Council Member Spadafore, Vice Chairperson 
Council Member Wood, Member 
Council Member Garza, Member 
 
1. Call to Order 

 
2. Public Comment on Agenda Items  

 
3. Minutes 

 

 February 17, 2020 
 
4. Discussion/Action: 

 
A.) City Council Administrative Vacancy- Update 

 
B.) RESOLUTION – Adoption of City Council Staff Personnel Rules  

 
C.) RESOLUTION – Council Staff Fringe Benefits Amendments 

 
D.) City Council Internal Auditor Vacancy –Update 

 
5. Adjourn 
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MINUTES 

Committee on Personnel 
Monday, February 17, 2020 @ 4:00 p.m.  
10th Floor Conference Room, City Hall 

 
CALL TO ORDER   
The meeting was called to order at 4:03 p.m. by Chairman Hussain 
 
ROLL CALL 
Council Member Adam Hussain, Chairperson 

Council Member Peter Spadafore, Vice Chairperson 

Council Member Carol Wood, Member 
Council Member Jeremy Garza, Member 
 
OTHERS PRESENT 
Sherrie Boak, Council Staff 
Jim Smiertka, City Attorney 
Lisa Hagen, Assistant City Attorney/Council Research Assistant 
Linda Sanchez-Gazella, HR Director 
 
Minutes 
MOTION BY COUNCIL MEMBER WOOD TO APPROVED THE FEBRUARY 3, 2020 MINUTES 
AS PRESENTED.  MOTION CARRIED 4-0. 
 
Discussion 
City Council Administrative Vacancy 
Temporary Vacancy Update 
Council Staff informed the Committee that Ms. Richmond is currently assisting the office on a 
part time basis.  Her hours are from 1pm – 5pm , Monday – Friday.  In the morning hours she 
is working for Treasury, and the Treasurer has been in conversations with Council Staff on 
flexibility of the schedule if more time is needed.  Ms. Richmond will be with the office until May 
1, 2020. 
 
Finalize Job Posting 
The Committee reviewed the most recent job description and what will be also used for the job 
posting.  Ms. Sanchez-Gazella noted the changes from the original included the details to 
Associates Degree and 3-5 year experience but a high school diploma with experience would 
be accepted.  Council Member Hussain asked how many applications to expect, and Ms. 
Sanchez-Gazella noted it could be up to 75.  It will be listed on the City website, Indeed and 
LinkedIn.  With a cost they can post on MML website as well.  Council Member Hussain stated 
to the Committee that the posting is ready and the dates will be moved up to start on 2/24/2020 
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and close 3/6/2020; internally and externally, with testing on 3/9/2020-3/20/2020 and interviews 
at Committee on 3/27/2020.  Ms. Sanchez- Gazella noted they will do the background checks 
at the time of the interviews.  
 
Position Benefits and Council Fringe Benefits Update (OCA 
Mr. Smiertka referenced material his office submitted to Council Member Spadafore, however 
Council Member Spadafore noted he thought the OCA was waiting on outside counsel so he 
did not forward to the complete Committee.  Council Member Hussain asked Ms. Boak to email 
the documents to the Committee.  Mr. Smiertka briefly went through the documents, and 
confirmed there are two (2) resolutions updating the Council Personnel Rules and latest Fringe 
Benefits.  One resolution would be to amend the rules, eliminating the time bank and no retiree 
health care as of 2/15/2020.  A new employee after 2/15/2020 will not be eligible for membership 
or benefits in employee retirement.  The new employees will be in defined contribution which 
will have a 5% mandatory, 0-6% by employee, and new provision where City can match up to 
6%, totaling the potential for 17%.  Vesting will be 33% in the 1st year, 66% after 2 years, and 
100% after 3 years.    Resolution 2, Mr. Smiertka continued, would be the changes to the 
Personnel Rules. 
 
Other 
Council Member Wood asked for an update on the filling of the recently vacated Internal Auditor 
positions, particularly with the upcoming budget season.  Council Member Hussain confirmed 
they are working with the Administration (2/18/2020) on potential options, making sure the new 
employee has interfacing access to system, but there will be no changes to the job description, 
so they can post and start the process anytime.  Council Member Spadafore asked if they filled 
it with a temporary person, if they had to put that out to bid, and Ms. Sanchez-Gazella noted if 
it was a salary for the time period that would exceed more than $15,000, but to consider if they 
would want temporary considering the confidential information the person would see.  Council 
Member Wood asked about utilizing the retired former Internal Auditor, Jim DeLine.  Council 
Member Spadafore stated they will report back to the Committee after they meet with the 
Administration on 2/18/2020.  He then inquired with Council Member Wood what key tasks she 
would be looking for in the Internal Auditor during the budget season, and she stated the person 
should analyze the budget based on what was submitted in past budgets, along with research 
into the questions by Council Members and answers provided by staff.  The position would need 
to research and work through the budget on the potential unknowns, considering the historical 
nature of the budget the City is currently in.  Council Member Hussain stated that after they meet 
with the Administration, they will report back to the Committee.  Mr. Smiertka briefly cited the 
Charter on the Internal Auditor, and Council shall appoint a qualified person. 
 
Ms. Sanchez-Gazelle recommended Mr. DeLine, the former Council Internal Auditor as a 
temporary option. 
 
ADJOURN   
The meeting was adjourned 4:24 p.m. 
Submitted by, Sherrie Boak, Recording Secretary 
Lansing City Council 
Approved by the Committee on___________________ 
 



 

 

City of Lansing 
Non- Bargaining Unit Job Description 

 
 

Department/Division: City Council 
 
Position Title & Level: Committee Clerk/ Administrative Assistant 25 
 
           POSITION APPOINTED BY CITY COUNCIL AND SERVES AT-WILL. 
 

 
SPECIAL REQUIREMENTS & TRAINING:  Failure to obtain or maintain job required qualifications will 
result in appropriate action consistent with the provision of the Appropriate Personnel Rules. 
 

-Must complete and pass a background check before placement in position. 
-Required to sign a confidentiality agreement upon hire.  
 

JOB SUMMARY: 
 

The City Council Committee Clerk/Administrative Assistant helps facilitate the efficient operations of the 
City Council Office by performing a variety of clerical administrative tasks. 

 
EDUCATION & EXPERIENCE REQUIREMENTS:  The City of Lansing reserves the right to utilize 
equivalencies where deemed appropriate with regard to education and experience requirements. 
 
      _ Associates degree required; High School Diploma will be considered with proven experience.   
 

 Three to five (3- 5) years of experience in an Administrative role working in the public sector, law office or 
for an elected official. 

 
- Proficient in Microsoft Office Suite.  
 
 

 
KNOWLEDGE, SKILLS & ABILITIES REQUIREMENTS: 
 
Ability to keep and maintain confidential information. 
 
Excellent verbal and written communication skills. 
 
Excellent interpersonal and customer service skills. 
 
Proficient in Microsoft Office Suite or related software. 
 
Excellent organizational skills with the ability to prioritize tasks and work independently, under high stress levels, 
and meet tight deadlines. Must be organized, dependable and possess a good work record.  
 
Understanding of clerical procedures and systems such as record keeping, basic accounting and filing. 
 
PHYSICAL CAPACITY REQUIREMENTS: 
 
This position requires the individual through assistance or on their own to sit, listen, speak, hear, finger dexterity, 
feel, push, pull, move files, lift storage boxes, reach and visual acuity. 
 
ENVIRONMENTAL CONDITIONS: Office environment. 

 
 

SBoak
Text Box
Posted 2/24-3/6 Internal/External



 

 

 
 
 
ESSENTIAL POSITION FUNCTIONS: (Reasonable accommodations will be provided, if necessary, for 
individuals with disabilities who can perform the essential job functions with or without reasonable 
accommodations.  Should you need any disability related accommodation in the application and/or 
selection process, please contact the Department of Human Resources). 
  
The essential position functions listed below do not include all functions, which may be found in this 
position as duties, and responsibilities may be added, deleted, or modified at any time. 
 

 Answers phone calls from city employees, residents, and business or property owners. Determines 
how or where best the concern can be handled or which department to refer the call to. 

  

 Lead person to receive visitors and direct them to appropriate departments.  
 

 Assists the Office Manager in stocking and maintaining the office inventory. 
 

 Under the direction of the Office Manager, assembles Committee and Council meeting packets and or 
other packets requested. Responsible for the taking and processing of assigned committee minutes 
and other documents as required. 
 

 Maintains electronic and paper files. 
 

 Assists with scheduling invitation events for City Council members. 
 

 Staff Committee meetings as the recording secretary; assist with scheduling Committee meetings; 
contacts individuals for participation; coordinates logistics for meetings which includes room 
preparation and appropriate clean-up after meetings. 
 

 Prepares and maintains records, lists, indexes and inventories. 
 

 May provide backup duties to the Office Manager as directed. 
 

 Assists the Office Manager with the daily oversight of the City Council offices. 
 

 Performs other administrative and clerical duties as assigned. 
 

 The essential position functions listed below do not include all functions which may be found in this 
position as duties and responsibilities may be added, deleted or modified at any time. 
 
 
 

 
 



























































































 
 

 

 
 

Material Not Available at the time the 
packet was published. 

Please continue to check back for 
updates on this document 
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