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TO: Board of Selectmen 
FR: Town Administrator 
DT: 15 December 2020 
RE: Staffing Plan – CAS replacement 
 
Pursuant to the charge given on November 17th at your Selectmen’s meeting, I have been working on 
plans to fill the positions that are coming vacant due to Chuck Hodgkinson’s retirement on March 1, 
2021. 
 
The town would like to have any new staff undertake two weeks of training with Mr. Hodgkinson 
during February 2021.  This would require the town to advertise and interview applicants in January.  I 
propose to post & advertise January 1st 2021 in the Vineyard Gazette, set a deadline of January 14th at 
5:00 PM for applications to be submitted, and to hold interviews on January 15th starting at 1:00 PM. 
 
The interview committee could be composed of the following five people:  1. Chairman (or their 
designee) of the Conservation Commission & 2. Zoning Board of Appeals, 3.a Selectman, 4. Town 
Administrator & 5. HRB or at-large committee member. 
 
The Committee would recommend appointments to the Board of Selectmen on January 29th or sooner, 
for the February 2nd Selectmen’s meeting.  Training would commence on February 15th for ten work 
days, ending with March 1st, 2020. 
 
The positions filled by Mr. Hodgkinson had been conglomerated into a Grade 11 “Coordinator of 
Administrative Support” a number of years ago.  The current rate is at $50.38/hr. 
 
Titles           Funding 

• Coordinator of Administrative Support – Special Projects  2 ½ hours/week 
• Zoning Board of Appeals – Administrative Assistant  17 hours/week 
• Site Review Committee – Administrative Assistant   - 
• Conservation Commission – Administrative Assistant  15 hours/week 
• Conservation Officer       $5,000 stipend 
• Historical Commission – Administrative Assistant   - 
• Park & Recreation Committee – Administrative Assistant  - 
• Community Preservation Committee – Administrative Assistant 5 hours/week 

 
I have met with members of the boards supported by Chuck Hodgkinson, spoken to island engineers in 
the environmental and zoning areas, I have conversed with the other island town administrators, I have 
solicited staff input, and reviewed the position descriptions used in other towns. 
 
It is clear that Mr. Hodgkinson brought a wide array of high level skills to his various assignments at 
the town offices.  It is unlikely we will find a “rock-star” to replace Chuck as our CAS.   
 
Oak Bluffs is currently advertising a full-time Environmental Planner/Conservation Agent position at 
$70 – 80,000/year ($33-38/hr.).  Edgartown and Tisbury are sharing a full-time Conservation Agent 
that may retire in three years, as well as administrative support in Edgartown.  West Tisbury has a half-
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time Conservation agent, that said they would not be able to add on our job.  Aquinnah does not 
employ Conservation staff. 
 
The previous staff to provide support to the Chilmark Conservation Commission and the ZBA were at 
the Administrative Assistant Grade.  Grade 6 currently starts at $23.85 and ends at $30.35/hr.  The 
basis of placing the Coordinator of Administrative Support at Grade 11 was partly:  the importance of 
his work on special projects, supervision of staff, and his unique skill set.   
 
During our research it has become clear that the Conservation Commission and the Zoning Board of 
Appeals are seeing an increased work load of more complex applications as land use becomes more 
intensive.  Both positions appear to warrant a more professional position than a Grade 6 Administrative 
Assistant.   
 
In particular, the combination of the Conservation Commission Administrative Assistant and 
Conservation Officer require specialized training.  I would propose making the designation of 
Conservation Officer, and its $5,000 annual stipend, contingent on completion of appropriate MACC 
training and successful completion of the preliminary six months of probation, unless the applicant 
brings those skills to the position on hiring. 
  
 In consultation with others I propose that both positions be upgraded to:   

 Zoning Board of Appeals Administrator at Grade 8 ($29-37/hr.).    A. 
 Conservation Commission Administrator at Grade 8 ($29-37/hr.).  B. 

 
These would be two separate year-round part-time benefitted positions with additional duties assigned 
to them (administrative support of other committees – see below).   
 
 
The Town Clerk position has been at 21 hours a week for two decades.  In that time the duties and 
responsibilities have expanded, as well as an increase in registered voters, residents, and town staff 
requiring Town Clerk interaction.   Similar to the CAS, the Town Clerk also fills a number of other 
assignments.   
 

• Town Clerk       21 hours/week 
• Planning Board – Administrative Assistant    14 hours/week 
• Human Resources Board – Administrative Assistant  2 hours/week 
• Cemetery Commission – Administrative Assistant  2 hours/week 
• Website Manager      $10,300/annual stipend 

 
This combination allowed the town to have Town Clerk and Planning Board functions available to the 
public all day each work day. The hours of the Planning Board have been reduced a number of times 
over the last 10 years as subdivision applications have slowed. 
 
The current Town Clerk and I have spent the last two years reviewing these hours.  The new public 
record access laws, new open meeting law, requirement for biennial conflict of interest testing for all 
town staff, boards, and volunteers, and the imposition of Early Voting have all added to the duties of 
the Town Clerk.   
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 The Town Clerk and I propose, in consultation with the Planning Board chairman, that we 

adjust the combination position to be: 
 

 Town Clerk      30 hours/week 
 Planning Board – Administrative Assistant  10 hours/week 
 Website Manager      $10,300 stipend 

 
 I propose that the two new part-time positions be assigned additional duties as follows: 

 
A. Zoning Board of Appeals Administrator – 24 hours/week 

a. Site Review Committee – Administrative Assistant 
b. Housing Committee – Administrative Assistant 
c. Human Resources Board – Administrative Assistant 
d. Historical Commission – Administrative Assistant 

 
B. Conservation Commission Administrator – 22 hours/week* 

a. Conservation Officer/Agent – (pending completion of training & probation) * 
b. Community Preservation Committee – Administrative Assistant 
c. Cemetery Commission – Administrative Assistant 
d. Park & Recreation Committee – Administrative Assistant 

 
 

This configuration should allow the town to  
o attract qualified applicants to positions that require special skills,  
o fill existing administrative needs, and  
o allow for flexibility for future needs of the employees and town. 
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