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The Village of Sleepy Hollow, Illinois

One Thorobred Lane
Sleepy Hollow, lllinois 60118

Village Hall 426-6700 Viltage Clerk 428-2266
Village President 426-6822 Building Department 428-3388

July 5,1988

The Sleepy Hollow Board of Trustees adjourned into Executive Session

at 9:25PM July 5, 1988 for the purpose of discussing Personnell.
Present were President Peterson; Trustees Dayon, Harris, Roberts, Ward:
Terri.Jdersky, and Ellen Wessel.

Peterson submitted an adjusted Office Manager Duty List. Dayon felt
the list should be more defined.

Attention was drawn to McKeown's July 5, 1988 memo to Trustees giving
a brief rundown of Office Personnel and the problems during the past

5 years.

Peterson reported Ron Panning approached Candy Stevens to do water
billing. She does not want more hours. She offered to submit her
resignation so we could hire someone todo all the computer work.
The offer was rejected as Panning does not want to train someone
else at this time.

Terri Jersky and Ellen Wessel submitted an itemized list of phone
calls received from June 23 to July 5 that showed the majority of
the calls could be easily handles by a new employee. Most people
coming into the Hall could also be handle by a new person. They
also presented a cost study of hiring a part time employee as
against a full time employee. Jersky also advised that Panning
told her this month she would be responsible for all the payroll
duties.

Jersky requested that if the Trustees felt there was something
wrong in the Office the Office Personnel should be advised.soothat

things can be adjusted.

Trustees felt all employees should be cross trained, and that the
Office should be open from 8 to 5.

Responding to Dayon's question, Jersky said she spent approximately
85% of her time to do the Water Dept. Dayon stated he felt we
should hire a full time employee for the Water Dept. Jersky would
have to decide if she wanted to do the Water Dept. or be Office
Manager. She chose the later. Clerk will send in an Ad. to the
papers for a General Office/computer Employee



EXECUTIVE SESSION JULY 5, 1988 - 2- (continued)

Both Jersky and new employee would work 40 hour weeks and stagger
hours so the office would be open from 8 - 5, Monday - Friday.

Wessel would still be Police Clerk. She felt this would take her
approximately 20 hours per week. For cross training and payroll
purposes, she would be considered 75% Police and 25% General.

Clerk McKeown would represent the Office Personnel in frontsof:the
Board

Harris moved with a second from Roberts to adjourn the meeting.
Meeting adjourned at 10:10PM

espectfully Submitted

Janet MCKeown 42;@z<53\—/
village clerk
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