
 

 

AGENDA 
 

COMMITTEE ON HUMAN RESOURCES/INSURANCE 
 
 
March 05, 2013 5:30 p.m. 
Aldermen Shea, Ludwig, Aldermanic Chambers 
Greazzo, Roy, Levasseur City Hall (3rd Floor) 
 
 
1. Chairman Shea calls the meeting to order. 
 
 
2. The Clerk calls the roll. 
 
 
3. Summary of outstanding arbitrations and grievances submitted by the 

Human Resources Director.  
(Note: Provided for informational purposes only; no action required) 

 
 
4. Delta Dental Annual Report. 

(Note: Provided for informational purposes only; no action required) 
 
 
5. Communication from Denise van Zanten, Library Director, requesting 

that the Accounting Technician position be upgraded to an Accounting I 
position.  
Gentlemen, what is your pleasure? 

 
 
6. Communication from David Paris, Water Works Director, requesting 

that the Watershed Patrolman I be classified at pay grade 15.  
Gentlemen, what is your pleasure? 

 
 
7. Communication from Leon LaFreniere, Planning and Community 

Development Director, requesting the following changes to his 
complement: 

• Eliminate the CIP Manager Position (Planner IV, Grade 23) 
• Create two Planner II Positions (Grade 19) 

Gentlemen, what is your pleasure?  
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8. Report of the Committee on Human Resources/Insurance: 

The Committee on Human Resources/Insurance respectfully 
recommends, after due and careful consideration, that the 
updated FMLA policy be approved.   
(Unanimous vote) 
 

(Note: Referred back to the Committee on Human Resources/Insurance 
by the Board of Mayor and Aldermen on 2/19/2013. A communication 
from the Human Resources Director is attached) 
Gentlemen, what is your pleasure?  

  
 
 
TABLED ITEMS  
(A motion is in order to remove any item from the table.)  
 
9. Solicitation policy submitted by Jane Gile, Human Resources Director.  

(Note: Tabled 12/4/2012) 
 
 
10. Draft ordinances for the position of welfare commissioner submitted by 

Tom Arnold, Deputy City Solicitor.  
(Note: Tabled 12/4/2012) 

 
 
11. If there is no further business, a motion is in order to adjourn. 
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City of Manchester 
City Library 

Carpenter Memorial Building 
405 Pine Street 

Denise M. van Zanten 
Library Director 

Dee Santoso 
Deputy Library Director 

Manchester, New Hampshire 03104-6199 
(603) 624-6550 

Chairman William Shea 
Human Resources and Insurance Committee 
Board of Mayor and Aldermen 
One City Hall Plaza, 
Manchester, New Hampshire 03101 

February 20, 2013 

Dear Chairman Shea, 

·······-·--
' ~rEG lE ~V[E tD 

FEB 2 1 2013 

---------------

I am proposing a change in our library staff complement to better reflect our 
financial and operational procedures. My goal is to upgrade the Accounting Technician 
position to an Accountant I as defined by the city's current job descriptions. Ms. Fran 
Ryan, our Accounting Technician, and I have completed the position review process with 
Human Resources. After reviewing our documentation and conducting the desk audit 
Human Resources agrees that the person in this position is currently performing the 
duties of an Accountant I and is supportive of my request. 

The cost associated with this upgrade to an Accountant I, based on the current 
staff member, would be approximately $5,600 per year. The employee would then be at 
the top of the new pay grade and would only be eligible for longevity and cost of living 
increases going forward. The Trustees also support this request and we will be able to 
absorb this change in our current operating budget. 

I look forward to discussing this request with the committee in the near future. 

se 
Library Director 

cc: Joanne Barrett, Chair, Manchester City Library Board of Trustees 
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Jane Gile 
Human Resources Director 

February 21, 2013 

William Shea, Chair 

CITY OF MANCHESTER 
Human Resources Department 

Human Resources and Insurance Committee 
One City Hall Plaza 
Manchester, NH 03101 

RE: Library Accounting Technician Audit 

Dear Chair Shea: 

At the request Denise van Zanten, Library Director, the HR Analyst conducted a review and 
analysis of the job duties and responsibilities of the Library's sole Accounting Technician (Class 
Specification 2020, Grade 14) position to determine if the duties being performed and the 
responsibilities being exercised by the current Accounting Technician align with the current 
classification or whether the position needs to be upgraded in order to adequately comply with 
the level of work being performed. 

Written documentation was forwarded to HR by the Library Director followed by an interview 
with the Director to review the documentation. The HR Analyst met with the employee in the 
position, conducted a detailed desk audit of her current job functions, duties and responsibilities, 
as well as an analysis ofher experience, knowledge and skills. 

The audit findings confirm that the incumbent is performing the duties and has the 
responsibilities that are consistent with an Accountant I. The audit also confirms that the 
incumbent meets the job requirements for Accountant I. Therefore, based on the findings, the 
Library's complement needs to reflect the position as an Accountant I and the incumbent 
compensated accordingly. 

HR recommends the Library's Accounting Technician, grade 14, be upgraded to an Accountant I 
(Class Specification 2030, grade 16). 

Respectfully submitted, 

1 City Hall Plaza • Human Resources Department • Manchester, New Hampshire 03101 • (603) 624-6543 • 
FAX: (603) 628-6065 

E-mail: HumanResources@ManchesterNH.gov • Website: www.manchesternh.gov 
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• 
City of Manchester, New Hampshire 

Class Specification 

Thltl Is a claR apecltlcatlon and not an Individualized job deacrlptlon. A clau apeclftcatlon defines the 
general chal'8Cter and ecope of N8ponslbllltlel of all positions fn a job claellflcatlon, but It Is not 
Intended to d110rlbe and do• not neceuartly llllt every duty for a given position In a cl ... itlcatlon. 

2020-14 

Performs budget preparation, administmtion and related accounting duties; performs directly related 
work as required. 

The principal function of an employee in this class is to ensure accurate data compilation, budget 
preparatioo and related accounting functions are performed within a City Department. The work is 
performed under the supervision and direction of an assigned supervisor but considerable leeway is 
granted for the exercise of independent judgement and initiative. The nature of the work performed 
requires that an employee in this class establish and maintain effective working relationships with 
other City employees, outside auditors, vendors, business organizations and the public. The 
principal duties of this class are perfonned in a general office environment. 

• Prepares an annual budget, portion of a budget or divisional representation of a budget, 
including preparing proposals, analyzing data, allocating priorities, gathering input from 
key departmental personnel and documenting all decision making; 

• Monitors and prepares specialized reports relating to cost accounting procedures; 
• Posts and balances general and subsidiary accounts; 
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Acc:ountiDg Tec:hnician--2020 Paae2 

• Audits, computes and records financial1r&Dsactions; 
• Posts budget adjustments; 
• Reviews and approves of purchase requisitions for goods and services, including 

conducting cost feasibility studies and making recommendations to Department Head; 
• Supervises accounting personnel in accounts processing and purchasing activities; 
• Prepares specifications for the purchase of goods and services; 
• Monitors financial accounts reports for accuracy; 
• Prepares budget adjustments and determines accounts to be utilized; 
• Compiles data, assembles using Bpmldsheets or related computer applications and 

publishes reports on specialized Departmental operations as requested; 
• Performs grant administration as requested; 
• Provides needed information and demonstrations concerniDg how to perform certain work 

tasks to new employees in the same or similar class of positions; 
• Keeps immediate supervisor and dcsigoated others fully and accurately infonned 

concerning work progress, including present and potential work problems and 
suggestions for new or improved ways of addressing such problems; 

• Attends meetings, conferences, workshops and training sessions and reviews 
publications and audio-visual materials to become and remain current on the principles, 
practices and new developments in assigned work areas; 

• Responds to citizens' questions and comments in a courteous and timely manner; 
• Communicates and coordinates regularly with appropriate others to maximize the 

effectiveness and efficiency of interdepartmental operations and activities; 
• Performs other directly related duties consistent with the role and function of the 

classification. 

• Thorough knowledge of Generally Accepted Accounting Principles; 
• Thorough knowledge of current principles and procedures involved in purchuing within 

a municipality; 
• Substantial knowledge of financial office procedures and practices; 
• Substantial knowledge of the functions of government in a municipality; 
• Substantial knowledge of accounts payable and payroll processes; 
• Substantial knowledge of budget preparation within a municipality; 
• Ability to interpret accounting reports and records and to analyze accounting data for 

control and reporting purposes; 
• Ability to handle confidential and administrative information with tact and discretion; 
• Ability to supervise, train and evaluate the work of others; 
• Ability to communicate effectively with others, both orally and in writing, using both 

technical and non-technical language; 
• Ability to understand and follow oral and/or written policies, procedures and instructions; 
• Ability to prepare and present accurate and reliable reports containing findings and 

recommendations; 
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Accounting Tecboician-2020 Page3 

• 

• 

• 

• 

• 

• 

• 
• 

Ability to operate or quickly learn to operate a personal computer using standard or 
customized software applications appropriate to assigned tasks; 
Ability to use logical and creative thought processes to develop solutions according to 
written specifications and/or oral instructions; 
Ability to perform a wide variety of duties and responsibilities with accuracy and speed 
under the preSS\II'C of time-sensitive deadlines; 
Ability and willingness to quickly learn and put to use new skills and knowledge brought 
about by rapidly changing information and/or technology; 

·:: .. Integri~ ingenui~ and inventi~s in the perfonnance of assigned tasks . 

Graduation from an accredited college or university with an Associate's Degree in 
Accounting; and 
Some experience in Accounting operations within a municipality; m: 
Any equivalent combination of experience and training which provides the knowledge, 
skills and abilities necessary to perform the work. 

• None. 

.; .. _ .. :.· 
: .... ~ 

• Sufficient clarity of speech and hearing or other communication capabilities, with or 
without reasoDable accommodation, which permits the employee to communicate 
effectively; 

• Sufficient vision or other powers of observation, with or without reasoDable 
accommodation, which permits the employee to review a wide variety of written material 
in both electronic and hardcopy; 

• Sufficient manual dexterity with or without reasonable accommodation, which permits 
the employee to operate a personal computer and related equipment; 

• Sufficient personal mobility and physical reflexes, with or without reasonable 
accommodation, which permits the employee to function within the general office 
environment 

Approved by:. _______________ _ Date: ____ _ 
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City of Manchester, New Ha01pshire 
Class Specification 

This II a ciiU apeclflcatlon and not an Individualized Job deacrlptlon. A clan apeclllcatlon defines the 
ganttl'll character and acope of ftMiponslllllltlaa of all poaltlona In 1 Joll cluelftcatlon, but It II not 
Intended to deacrtbe and doa not nac .... rlly Hal avery duty for a given poaltlon In 1 clualflcallon. 

• ' a ;.:•, : ' .~ '.J • 

.i 2030-16 

1.:;· 
. . 

··:··· !,' 

Performs technical accounting, financial recording and analysis duties; perfonns directly related 
work as required. 

The principal function of an employee in this class is to oversee financial operations within an 
assigned area of a City Department The work is performed under the supervision and direction of 
assigned financial or administrative personnel but considerable leeway is granted for the exercise of 
independent judgement and initiative. Supervision may be exercised over the work of employees in 
the class of AccountiDg Technician, Accounting Specialist I and/or Accounting Specialist D. This 
class is distinguished from the class of Accounting Technician by the performance of full monitoring 
and financial oversight responsibilities. The nature of the work performed requires that an employee 
in this class establish and maintain effective working relationships with other City employees, 
outside auditors, business organizations and the public. The principal duties of this class are 
performed in a general office environment. 

:.· .. ... :,. 

• Prepares specialized technical accounting reports, including Balance Sheets, Income 
Statements, Statement of Cash Flows and related; 
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Accountant I-2030 Pagel 

• Reviews and audits postings to the general ledger, balancing and proofing monthly; 
• Performs acoount reconciliation's and related analyses 

Prepares monthly journal entries, posting and reviewing entries; 
• Reviews and verifies the accuracy of transactions and accounting classifications assigned 

to various records; 
• Interfaces with outside auditors to obtain and compile the information needed to expedite 

the annual audit process; 
• Makes year end audit adjustment entries; 
• Maintains and implements intemal controls on computer·based general ledger; 
• Ensures that accounting systems are operating conectly, correcting wrong entries and 

investigating and resolving system problems as they oceur; 
• Installs and maintains systems as adopted by the Board of Mayor and Aldennan to 

monitor budgets, spending practices, pmcbasing controls, and revenues collected; 
• Balances grant revenue and expenditures, reporting compliance to state and federal 

agencies; 
• Audits account receivable processes and collected amounts; 
• Develops appropriate financial control reports for the Department; 
• Provides needed infonnation and demonstrations concerning how to perform certain work 

tasks to new employees in the same or similar class of positions; 
• Keeps immediate supervisor and designated others fully and accurately informed 

concerning work progress, including present and potential woik problems and 
suggestions for new or improved ways of addressing such problems; 

• Attends meetings, conferences, workshops and training sessions and reviews 
publications and audia.visual materials to become and remain current on the principles, 
practices and new developments in assigned work areas; 

• Responds to citizens' questions and comments in a courteous and timely manner; 
• Communicates and coordinates regularly with appropriate others to maximize the 

effectiveness and efficiency of interdepartmental operations and activities; 
• Perfonns other directly related duties consistent with the role and fUnction of the 

classification . 

.. ·~~- -

• Thorough knowledge of Generally Accepted Accounting Principles; 
• Thorough knowledge of financial office procedures and practices; 
• Thorough knowledge of the functions of government in a municipality; 
• Thorough knowledge of accounts payable and payroll processes; 
• Thorough knowledge of budget preparation within a municipality; 
• Ability to interpret accounting reports and records and to analyze accounting data for 

control and reporting purposes; 
• Ability to handle confidential and administrative information with tact and discretion; 
• Ability to supervise, train and evaluate the work of others; 
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Aca!UDtant 1-2030 Page3 

• Ability to communicate effectively with others, both orally and in writing, using both 
technical and non-technical language on municipal fiscal operations; 

• Ability to understand and follow oral and/or written policies, procedures and instructions; 
• Ability to prepare and present accurate and reliable reports containing findings and 

recommendations; 
• Ability to operate or quickly learn to operate a personal computer using standard or 

customized software applications appropriate to assigned tasks; 
• Ability to use logical and creative thought processes to develop solutions according to 

written specifications and/or oral instructions; 
• Ability to perform a wide variety of duties and responsibilities with accuracy and speed 

under the pressure oftimo-sensitive deadlines; 
• Ability and willingness to quickly learn and put to use new skills and knowledge brought 

about by rapidly changing information and/or technology; 
• Integrity, ingenuity and inventiveness in the perfonnance of assigned tasks. 

~.. ~ . : . ... :. ::: 

• Graduation from an accredited college or university with a Bachelor's Degree in 
Accounting; and 

• Some experience in Accounting, preferably within a municipality; m: 
• Any equivalent combination of experience and training which provides the knowledge, 

skills and abilities necessary to perform the work. 

:·: h: -~· )~ ··, ;:;;:;.·if ·,;( -~-·· ·.·.\.· .. : .. _: ··~ ... :· ·.~_;_:_'llklt_irM_".· ....... 0 .. ·:~1. ... .., .. .. : ... ·.· 
.• r •. r !~ . :·. ..:: .,. .,... • • 

: .. ·.· ..• :i 

• None. 

• Sufficient clarity of speech and bearing or other communication capabilities, with or 
without reasonable accommodation, which permits the employee to communicate 
effectively; 

• Sufficient vision or other powers of observation, with or without reasonable 
accommodation, which permits the employee to review a wide variety of written material 
in both electronic and hardcopy; 

• Sufficient manual dexterity with or without reasonable accommodation, which pennits 
the employee to operate a personal computer and related equipment; 

• Sufficient personal mobility and physical reflexes, with or without reasonable 
accommodation, which pennits the employee to function within the general office 
environment 

Approved by: _______________ _ Date:. _ ___ _ 

_, I 

.. .. , 
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