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Administrative Services

All correspondence and activities for the City Administrator and Mayor were completed

and distributed by the Clerk and the Administrative Assistant including the monthly
Information Update.

Freedom of Information Act Requests

i January

® Fiscal YTD

Special Projects

Staff continues to work with REVEL on the Marketing and Communication Plan. The City
marketing website is complete and is awaiting the official launch of the MarCom
sometime in February. Merchandise options with the new marketing logos are in the
review phase and will be ready for sale to coincide with the public launch.

Staff attended the monthly Muskegon Central Dispatch 911 Coordinating Committee
meeting and the Board of Directors meeting via videoconference.

Staff attended the monthly Michigan Municipal Executives (MME) Experience Committee
meeting.



Human Resources

Recruitment and Selection

The City held a full recruitment for the position of Parks and Recreation Supervisor and
received sixty-one (61) applications, including two (2) internal candidates. The City
interviewed the top seven (7) candidates based on qualifications and experience.
Following the interviews, Chase Klairter was appointed to the position. Chase has worked
in the Parks and Recreation Division since 2015.

The City conducted a second round of interviews for the part-time clerical position at the
DPW Facility with five (5) applicants. Following the interviews, an offer was made to and

accepted by Brianna Armstrong. Brianna is expected to begin employment in February.

The City tested four (4) candidates for the open Administrative Assistant position in the
Water/Sewer Division. Interviews will take place in February.

Performance Evaluations and Status Change Forms

During the month of January, the following number of performance evaluations and
status sheets were processed and recorded in personnel files:

Performance Evaluations Status Sheets
Sent 3 40
Returned 7 27
YTD (returned) 29 107

Parks and Recreation

The Norton Shores Youth Hockey season continues to be on hold due to the State
mandated restrictions for COVID 19. Staff is currently busy with winter maintenance and
preparing for spring. This includes planning and preparations for the annual Arts and
Drafts Festival.

City Clerk

Accident and Injury Claim Reports

Accident and injury reports for the month of January:

Type of Claim Number of Claims Fiscal YTD

Liability

Employee Injury




City Boards and Commissions

Agenda packets were prepared and distributed for City Boards and Commissions
meetings. The City remotely held two regular City Council meetings, a Planning
Commission meeting and a work session meeting. Ten items were reviewed along with
monthly reports. Following the meetings, minutes were prepared for approval.
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Elections

On January 21, City Clerk Shelly Stibitz and Administrative Assistant/Deputy Clerk Taylor
Hobby and four election inspectors took part in the State of Michigan’s Risk Limiting Audit
(RLA) of the November 3, 2020 General/Presidential Election. RLAs are used as an efficient
way to confirm the outcome of the election without manually recounting every ballot.
The audit was open to the public and two members of the Muskegon County Board of
Canvassers were in attendance to observe the process. The number of ballots each
jurisdiction pulls for recount is determined by the margin of victory in the contest being
audited. Two teams of two election inspectors of opposing parties pulled a total of 58
randomly selected ballots and recorded all votes cast for the office of President. Once all
ballots were pulled and necessary information recorded, the tally sheet was sent to the
County Clerk for submission to the Bureau of Elections. Although the State has not
reported the overall result of the RLA, Norton Shores’ results for the office of President
were confirmed.

The following represents voter registration data for the month of January:

Voter Registration Statistics
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Employee Benefits

The Clerk met with new Finance Director Chris Lyonnais to review benefit and policy
documents and answer any questions.

Business Registration

As of January 31, there were 448 businesses registered to operate in the City of Norton
Shores. The new Business Registration software has reduced staff time in the Finance
Department greatly in processing payments. A list of registered businesses, solicitors and
approved or pending food trucks can be found on the City’s website.

Activities and Meetings

Clerk’s staff attended the remote Muskegon County Clerk’s Association meeting.

The Clerk and Administrative Assistant met with staff regarding food truck vendor
procedures.



