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ADMINISTRATIVE SERVICES DEPARTMENT

Anthony D. Chandler

Director of Administrative Services/
Assistant to the City Administrator
October 2018



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:

366
H October
i H Fiscal YTD
2 9 6 15 3 14 i 8 4 12
I_—._'_—= T i oo | T T
& o N & & &
& & & W & &
N N R 2 Q Q
f&\- .\b Q 9 e 5
S £ & 3¢
o £ ¢ ¥ 8
& N
v < Qg)

Human Resources

Special Projects:

Staff attended two meetings on the Bicycle and Pedestrian Plan update.
Staff reviewed proposals received for strategic planning.

Staff attended a meeting with the Michigan Economic Development Corporation
(MEDC) regarding the Brownfield Redevelopment Plan for Eastowne.

Staff held a meeting with a prospective buyer/developer of the City-owned Eastowne
lots.

Staff attended the MALMC Tribute to Industry dinner at the Lake House Conference
Center. The City was a sponsor of the dinner.



Staff attended a Safety Committee meeting to review the work-related injuries and
accidents from the prior quarter.

Staff attended several United Way campaign meetings in October.
Staff attended the monthly Muskegon Area First Board of Directors meeting.

Staff attended a meeting with MADL Director Kelly Richards regarding the pending
Storyville development at the Norton Shores Branch library.

Staff attended the monthly Airport Advisory Committee meeting at MKG.

Recruitment and Selection:

The City tested five (5) candidates for the position of Water and Sewer Utility Worker |
in the Public Works Department. Interviews will be conducted in November.

Performance Evaluations and Status Change Forms:

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

Performance Evaluations Status Sheets
Sent 2 10
Returned 7 12
YTD (returned) 25 158
City Clerk’s Office

Accident and Injury Reports:

Accident and injury reports for the month of October:

Type of Claim | Number of Claims | Fiscal YTD
Liability 2 10
Employee Injury 1 2

City Boards and Commissions:

Agenda packets were prepared and distributed for City Boards and Commissions. The
City held two regular City Council meetings, one City Council work session, one Planning
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Commission meeting and one Zoning Board of Appeals meeting, one Brownfield
Authority meeting and one Election Commission meeting in October. Twenty-seven (27)
items were reviewed along with monthly reports. Following the meetings, minutes
were prepared for approval.
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Elections:

Preparations continued for the November 6, 2018 General Election. Clerk’s office staff
sent 756 absent voter ballot applications; received 716 for processing and issued 1,222
ballots to be mailed or distributed in person; recorded the return of 2,974 completed
ballots. The City’s 14 ballot scanners and 10 voter assist terminals were certified for use
on Election Day after being tested for performance and accuracy. Absent Voter reports
were tracked and sent weekly to candidates and groups with proposals on the
November ballot, polling location facilities were contacted and arrangements made for
equipment delivery and pickup, and signs were ordered reminding voters in Precincts 3
& 7 of their 2017 location change. Several new election inspectors joined our team and
78 of 79 trained inspectors were scheduled to work on November 6™,

Voter registration information for the month of October:

Voter Registration Statistics

3460
236 4 H Total
Registered
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Business Registration:

In October four additional businesses were registered bringing the total to 658
businesses known to be operating in the City of Norton Shores. A list of the registered
businesses can be found on the City’s website.



