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Medford City Council 

Medford, Massachusetts 
  

Committee of the Whole, January 13, 2026 
  

City Council 
 

Isaac B. “Zac” Bears 
Anna Callahan 
Emily Lazzaro 
Matt Leming 
Liz Mullane 

George A. Scarpelli 
Justin Tseng 

  
This meeting will take place at 6:00 P.M. in the City Council Chamber, 2nd Floor, 
Medford City Hall, 85 George P. Hassett Drive, Medford, MA and via Zoom. 
 
Zoom Link: 
https://us06web.zoom.us/j/86107076330?pwd=Bh0K5GiVUtX8gdDU4rtlGE4Xg88agZ.1 
Call-in Number: +19292056099,,86107076330#,,,,*833520# 
Live: Channel 22 (Comcast), Channel 43 (Verizon), YouTube, and medfordtv.org. 
 
To submit written comments, please email ccmembers@medford-ma.gov.  

CALL TO ORDER & ROLL CALL 

ACTION AND DISCUSSION ITEMS 

26-011 - Offered by George Scarpelli, City Councilor, Isaac Bears, Council 
President 

Resolution to Conduct Comprehensive Review of Ambulance/EMS Contract 
Negotiation and Transition  

25-189 - Offered by Isaac Bears, Council President 
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Amendment to Chapter 2, Article V, Division 2 - Medford Standard Compensation 
Ordinance  

25-149 - Offered by Isaac Bears, Council President 

Resolution to Establish a Recruitment and Hiring Process for the City Clerk  

Adjournment 
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Medford City Council 
Medford, Massachusetts 

 
MEETING DATE  SPONSORED BY 

January 13, 2026   George Scarpelli, City Councilor, 
Isaac Bears, Council President  

  
AGENDA ITEM 

26-011 - Resolution to Conduct Comprehensive Review of Ambulance/EMS Contract Negotiation 
and Transition 

  
FULL TEXT AND DESCRIPTION 

WHEREAS; the City of Medford has entered into a new ambulance service contract representing a 
significant change in public safety service delivery; and 
 
WHEREAS; questions have been raised regarding the negotiation process, financial management, terms 
of service levels, and cost implications of this transition; and 
 
WHEREAS; the City Council has a fiduciary responsibility to ensure taxpayer funds are used efficiently 
and public safety standards are maintained; now therefore: 
 
Be it Resolved that the Medford City Council hold a Committee of the Whole Meeting to conduct a 
comprehensive review of the ambulance service contract negotiation process and transition. 

  
RECOMMENDATION 
 

  
FISCAL IMPACT 
 

  
ATTACHMENTS 

None 
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• Sec. 2-935 – Medford Standard Compensation Ordinance 

This Chapter shall be known as the "Medford Standard Compensation Ordinance." The 
purpose of this Chapter is to assure that employees of the City of Medford building service 
contractors and subcontractors earn an hourly wage that is needed to support a family of 
four and to promote labor peace in building service work contracted by the City of Medford. 

• Sec. 2-936 - Definitions. 

For the purposes of this Chapter, the term: 

(a) "Applicable Department" means the Procurement Department, with the advice and 
assistance of the appropriate department which receives the services, for Covered 
Building Service Employers who contract or subcontract with the City of Medford and 
includes the Medford Public Schools Department for Covered Building Service Employers 
who contract or subcontract with the Medford Public Schools Department. 

(b) "Person" means one or more of the following or their agents, employees, servants, 
representatives, and legal representatives: individuals, corporations, partnerships, joint 
ventures, associations, labor organizations, educational institutions, mutual companies, 
joint-stock companies, trusts, unincorporated organizations, trustees, trustees in 
bankruptcy, receivers, fiduciaries, and all other entities recognized at law by the 
Commonwealth of Massachusetts. 

(c) "Building Service Contract" means a contract let to a contractor by the City of Medford 
for the furnishing of security or janitorial building services, to or for the City, except 
contracts where services are incidental to the delivery of products, equipment or 
commodities. A contract for the purchase or lease of goods, products, equipment, 
supplies or other property is not a "building service contract" for the purposes of this 
definition. 

(d) "Building Service Subcontract" means a subcontract primarily for the furnishing of 
security or janitorial building services, except where services are incidental to the delivery 
of products, equipment or commodities. A contract for the purchase or lease of goods, 
products, equipment, supplies or other property is not a "building service subcontract" for 
the purposes of this definition. 

(e) "Covered Janitorial Service Employee" means any person performing janitorial building 
service work for a Covered Building Service Employer, either directly or through a contract 
or subcontract. 
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(f) "Covered Security Service Employee" means any person performing security building 
service work for a Covered Building Service Employer, either directly or through a contract 
or subcontract. 

(g) "Janitorial Building Services" or " Janitorial Building Service Work" means janitorial 
duties such as, but not limited to: cleaning and restocking bathrooms; floor cleaning, 
servicing, and maintenance for attached carpeting, hard surfaces, and walk-off mats at all 
facility entrances (e.g., vacuuming, washing, sweeping, stripping, waxing, buffing); 
cleaning of furniture, fixtures, and interior building surfaces (e.g., dusting, washing, and 
periodic steam cleaning); all related activities under the other Facilities Management and 
Maintenance Standards (FMMS), such as Solid Waste Management and Integrated Pest 
Services; use of green cleaning procedures and practices in compliance with all applicable 
standards. 

(h) “Security Building Services" or " Security Building Service Work" means any duties such 
as, but not limited to: securing premises and personnel by patrolling property; inspecting 
buildings, equipment, and access points; monitoring of surveillance equipment; 
investigating disturbances and notifying tenant agency staff and/or police or fire 
departments in cases of emergency; monitoring and authorizing entrance and departure of 
employees, visitors, and other persons to guard against theft and maintain security of 
premises; incident reporting or maintaining a log of activities and irregularities, such as 
equipment or property damage, theft, presence of unauthorized persons, or unusual 
occurrences; vehicle patrols; inspection; responding to incidents requiring de-escalation 
and/or physical intervention. 

(i) “Labor peace agreement” means an agreement between a covered employer and a 
labor organization that seeks to represent employees who perform one or more classes of 
work to be performed pursuant to a building service contract or subcontract, where such 
agreement: (1) requires that the Covered Building Services Employers and the labor 
organization and its members agree to the uninterrupted delivery of services to be 
rendered pursuant to this contract and to refrain from actions intended to or having the 
effect of interrupting such services; and (2) includes any other terms agreed to by the 
parties, which may relate to, but need not be limited to: (i) alternate procedures related to 
recognizing the labor organization for bargaining purposes, (ii) public statements, (iii) 
workplace access, and (iv) the provision of employee contact information. The term “labor 
peace agreement” may include a collective bargaining agreement that is in effect. 

(j) “Labor organization” has the same meaning as set forth in subdivision (5) of section 152 
of title 29 of the United States Code. 
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(k) "Covered Building Service Contractor" or "Covered Building Service Employer" means 
an entity providing Building Services on a Covered Building Service Contract or subcontract 
with the City or any of its departments or subdivisions. 

(l) "Standard Compensation" has the meaning stated in Section 2-937. 

•  Sec. 2-937 - Standard Compensation. 

(a) Applicability. Covered Building Services Employers shall pay no less than the standard 
compensation to covered janitorial and security service employees. 

(b) Standard Compensation shall include the standard hourly rate of pay for the relevant 
classification. 

(c) Amount. 

(i) The "Standard Hourly Rate of Pay" for Covered Janitorial Service Employees shall 
be the following: 

(1) The prescribed rate of wages as determined by the director of the 
department of labor standards pursuant to section 27H of chapter 149 of the 
General Laws of Massachusetts. 

(ii) The "Standard Hourly Rate of Pay” for Covered Security Service Employees shall 
be the greatest of the following: 

(1) The prescribed rate of wages as determined by the director of the 
department of labor standards pursuant to section 3 of chapter 195 of the 
Massachusetts Acts of 2014; or 

(2) The hourly rate paid to workers in the relevant classification under a 
preceding building service contract; or 

(3) The hourly rate paid to workers in the relevant classification under the 
active collective bargaining agreement covering the largest number of 
security guards in the Commonwealth of Massachusetts, so long as the 
agreement covers at least 500 workers.  

(v) "Standard Benefits" for Covered Janitorial Service Employees shall be an hourly 
supplement furnished by a Covered Building Service Employer to a Covered 
Janitorial Service Employees in one of the following ways: (1) in the form of health 
and other benefits (not including paid leave) that cost the Covered Building Service 
Employer the entire required hourly supplemental amount; (2) by providing a portion 
of the required hourly supplement in the form of health and other benefits (not 
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including paid leave) and the balance in cash; or (3) by providing the entire 
supplement in cash. The required hourly supplemental rate shall be equal to the 
greatest of the following: (1) the monetary value of the health and other benefits (not 
including paid leave) provided under the prescribed rate of wages as determined by 
the director of the department of labor standards pursuant to section 27H of 
chapter 149 of the General Laws of Massachusetts; or (2) twenty percent of the 
standard hourly rate of pay.  

(vii) "Standard Benefits” for Covered Security Service Employees shall be an hourly 
supplement furnished by a Covered Building Service Employer to a Covered 
Building Service Employee in one of the following ways: (1) in the form of health and 
other benefits (not including paid leave) that cost the Covered Building Service 
Employer the entire required hourly supplemental amount; (2) by providing a portion 
of the required hourly supplement in the form of health and other benefits (not 
including paid leave) and the balance in cash; or (3) by providing the entire 
supplement in cash. The required hourly supplemental rate shall be equal to the 
greatest of the following: the monetary value of the health and other benefits (not 
including paid leave) provided under the prescribed rate of wages as determined by 
the director of the department of labor standards pursuant to section 3 of chapter 
195 of the Massachusetts Acts of 2014; or (2) twenty percent of the standard hourly 
rate of pay. 

(viii) For the purposes of this section, "benefits" shall not include workers 
compensation or other legally mandated insurance, or any other benefit the 
Covered Building Service Employer is required to provide under federal, state or 
local law, nor shall it include the value of any benefit for which the Covered 
Janitorial or Security Service Employee is eligible, but for which no payment is 
actually made by a Covered Building Service Employer to the Covered Janitorial or 
Security Service Employee or to any other party on the Covered Janitorial or Security 
Service Employee's behalf, because the Covered Janitorial or Security Service 
Employee either does not actually utilize or does not elect to receive the benefit for 
any reason. 

•  Sec. 2-938 - Notification Requirements. 

All Applicable Departments shall provide in writing an explanation of the requirements of 
this Chapter in all requests for bids for building service contracts as defined by this 
Chapter. All persons who have signed a building service contract with the City of Medford 
shall forward a copy of such requirements to any person submitting a bid for a subcontract 
on the contract. 
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All Covered Building Service Contracts and all solicitations for Building Services issued by 
the City of Medford or any of its departments or subdivisions, shall contain a provision 
indicating the number of hours or work required and stating the Standard Compensation 
for the relevant classification that is applicable to the Covered Janitorial or Security Service 
Employees and shall contain a stipulation that the Covered Janitorial or Security Service 
employees shall be paid not less than the Standard Compensation for the relevant 
classifications. 

All requests for proposals or other solicitations and all specifications for building service 
work, shall include specific reference to this chapter, shall state the required number of 
hours, and shall require prospective building service contractors to submit pricing on a 
standard worksheet furnished by the City that specifies the components of hourly pricing 
for the duration of the contract. 

• Sec. 2-939 - Duties of Covered Employers and Applicable Departments. 

(a) Notification Requirements. Covered employers and Covered Building Service 
Employers shall provide each Covered Employee with a fact sheet about this Chapter and 
shall post a notice about the Chapter in a conspicuous location visible to all employees. 
The fact sheet and poster shall be provided to the Covered Employer by the Applicable 
Department and shall include: 

(1) Notice of the Standard Compensation requirements; 

(2) A summary of the provisions of this Chapter; 

(3) A description of the enforcement provisions of the Chapter; 

(4) The name, address, and phone number of a person designated by the 
Procurement Office  to whom complaints of noncompliance with this Chapter 
should be directed. 

(b) Building Service Contract. At the time of signing a Covered Building Service Contract, 
the contract must include the following: 

(1) A local contact name, address, and phone number for the Covered Building 
Service Employer; 

(2) A written commitment by the Covered Building Service Employer to pay all 
Covered Employees not less than the Standard Wage if applicable, as subject to 
adjustment under this Chapter and to comply with the provisions of this Chapter; 

(3) A list of Covered Janitorial or Security Service Employees under the contract with 
the employees' job titles; 
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(4) A list of all subcontracts either awarded or that will be awarded to the Covered 
Building Service Employer. Upon signing any subcontracts, the Covered Building 
Service Employer shall forward a copy of the subcontract to the Applicable 
Department. 

(c) Maintenance of payroll records. Each Covered Building Service Employer shall maintain 
payrolls for all Covered Janitorial or Security Service Employees and basic records relating 
thereto and shall preserve them for a period of three years. The records shall contain the 
name and address of each employee, the job title and classification, the number of hours 
worked each day, the gross wages, deductions made, actual wages paid, and copies of 
social security wage and withholding reports, and evidence of payment thereof and such 
other data as may be required by the Procurement Department from time to time. 

(d) Payroll reporting. Every six months, a Covered Building Service Employer, shall file with 
the City a complete certified payroll showing the Covered Building Service Employer's 
payroll records for each Covered Janitorial or Security Service Employee. Upon request, 
the Covered Building Service Employer shall produce for inspection and copying the 
payroll records for any or all applicable Covered Janitorial or Security Service Employees 
for the prior three-year period.(e) 

(e) Procurement Department duties. The Procurement Department shall cause 
investigations to be made as may be necessary to determine whether there has been 
compliance with this Chapter. The Procurement Department shall report the findings of all 
such investigations to the Applicable Department Website. 

(f) Covered Building Service Employer to cooperate. The Covered Employer shall submit 
payroll records on request to the Applicable Department. The Covered Employer shall 
permit City representatives to observe work being performed upon the work site, to 
interview employees and to examine the books and records relating to the payrolls being 
investigated to determine payment of wages.  

(g) Transitional Employment Period. The City shall give advance notice to a Covered 
Building Service Contractor and any collective bargaining representative of the Covered 
Building Service Contractor that a Covered Building Service Contract will be terminated, 
and the City shall also provide the name, address, and telephone number of the successor 
Covered Building Service Contractor or contractors where known. The terminated Covered 
Building Service Contractor shall, within five days after receipt of such notice, provide to 
the successor Covered Building Service Contractor, the name, address, date of hire, and 
employment occupation classification of each employee employed at the site or sites 
covered by the building service contract at the time of receiving said notice. If a successor 
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Covered Building Service Contractor has not been identified by the City be the end of the 
five-day pay period, the terminated Covered Building Service Contractor shall provide the 
information to the City, at the same time that the terminated contractor shall provide each 
affected employee with notice of his/her right to obtain employment with the successor 
Covered Building Service Contractor. 

A successor Covered Building Service Contractor or subcontractor where applicable shall 
retain for a ninety-day transitional employment period all employees who were employed 
by the terminated Covered Building Service Contractor and its subcontractors at the 
building(s) covered by the terminated contract. If at any time the successor Covered 
Building Service Contractor determines that fewer employees are required to perform the 
new service contract than had been performing such services under the terminated 
contract, the successor Covered Building Service Contractor shall retain the employees by 
seniority within job classification. Except for such layoffs, during the ninety-day transition 
period, the successor Covered Building Service Contractor shall not discharge without 
cause an employee.  During the ninety-day transition period, the successor Covered 
Building Service Contractor shall maintain a preferential hiring list of those employees not 
retained from which the successor contractor or its subcontractors shall hire additional 
employees.  At the end of the transition period, the successor employer shall perform a 
written performance evaluation for each service employee retained under this section. If a 
service employee’s performance during this transition period is satisfactory, the successor 
employer shall offer the service employee continued employment under terms and 
conditions established by the successor employer. 

(h) No later than 30 days after the effective date of this ordinance, all building service 
contracts, subcontracts or portions of contracts or subcontracts that fail to conform to the 
requirements of Secs. 2-935–40 shall be reopened for proposals that comply with the 
requirements of G.L.C. 30B and Secs. 2-935–40. No later than 30 days after the selection 
of a compliant bid, the City department or subdivision shall terminate the nonconforming 
contract by delivering to the Building Service Contractor or Subcontractor notice of 
termination specifying the extent of termination and the effective date. 

(i) The Applicable Contracting Department shall not be required to provide a building 
service contractor or subcontractor with the option to renegotiate or cure the terms of the 
nonconforming contract or subcontract prior to the reopening for proposals or the 
subsequent termination. 

•  Sec. 2-940 Labor Peace 
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(a) No later than 90 days after the award or renewal of a building service contract or 
approval of a building service subcontractor, such Covered Building Service Contractor or 
Subcontractor, shall either: 

(1) submit an attestation to the Applicable Department, signed by one or more labor 
organizations, as applicable, stating that the covered employer has entered into 
one or more labor peace agreements with such labor organizations, and identify: (i) 
the classes of covered employees covered by the labor peace agreements, (ii) the 
classes of covered employees not currently represented by a labor organization and 
that no labor organization has sought to represent, and (iii) the classes of covered 
employees for which labor peace agreement negotiations have not yet concluded; 
or 

(2) submit an attestation to the Applicable Department stating that the covered 
employer's covered employees are not currently represented by a labor 
organization and that no labor organization has sought to represent such covered 
employees. 

(b) Where a labor organization seeks to represent the Covered Employees of a Covered 
Building Service Contractor or Subcontractor after the expiration of the 90-day period 
following the award date of the building service contract or the approval of a building 
service subcontractor, and the labor organization has provided notice to the contracting 
agency and the Covered Building Service Contractor or Subcontractor regarding such 
interest, the Covered Building Service Contractor or Subcontractor shall then submit an 
attestation signed by the labor organization to the Applicable Department no later than 90 
days after the date of notice stating that it has entered into a labor peace agreement with 
such labor organization or that labor peace agreement negotiations have not yet 
concluded. 

• Sec 2-941 - Enforcement. 

(a) Enforcement powers. In order to enforce this Chapter, the Applicable Department may, 
with the approval and assistance of the City Solicitor, issue subpoenas, compel the 
attendance and testimony of witnesses and production of books, papers, records, and 
documents relating to payroll records necessary for hearing, investigations, and 
proceedings. In case of failure to comply with a subpoena, the City may apply to a court of 
appropriate jurisdiction for an order requiring the attendance and testimony of witnesses 
and the productions of books, papers, records, and documents. Said court, in the case of a 
refusal to comply with any such subpoena, after notice to the person subpoenaed, and 
upon finding that the attendance or testimony of such witnesses or the production of such 
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books, papers, records, and documents, as the case may be, is relevant or necessary for 
such hearings, investigation, or proceedings, may issue an order requiring the attendance 
or testimony of such witnesses or the production of such documents and any violation of 
the court's order may be punishable by the court as contempt thereof. 

(b) Complaint procedures. An employee or former employee who believes that he or she is 
or has been a Covered Janitorial or Security Service Employee or an applicant for a position 
to be filled by a Covered Janitorial or Security Service Employee, or any organization 
representing such an employee, former employee, or applicant, who believes that an 
employer is not complying with requirements of this Chapter applicable to the employer 
may file a complaint with the Applicable Department or with the Community Advisory 
Board. Complaints of alleged violations may also be filed by concerned citizens or by the 
City Council. Complaints of alleged violations may be made at any time, but in no event 
more than three years after the last date of alleged violation, and shall be investigated 
promptly by the Applicable Department. Statements written or oral, made by an employee, 
shall be treated as confidential and shall not be disclosed to the Covered Employer 
without the consent of the employee. 

(c) Investigations and hearings. The Applicable Department shall investigate the 
complaint, and may, in conjunction with the City Solicitor, and in accordance with the 
powers herein granted, require the production by the employer of such evidence as 
required to determine compliance. Prior to ordering any penalty the applicable 
Department shall give notice to the employer and conduct a hearing. If at any time during 
these proceedings, the employer voluntarily makes restitution of the wages not paid to the 
employee making the complaint and to any similarly situated employees, by paying all 
back wages owed plus interest at the average prior year Massachusetts passbook savings 
bank rate, or otherwise remedies the violation alleged if the violation involves matters 
other than wages, then the Applicable Department shall thereafter dismiss the complaint 
against the employer. 

(d) Remedies. In the event that the Applicable Department, after notice and hearing, 
determines that any Covered Employer has violated the provisions of this Chapter, the 
Applicable Department may order any or all of the following penalties and relief: 

(1) Fines up to the amount of five hundred dollars for each Covered Janitorial or 
Security Service Employee for each day that the Covered Building Service Employer 
is in violation of this Chapter, except if the violation was not knowing and willful, 
then the total fine shall not exceed the amount of double back wages plus interest 
owed; 
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(2) Suspension of ongoing contract and subcontract payments; 

(3) Ineligibility for future City contracts for up to three years beginning when all 
penalties and restitution have been paid in full. In addition, all Covered Building 
Service Employers having any principal officers who were principal officers of a 
barred Covered Building Service Employer shall be ineligible under this section; and 

(4) Any other action deemed appropriate and within the discretion and authority of 
the city. Remedies in this section shall also apply to the party or parties aiding and 
abetting in any violation of this Chapter. 

(e) Private right of action. Any Covered Janitorial or Security Service Employee, or any 
person who was formerly employed by a Covered Building Service Employer, or any 
organization representing such an employee or former employee, may bring an action to 
enforce the provisions of this Chapter to recover back pay and benefits, attorney's fees and 
costs, by filing suit against a Covered Building Service Employer in any court of competent 
jurisdiction. 

(f) Remedies herein non-exclusive. No remedy set forth in this Chapter is intended to be 
exclusive or a prerequisite for asserting a claim for relief to enforce the right granted under 
this Chapter in a court of law. This Chapter shall not be construed to limit an employee's 
right to bring a common law cause of action for wrongful termination. 

(g) Retaliation and discrimination barred. A Covered Building Service Employer shall not 
discharge, reduce the compensation or otherwise retaliate against any employee for 
making a complaint to the City, otherwise asserting his or her rights under this Chapter, 
participating in any of its proceedings or using any civil remedies to enforce his or her rights 
under the Chapter. The City shall investigate allegations of retaliation or discrimination and 
shall, if found to be true, after notice and a hearing, order appropriate relief as set out in 
paragraphs (c) and (d) herein.  

•  Sec. 2-942  - Severability. 

In the event any provision of this Chapter shall be held invalid or unenforceable by any 
court of competent jurisdiction, such holding shall not invalidate or render unenforceable 
any other provisions hereof. 
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Medford City Council 
Medford, Massachusetts 

 
MEETING DATE  SPONSORED BY 

January 13, 2026   Isaac Bears, Council President 
 
  
AGENDA ITEM 

25-149 - Resolution to Establish a Recruitment and Hiring Process for the City Clerk 
  
FULL TEXT AND DESCRIPTION 

Whereas, City Clerk Hurtubise has informed the City Council that he will resign from his position as 
City Clerk effective December 31, 2025; and, 
 
Whereas, the City Council thanks Clerk Hurtubise for his years of dedicated service to the residents 
of the City of Medford and to this City Council; and, 
 
Whereas, the City Council President has worked with the City Solicitor and Director of Human 
Resources to outline a recruitment and hiring process for the appointment of a City Clerk for the City 
of Medford; now, therefore: 
 
Be it Resolved by the Medford City Council that we adopt the following process for recruitment and 
hiring of a City Clerk. 
 
Recruitment and Hiring Process for City Clerk 
 
Step 1: Human Resources Requisition Form 

• The City of Medford Human Resources Department will develop a job description for the 
position of City Clerk with minimum and preferred qualifications and attributes for review and 
approval of the City Council and Mayor. 

• Timeframe: Completed. Description attached. 

 
Step 2: Advertisement of Position  

• The position will be posted on the City’s website and advertised externally as with all 
department head positions and on specific industry sites such as Massachusetts Municipal 
Association, Betterteam, and specialty sites if applicable. 
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• Timeframe: job posting will remain active on the City’s website for a minimum of two weeks. 
If there is not enough interest in the position, we will keep it open until filled. 

• After the two-week period, the position will be closed in BetterTeam, unless it becomes 
designated as “open until filled,” in which case it will remain open until sufficient qualified 
candidates have applied, then it will be closed. 

• Human Resources will be responsible for reviewing applications received on BetterTeam. The 
City Council President will have access to those applicant submissions that meet the minimum 
qualifications and requirements of the position. 

 
Step 3: Interview Process   

• The City Council President and Director of HR will review all applications and finalize a list of 
candidates to interview who meet the minimum requirements of the position. This list will be 
provided to the HR Coordinator for scheduling of interviews. 

• All names of candidates selected for interview will be kept confidential at this stage of the 
process.    

• Initial interviews are conducted by the Chief of Staff, Director of Diversity, Equity and 
Inclusion, Elections Manager, and City Council designee. 

• Specific questions and/or scenario questions prior to the 1st interview must be developed for 
approval by the Director of HR and DEI Director with input from City Council President 
prior to approval.   

• All candidates selected for interviews will be asked the same standard questions. 
• The DEI Director will formulate the Interview Grid associated with the interview questions 

prior to the interviews. 
• A calendar invitation by the HR Coordinator will be sent to all interviewers which will include 

a copy of the finalized interview grid/scoring sheet, questions, and applications/resumes of 
those being interviewed. 

• Following the interview process, all documentation and scoring sheeting will be collected and 
tabulated by HR and kept on file. 

• The HR coordinator will contact those candidates selected for a second interview and 
schedule the time for the second interview.  

• The second interviews will be conducted by the Director of HR and an interview panel which 
will include a City Council designee, Building Commissioner, and City Solicitor.  

• Specific questions and/or scenario questions prior to the 2nd interview must be developed for 
approval in the same manner as the 1st round process.   

• All candidates selected for second interviews will follow the same process as 1st round. 
• The top-ranking 3 candidates will be notified of their selection, and after a reference check, 

their names will be made public and submitted to the City Council for action. 

 
Step 4: City Council Appointment 

• Once the final candidates are selected, HR will schedule final interviews before the City 
Council. 

• The City Council will appoint one of the candidates by majority vote. 
• A Conditional Offer is issued to the person appointed by the City Council by the Director of 

HR at Salary Step 1, subject to education and experience, and a CORI will be conducted. 
• Required Education/License Credentials will be collected during the onboarding process. 
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• Upon receiving satisfactory results of all conditions, the candidate will be required to complete 
the onboarding process. 

  
RECOMMENDATION 
 

  
FISCAL IMPACT 
 

  
ATTACHMENTS 

1. Job Description - City Clerk 
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City of Medford – Job Description - City Clerk 

Position Title: City Clerk FLSA (Ex/Non-Ex): Exempt 
Department/Division: City Clerk’s Office Reports To: See Supervision 
Salary Range: See Salary Grade Scale Union/Grade: Non-Union/CAF-19 
HR Contract: Human Resources Office/204 HR Telephone: 781-475-5640

POSITION OVERVIEW: 
The City Clerk is the official keeper of records for the city including but not limited to, Vital Statistics (birth, 
marriage, and death certificates), City Council records, Ordinances and other official documents. 

ESSENTIAL FUNCTIONS: The essential functions or duties listed below are intended only as illustrations of the various
types of work that may be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or a logical assignment to the position. 
 Serves as Clerk to the City Council and to all Council Committees.
 Creates and maintains City Council agendas and records; attends all City Council and committee

meetings and creates public records of events; functions as liaison between various municipal
departments and City Council.

 Serves as the City’s frontline customer service department for residents and visitors seeking vital
records, information, or comparable documentation.

 Registrar of Vital Statistics for the City; oversees and participates in the creation, maintenance,
recording, and issuance of certified copies of birth, death and marriage certificates, submits reports
to the state and other authorities as required.

 Responsible for the receipt, recording and maintenance of all official public records including road
layouts, general and zoning bylaws, personnel bylaws, ordinance bylaw, business certificates,
professional registrations, conflict of interest disclosures, historical records, meeting minutes of
municipal boards and committees, etc.

 Responsible for updating City Administration and City Website, recording all updated ordinances,
charter review and muni codes.

 Works with the Director of Human Resources on all personnel issues as they relate to the Clerk’s
Office including, but not limited to, coaching, training, supervisory, personnel discipline, etc.

 Responsible for the development and implementation/organization of management practices
regarding the management of filing or storage of official municipal documents.

 Assists in managing FOIA requests as needed.
 Serves as the “Keeper of the Seal”; seals and attests by signature, to local ordinances, resolutions,

contracts, easements, bonds, and other documents requiring City certification.
 Administers the oath of office for all municipal officials, keeping records of oaths, bonds,

resignations, etc.
 Conducts genealogy research, notarizes documents, records and certifies cemetery deeds, records

pole hearings and pole locations in record book, certifies paperwork for pole hearings.
 Performs marriages in accordance with laws and policy.
 Performs other related job duties as required by law, City Council, Mayor or designee.

MINIMUM QUALIFICATIONS: Any equivalent combination of the below-listed education, training, certification, and
experience is qualifying. 
 Bachelor’s degree in public administration, political science, or related field with 3 years of related

business administration, customer service, or bookkeeping experience, and 5 years of related
experience in a supervisory capacity.
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Beneficial: 
 Experience managing a high-volume office.
 Municipal govenement experience.

KNOWLEDGE, SKILLS, AND ABILITIES: 
 Thorough knowledge of local, state, and federal statutes and regulations applicable to the duties

and responsibilities relating to a City Clerk’s office; administration, secretarial practices, financial
record keeping, and automated office systems; office software including word processing,
spreadsheet applications, website, and the Internet in support of department operations in support
of department operations; municipal government operations and public meeting protocols in
accordance with the method chosen by the City.

 Strong communication, problem-solving, and customer-service skills. Effective leadership and
supervisory skills; proficient skill in operating personal computers and related software; proficient
record keeping skills.

 Ability to multi-task and manage conflict; communicate effectively both orally and in writing;
maintain good public relations and to maintain effective collaborative working relationships with
municipal departments, fellow employees, federal, state, and local officials, and the general public,
and to respond in a courteous and professional manner; meet deadlines; work independently;
conduct research and respond to a variety of inquiries; establish and maintain detailed record
keeping systems; deal effectively with frequent interruptions and time deadlines; establish and
maintain detailed and accurate record keeping systems.

PHYSICAL & ENVIRONMENTAL WORKING CONDITIONS: The physical and environmental demands described here
are representative of those that must be met by an employee to successfully perform the essential function of this job.  
 Performs administrative work in an office environment. Sits or stands, with intermittent periods of

stooping and walking. May be required to move objects such as files, boxes of paper, office supplies,
and office equipment weighing up to 30 lbs. Applies motor skills to move objects, file, and sort
documents, and use office equipment such as telephones and computers. Routinely reads
documents for general understanding and analytical purposes, including handwriting, forms, and
reviews detailed information displayed on a computer screen.

CONFIDENTIALITY: 
5.2. The employee has regular access to confidential records and information at the department level, 
requiring discretion in interactions, attention to detail in handling information and records, and 
responsibility for following security protocols. 

JUDGMENT AND COMPLEXITY: 
3.1. The work involves serving as a recognized authority in interpreting and applying guidelines such as 
executive, administrative, or organizational policies, general principles, regulations, legislation, and 
directives that pertain to specific functional areas. The employee develops policies and methods to 
implement such guidelines and requirements. 
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NATURE AND PURPOSE OF CONTACTS: 
4.1. Contacts are with co-workers, the public, representatives of organizations, boards, and committees, and 
groups, and involve interactions with those who have conflicting opinions or objectives, diverse points of 
view, or differences where achieving compromise is required to secure support, concurrence, or compliance. 

SUPERVISION RECEIVED: Works under the general direction of the City Council, or designee. 
1.2. DEPARTMENTAL: The employee works from policies, goals, and objectives, establishes short-range plans 
and objectives, and departmental performance standards, and assumes direct accountability for department 
results; consults with the supervisor only where clarification, interpretation, or exception to policy is 
required or requested; exercises control in the development of departmental policies, goals, objectives, and 
budgets; and is expected to resolve matters for divisions/departments under their control. 

SUPERVISION EXCERCISED:   
2.2. DEPARTMENTAL/DIVISIONAL: The employee is accountable for the direction objectives and programs 
accomplished through others; analyzes program objectives, determines the various departmental work 
operations needed to achieve them, estimates the financial and staff resources required, allocates available 
funds and staff, reports periodically on the achievement and status of objectives, and recommends new 
goals; formulates or recommends program goals and develops plans for achieving short and long-range 
objectives; and determines organizational structure, operating guidelines, and work operations. 

SCHEDULE: Full-time (35 hours/week), nights and weekends may be required. 
Department Head: Date: 
Approved By – Director of 
HR: 

Director of HR Date: 

Last Updated By: Human Resources Office Date: 
Union Approval/If 
Applicable: 

Date: 

Employee: Date: 
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