
DEPARTMENT HEAD REPORT 

HUMAN RESOURCE MANAGER 

September 2014 

• Interviews – Secretary (Minute Taker), Gull Care 

(Recreation), Deputy Town Clerk & Event Helpers @ 

Ballpark 

• New Hires (Orientation & Paperwork) – Gull Care, 

Secretary, Patrol Officer, Ballpark Helpers & Deputy 

Town Clerk 

• AFSCME (PW) Negotiations 

• Meeting with Deputy Police Chief – Set-up new 

Accrual Tables 

• Weekly Accruals (Vacation, Sick, & Comp Time) 

• Forward New Hires and Termination to DHS 

• General Human Resource Duties – Benefit 

Management  

1) Health/Life/Dental/IPP Insurance Billing 

2) Workers Compensation 

• Handled Personnel Matters  



Filename: HR Office September 2014.docx 

Directory: \\Store01\users\tlambert\MONTHLY REPORTS 

Template:

 C:\Users\tlambert\AppData\Roaming\Microsoft\Templates\Normal.dot

m 

Title:  

Subject:  

Author: Tammy Lambert 

Keywords:  

Comments:  

Creation Date: 10/14/2014 10:12:00 AM 

Change Number: 3 

Last Saved On: 10/14/2014 10:12:00 AM 

Last Saved By: Tammy Lambert 

Total Editing Time: 2 Minutes 

Last Printed On: 10/14/2014 10:14:00 AM 

As of Last Complete Printing 

 Number of Pages: 1 

 Number of Words: 88 (approx.) 

 Number of Characters: 508 (approx.) 

 


