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PUBLIC NOTICE POSTING REQUEST     
   OFFICE OF THE LEICESTER TOWN CLERK 

 ORGANIZATION: Select Board 

  MEETING:  X   PUBLIC HEARING:  

  DATE:  October 21, 2019    TIME:  6:30pm 

LOCATION: Town Hall, Select Board Conference Room, 3 Washburn Square, Leicester 

REQUESTED BY: Kristen L. Forsberg        _____

Agenda packet and associated documents can be found at www.leicesterma.org/bos.  This agenda lists all matters anticipated for 
discussion; some items may be passed over, and other items not listed may be brought up for discussion to the extent permitted by 
law.  Select Board meetings are recorded by LCAC.  Any member of the public planning to record the meeting must first notify the Chair.  
PLEASE SILENCE ALL CELL PHONES DURING THE MEETING 

CALL TO ORDER/OPENING 

1. SCHEDULED ITEMS
a. 6:30pm – Executive Session, MGL Chapter 30A, Section 21A, Exceptions 2 and 6

• To conduct strategy sessions in preparation for negotiations with nonunion personnel (Building Inspector)
• To consider the purchase, exchange, lease or value of real property (Hillcrest Country Club)

b. 7:00pm – Hillcrest Country Club Lease
c. 7:00pm – Complete Streets Grant – Town Common Conceptual Design
d. 7:15pm - Class II & Vehicle License Policy Review

2. PUBLIC COMMENT PERIOD

3. REPORTS & ANNOUNCEMENTS
a. Student Liaison Reports
b. Select Board Reports
c. Town Administrator Report

4. RESIGNATIONS & APPOINTMENTS
a. Appoint and Execute Contract - Building Inspector

5. OTHER BUSINESS
a. Senior Center Donations
b. EMS Donation
c. 1 Paxton Street Donation
d. Letter of Intent - Veterans Heritage Grant– Memorials at James F. Sugrue and Chester A. St. Martin Squares
e. Fall Special Town Meeting Discussion
f. Trick or Treating and EEE
g. Opt Out of Central Mass Regional Stormwater Coalition
h. Economic Development Coordinator Job Description

6. MINUTES
a. October 7, 2019
b. Executive Session Minutes 

ADJOURN 

http://www.leicesterma.org/bos


Proposed Executive Session Motion 
 

 
Board Member 1 
I move to go into Executive Session under MGL Chapter 30A, Section 21(a), 
 
 
Exception #2 To conduct strategy sessions in preparation for negotiations 

with nonunion personnel (Building Inspector); and 
 
Exception #6 To consider the purchase, exchange, lease or value of real 

property (Hillcrest Country Club) 
 
 
The Board will reconvene in open session at the conclusion of executive session. 
 
 
Board Member 2 
Second  
 
 
Chairperson 
To discuss these matters in open session would compromise the position of the 
Town, the Chair so declares. 
 
 
VOTE BY ROLL CALL 



Hillcrest Country Club Building Report 

 
Background 
David Genereux asked if I would assess the current conditions of the clubhouse at Hillcrest Country Club.  
This inspection is not all inclusive but an overview of a 2 hour walk through of the exterior and interior 
spaces that are easily accessible.  A more comprehensive inspection will undoubtedly reveal other 
deficiencies throughout the building. 
 

1. Parking lot is in poor condition and has exceeded its serviceable life 
2. Due to failing condition of the parking lot it does not meet ADA requirements. 
3. Aluminum siding is incomplete in areas and does not provide a weather tight envelope on all 

elevations. 
4. Brick veneer columns at eastern elevation second story deck needs a cap 
5. Brick veneer need tuck pointing throughout 
6. Exposed electrical under eastern elevation second story deck needs to be removed 
7. Aluminum siding at easterly second story deck needs infill at old railing location 
8. Patio doors at function room below second story deck have exceeded serviceable life 
9. Patio doors are not ADA compliant 
10. Missing siding at southerly elevation 
11. Picture windows at southerly elevation are newer vinyl replacement windows but the original 

frames need replacement 
12. Windows from line #11 are not caulked 
13. Fascia metal wrap is missing-needs replaced 
14. T-111 siding at southerly elevation needs to be replaced-failed 
15. Brickwork at all elevations needs tuck-pointing throughout 
16. Infilled door locations at patio area have archaic/inefficient glazing 
17. Asbestos containing material probable in glazing  
18. Structural steel for future deck at southerly elevation was never capped allowing water to 

accumulate in the structural posts.  As that water freezes it has split the structural posts 
potentially causing catastrophic failure.  Engineer review required for a corrective action plan 

19. Glass block at infilled areas has failed and multiple blocks are broken 
20. Archaic and unserviceable door in glass block infilled location 
21. Garage door jamb metal needs to be repaired/replaced 
22. Scalloped fascia needs scape/sand repainted if is even salvageable 
23. Archaic and unserviceable windows throughout need to be replaced with new efficient 

windows. 
24. There is bow in the westerly wall that could signify a structural deficiency or failure.  This should 

be investigated further. 
25. Old vent hole in aluminum siding should be repaired 
26. Metal fascia missing at westerly elevation 
27. Foundation repairs needed adjacent to glass block infilled areas on westerly elevation 
28. Vegetative growth on side of building should be removed 
29. Siding on westerly elevation be power washed and prepped and painted. 



Hillcrest Country Club Building Report 

 
30. Missing gutter at northerly elevation 
31. FDC connection signage missing 
32. Missing siding at northerly elevation adjacent to garage 
33. Foundation crack at northerly elevation adjacent to structural glass block infill 
34. Block foundation needs to be tuck pointed 
35. Fascia at exterior kitchen entrance needs fascia wrapped 
36. Stair rail at exterior kitchen entrance is not to code and needs repair 
37. Newer replacement windows were installed but not caulked 
38. Missing siding at northerly elevation 
39. Function room is not ADA compliant-see 2011 ADA transition plan attached 
40. Women’s bathroom is not ADA compliant-(see 2011 transition plan attached 
41. Function room entry door not ADA compliant and need replacement 
42. Significant dip in dance floor could indicate structural deficiency or failure 
43. Floor, walls and ceiling in scullery does meet health code requirements  
44. Floor, wall and ceiling in kitchen does not meet health code requirements 
45. No non-combustible surface on wall behind stove 
46. Hood is archaic and exceeded is serviceable life-probable that there is no make-up air 
47. Plywood under stove is flammable and does not meet health code requirements. 
48. French doors from patio to function room are not ADA compliant or sufficient thermal barriers 
49. OSB “finished” walls in multiple locations do not meet flame-spread requirements. 
50. Door at southerly function room entrance is not ADA compliant and has exceeded its serviceable 

life 
51. Transition from patio floor to bar area does not meet ADA requirements 
52. Door from bar area to patio does not meet ADA requirements 
53. Men’s room does not meet ADA requirements 
54. Illegal wiring in men’s room 
55. No exhaust fan in men’s room 
56. Multiple open junction boxes in attic 
57. Improper flashing around chimney  
58. Wiring in apartment is archaic 
59. Exterior door at apartment needs replacement 

 
Respectfully Submitted, 
 
Jim Reinke 
Quality Contracting Inc. 
MA Unrestricted Construction Supervisor # 106568 

 
 



 
HILLCREST GOLF COURSE AND CLUBHOUSE 
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Town of Leicester, MA 
Hillcrest Golf Course and Clubhouse 

Hillcrest Golf Course and Clubhouse, located at 325 Pleasant Street, is golfing facility 
including a golf course, pro shop and clubhouse. The golf course has holes on either side of 
Pleasant Street. 
  
1.  Issue: Accessible parking spaces do not have signage at the 

head of each space.  
 

Recommendation: Provide post-mounted signage. 
 
Est. Cost: $250 

 
2.  Issue: Path from parking to the Pro Shop is cracked and 

uneven. Cross-slope is >2%, 
 

Recommendation: Resurface area of parking lot. 
 
Est. Cost: $5,000 

 
3.  Issue: Gravel path to the Pro Shop is not firm, stable or slip-

resistant. 
 

Recommendation: Provide a paved path from parking to 
pro-shop. 
 
Est. Cost: $1,000 

 
4.  Issue: There is no accessible route to entrance of pro shop. 

There is a 4” step to entrance landing. Entrance threshold is 
5”. 

 
Recommendation: Install a ramp to entrance. 
 
Est. Cost: $12,000  

5.  Issue: Door hardware at entrance to pro shop requires 
pinching, tight grasping and twisting. 

 
Recommendation: replace with lever hardware. 
 
Est. Cost: $100 
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Town of Leicester, MA 
Hillcrest Golf Course and Clubhouse 

6.  Issue: Transaction counter in the Pro Shop does not have a 
portion of the counter 36” high & 36” wide. 

 
Recommendation: Provide an auxiliary counter or folding 
shelf. 
 
Est. Cost: $1,500  

7.  Issue: Path from the Pro Shop to the golf cart area is not firm, 
stable or slip-resistant. 

 
Recommendation: Provide a paved path from parking to 
pro-shop. 
 
Est. Cost: $1,000  

8.  Issue: Curb transition at club house is >8.3%. Transition at top 
and bottom is abrupt and uneven.  

 
Recommendation: Install a new curb ramp. 
 
Est. Cost: $2,000 

 
9.  Issue: There is no accessible route to performance are in 

clubhouse 
 

Recommendation: Install a ramp. 
 
Est. Cost: $8,000 

 
10.  Issue: There is accessible route to patio area. 

 
Recommendation: Install a ramp 
 
Est. Cost: $4,000 

 
11.  Issue: Door hardware requires twisting, tight grasping and 

twisting to operate. 
 

Recommendation: Replace knobs with lever hardware. 
 
Est. Cost: 5 x $100 = $500 
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Town of Leicester, MA 
Hillcrest Golf Course and Clubhouse 

12.  Issue: There is no portion of the bar 34” high and 60” wide. 
 

Recommendation: Lower portion of bar. 
 
Est. Cost: $3,000 

 
13.  Issue: Toilet room signage does not have tactile and Braille 

lettering. Signage id not mounted on the latch side of the 
door. 

 
Recommendation: Install tactile and Braille signage 
 
Est. Cost: 2 x $50 = $100  

14.  Issue: Stall in women’s toilet room is not accessible. Toilet 
clearance is <59” deep (@53”.) There is no rear grab bar, side 
grab bar is <42”. Flush valve is on the wrong side of the toilet. 
Stall door requires pinching, tight grasping and twisting. Coat 
hook is mounted >54” high. 

 
Recommendation: Provide an accessible stall. 
 
Est. Cost: $10,000 
 

 

15.  Issue: Women’s room lavatory does not provide 27” high 
knee clearance. Faucets require pinching tight grasping and 
twisting. Lavatory pipes are not insulated or recessed. Mirror is 
mounted >40” high. 

 
Recommendation: Remove lavatory apron. Insulate lavatory 
pipes. Replace twist faucets with lever faucets. Relocate 
mirror. 
 
Est. Cost: $7,500 
 

 

16.  Issue: Side grab bar in men’s toilet room extends <54” out 
from back wall. Toilet paper dispenser interferes with the use 
of the side grab bar.  

 
Recommendation: Reposition grab bar and dispenser. 
 
Est. Cost: $500  
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Town of Leicester, MA 
Hillcrest Golf Course and Clubhouse 
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17.  Issue: Lavatory pipes in men’s toilet room are not recessed or 
insulated. Paper towel dispenser is mounted >54” high. 

 
Recommendation: Insulate pipes and relocate dispenser. 
 
Est. Cost: $500 

 
18.  Issue: There is no lowered urinal, 17” high. 

 
Recommendation: Lower urinal. 
 
Est. Cost: $1,500 

 
19.  Issue: There are no detectable warnings where golf course 

route crosses pleasant street.  
 

Recommendation: Provide detectable warnings. 
 
Est. Cost: 2 x $500 = $1,000 

 
 TOTAL  ESTIMATED COST: $59,450  
 



Information on the Complete Streets Project including 
PRELIMINARY DESIGN PLANS can be viewed at: 

https://www.leicesterma.org/planning-board/pages/town-
common-complete-streets-grant-project 

The Project Consultant will be in attendance to provide a brief 
presentation and answer questions on the Town Common portion 
of the grant.

https://www.leicesterma.org/planning-board/pages/town-common-complete-streets-grant-project
https://www.leicesterma.org/planning-board/pages/town-common-complete-streets-grant-project




 
 

 

 

 

TOWN OF LEICESTER 
VEHICLE LICENSES 

Issued in accordance with the Town’s General Bylaws, Chapter 9, Section 26 
 

Overview 
 
Class I: This license is required for dealers selling new vehicles. To obtain a Class I license, you 
must be an agent of a new vehicles manufacturer or have a contract with a manufacturer to sell 
new vehicles, sell used vehicles as an incidental or secondary part of the business and have 
repair facilities on site that allow repairs to vehicles under warranty. 
 
Class II: This license is required for any person whose principal business is the buying or selling 
of second hand motor vehicles. 
 
Class III: This license is required for any person whose principal business is the buying of 
second hand motor vehicles for the purpose of remodeling, taking apart or rebuilding and 
selling the same, or the buying or selling of parts of second hand motor vehicles or tires, or 
the assembling of second-hand motor vehicles parts. 
 
Motor Vehicle Repair Shop: This license is required for a person or entity which, for 
compensation, or with the intention or expectation of receiving the same, repairs or 
undertakes to repair in the Commonwealth a damaged motor vehicle as defined in the Mass 
General Laws Section 34A of Chapter 90, excluding motor vehicle glass repair. 
   
Auto Body Shop: This license is required for anyone who owns, leases, operates or controls an 
automotive refinishing facility. Auto body shops are subject to the regulatory requirements of 
the EPA, MassDEP and OSHA.  The State of Massachusetts regulates these shops through 310 
CMR 7.18(28). 
 
 

Application Requirements 
 
Specific Requirements by Type of License 
 
• Class I – Copy of the Applicant’s Agreement with a New Motor Vehicle Agent. 

 
• Class II – Copy of a Bond in the amount of $25,000 executed by a Surety Company, Irrevocable 

Letter of Credit or a Certificate of Deposit. Submitted once the Board has approved the license. 
Copy of an agreement with a recognized repair facility or affidavit that repairs will be done on 
premises. (Number of bays and number of mechanics listed).   

 
• Motor Vehicle Repair - Copy of $10,000 surety bond and proof of registration with the State 

Division of Standards. 
 
• Auto Body Repair – Copy of MassDEP air permit or proof of exemption. 



 
 

 

 

 

General Requirements for all Vehicle Licenses 
 
1. Prior to scheduling a hearing before the Board of Selectmen, a complete application must be 

submitted to our office.  Once submitted, a public hearing will be scheduled at least two 
weeks after all documents are received.  Please note that no hearing will be scheduled and 
no application will be acted on by this Board until all permits have been approved and all 
departments (except Town Clerk) have signed off on the Permit License form.   

 
2. Advertisement of the public hearing and abutter notifications are handled by the 

Selectmen’s Office and is paid for by the Applicant.  The applicant will receive a bill 
following the hearing. 

 
3. The following documents must be submitted as part of the application: 

a. Signed application 
b. Permit License Form signed by all departments except Town Clerk 
c. A plan of the premises to include the number of displayed/unregistered vehicles, 

customer vehicles and employee vehicles. 
d. Copy of the lease/purchase & sales agreement and/or letter from property owner 

stating vehicles may be sold or repaired at this address 
e. CORI check authorization for owner(s) and manager(s) 
f. Department of Revenue certification 
g. Workers’ Compensation Affidavit  
h. Copy of Workers’ Compensation policy (if required) 
i. Naturalization papers (if applicable) 
j. Articles of organization and vote of corporate board (for corporations only) 
k. Special Permit, if applicable 

 
4. Each Department has individual requirements and may require additional paperwork, 

inspections and/or fees. 
 

5. No License shall be granted to any applicant with outstanding unpaid taxes or fees owed to 
the Town of Leicester. 

 
6. Each Used Car Dealer shall apply for and obtain dealer plates from the Registry of Motor 

Vehicles within 30 days of obtaining their license.  Copies of the dealer plate registrations shall 
be filed with the Board of Selectmen’s Office upon receipt of the original registration and/or 
registration renewals 
 

7. A business certificate must be obtained from the Town Clerk after receiving approval from the 
Board of Selectmen. 
 

8. All other statutory requirements in the Massachusetts General Laws must be complied with. 
 

9. All Class I, II and II applicants must submit an original copy of the application to the Registry of 
Motor Vehicles located at 25 Newport Ave Ext, Floor 2, Quincy, MA 02171-1748. 



 
 

 

 

 

 
Class II Second Hand Motor Vehicle License Holder Policy 

Issued in accordance with the Town’s General Bylaws, Chapter 9, Section 31 
Adopted by the Board of Selectmen on November 20, 2017 

 
Vehicle Conditions and Notices 
All vehicles for sale which are parked outside of a building must be in saleable and drivable 
condition.  Dealer must affix “Used Vehicle Warranty Law” notices on the windows or dashboard 
of used vehicle that are offered for sale as required by Massachusetts General Laws, Chapter 90, 
Sections 7N ¼ and 7N ½, and 201 CMR 11.00.  The sale price of the vehicle must be posted on the 
vehicle’s windshield.   
 
Access Road 
An access road is required through the property.  The minimum width of this access road shall be 
twenty (20) feet and the road will start at the main entrance. 
 
Vehicle Parking 
Vehicles must be parked a sufficient distance from the public way so as not to interfere with 
sidewalks or roadways and so as not to create a site line hazard as determined by the Police Chief 
or his/her designee. An approved parking plan shall be available on site for any inspections.  The 
dealer must maintain at least two feet of clearance between all vehicles on display.  All spaces 
delineated on the approved parking plan shall be marked out with lines, on the surface of the 
property, except for lots that are storage or non-asphalt surfaces.  Vehicles must be parked in 
accordance with Zoning Bylaws and the Planning Board’s Parking Regulations and parking spaces 
shall be a minimum of 9x18 feet. 
 
Outdoor Lighting 
Outdoor lighting must not impose on any abutting properties. 
 
Office Requirements 
Except in the case of an approved home business selling used cars in accordance with all zoning 
and fire restrictions, an office will be located in the building where the business will be located 
and accessible from the outside. A sign listing the name of the business and the hours of 
operation is required on the property; either freestanding or on the office door/window. 
 
Logbook 
The logbook tracking the sale of used cars shall be on the premises at all times.  An inspection of 
the Used Vehicle Inventory Book for each dealership may be conducted by the Police Department 
as needed. 
 
Fencing 
Appropriate fencing may be required if, in the opinion of the Board of Selectmen, it is deemed 
necessary to control access to the property or to maintain the aesthetic value of the 
neighborhood. 
 



 
 

 

 

 

 
Repairs 
No repair work may be conducted without a Motor Vehicle Repair License.  No repair work shall 
occur outside of a building except for minor emergency or reactive repairs to be completed by the 
end of the workday (e.g. lightbulbs, batteries, wiper blade replacement, tire replacement). 
 
Fire and Safety Inspection 
Prior to license issuance or renewal, the Fire Department will conduct a fire and safety inspection. 
Any violations that are noted must be corrected prior to the renewal or issuance of the license. 
 
Rubbish, Debris and Spare Parts 
All rubbish and debris will be kept in an approved steel rubbish container with a cover. The cover 
will remain closed at all times.  No spare or junk parts may be stored outside of a building.  Scrap 
metal must be kept in a recycling container and emptied on a regular basis.  Properties must be 
kept clean and maintained at all times. 
 
Flammable or Combustible Liquids or Gasses 
No storage of flammable or combustible liquids in quantities greater than five (5) gallons will be 
allowed without a permit from the Fire Department. Applications are available at Fire 
Headquarters.  No storage of flammable or combustible gases in quantities greater than forty (40) 
cubic feet will be allowed without a permit from the Fire Department. Applications are available 
at Fire Headquarters.  Parking of vehicles, not related or incidental to the operation of the 
business, that store flammable or combustible liquids or gases will not be allowed on the site. 
  
Used Batteries 
Used batteries shall be stored in liquid tight containers. 
 
Emergency Contacts 
The facility must keep an up-to-date list of emergency contacts at the Fire Station. 
 
Cutting & Welding Operations 
All cutting and welding operations shall comply with the requirements of 527 CMR 39 and are 
required to obtain local Fire Department permits. 
 
Open Burning 
No open burning will be allowed on the site at any time. 
 
Spills 
The licensee must maintain a supply of spill containment equipment on site as approved by the 
Fire Inspector.  Any spills of flammable or combustible liquids greater than one gallon must be 
immediately reported to the Fire Department. 
 
Fire Extinguishers 
Portable fire extinguishers will be required at the facility, the number and location of same to be 
determined by the Fire Department 



 
 
 
 
October 3, 2019 
 
Jodie Gerulaitis 
Vice President, Community Relations 
Country Bank  
75 Main Street 
Ware, MA 01082-1350 
 
Dear Jodie: 
 
Thank you for your donation of $2,000 as it means a lot to us.  Our senior population is growing.  In 2010 the 
Federal Census indicated that our town had a population of 2,111 seniors 60 and over. According to our Town 
Clerk we are now above 2700.    
 
As our population grows demands are put upon us as a senior center to develop and implement a variety of 
programs that are all-inclusive. Your generous contribution helps us achieve those ambitious objectives needed 
to meet the needs of a population that ranges from 60 to 96.   
 
Again, thank you.      
 
Sincerely, 
 
   
 
Rachelle S. Cloutier, M.Ed.  
Director of Elder Affairs 
 
Cc:  Board of Selectmen/Town Administrator 
    

TOWN OF LEICESTER 
Council on Aging 

40 Winslow Avenue  •  LEICESTER, MASSACHUSETTS 01524-1113 
TELEPHONE: (508) 892-7016  •  FAX: (508) 892-7506 

 
 

Rachelle S. Cloutier, M.Ed. 
Director of Elder Affairs 

E-mail:  cloutierr@leicesterma.org 



 
 
 October 17, 2019 

Town of Leicester 
OFFICE OF THE TOWN ADMINISTRATOR 

Town Hall, 3 Washburn Square 
Leicester, Massachusetts 01524-1333 

Phone: (508) 892-7000   Fax: (508) 892-7070 
www.leicesterma.org 

 

To: Select Board 
From: David Genereux, Town Administrator 

 
RE: Town Administrator’s report 

 
The following is a report on the general activities of the Town Administrator through October 17, 2019. 

 
Citizen issues: Topics discussed with various citizens. 

 Discussed various town meeting issues 
 

Meetings: 
 Discussed betterment issues with Cherry Valley Water and Sewer. 
 Attended School Building Committee meeting 
 Held Town Meeting information sessions on October 15th and October 17th 
 Attended Parks Department meeting to discuss cost issues with the new basketball court 
 Attended Senior Breakfast on October 17th 
 Held Town Meeting information session after Senior Breakfast 
 Attended Parks and Rec meeting 
 Attended Economic Development Committee meeting 

 

Activities: 
 Worked with the Library and Historic Commission regarding the transfer of the Denny painting, 

which was donated to the Town and displayed at the Library.  It will be displayed at the Swan 
Tavern going forward. 

 Submitted a grant request to the Mass Commission on Disability for $200,855 for replacement of 
non-compliant doors in the Town Hall and construction of an ADA compliant unisex bathroom in 
the upper level of the old ambulance office by the Gym. 

 Assembled job description for Economic Development Coordinator 
 Conducted interviews of candidates for the Building Inspector/Zoning Enforcement Officer 

position 
 Completed negotiations for the Hillcrest property. 

 
 

Please feel free to contact me with any questions or concerns 
 
 
 
 
 
 

http://www.leicesterma.org/


 
 
 
 
 
 
 
October 4, 2019 
 
J. Henri Morin & Son, Inc. 
Funeral Homes 
P.O. Box 177 
23 Maple Terrace 
Spencer, MA 01562-0177 
 
Dear Morin Family:  
 
Thank you so very much for your generous donation of $100 in support of our upcoming Veterans’ Breakfast 
scheduled for the 7th of November at 9:00 a.m.  Each year this event brings over 150 veterans, family members 
and others together to remember, to share and to honor those who served to keep us free.    
 
The generosity of family like yours will help make this event successful.    
 
Again, thank you so much.  
 
 
 
Rachelle S. Cloutier, M.Ed.  
Director of Elder Affairs 
 
Cc:  Town Administrator 
        Board of Selectmen 
    

TOWN OF LEICESTER 
Council on Aging 

40 Winslow Avenue  •  LEICESTER, MASSACHUSETTS 01524-1113 
TELEPHONE: (508) 892-7016  •  FAX: (508) 892-7506 

 
 

Rachelle S. Cloutier, M.Ed. 
Director of Elder Affairs 

E-mail:  cloutierr@leicesterma.org 











































































Town of Leicester, Massachusetts 
Job Description 

 

Town Administrator Department   
Assistant to the Town Administrator 

Page 1 of 4 
 

  Position Title: Economic Development 
Coordinator 

Grade Level: III 

Department Town Administrator Date: 10/21/2019 
Reports to: Town Administrator FLSA Status Non-Exempt 
 
Statement of Duties:   Performs a variety of administrative, technical and professional work to 
prepare and implement economic and community development plans, programs, and services. 
The position is responsible for working closely with the Town Administrator, Director of 
Inspectional Services, Economic Development Committee, other town staff, boards and 
committees to promote and foster business and economic development in the community. The 
Economic Development Coordinator will work with individuals and companies to establish, 
relocate and/or expand their businesses in Town. The position will assist with the planning and 
coordination of community development projects, local and state permitting and licensing 
processes and Town sponsored projects.   
 
The position is also responsible for researching, writing and managing local, federal and state 
grants including maintaining of database of opportunities.  
 
This position is a direct report to the Town Administrator.  
 
Supervisory Responsibility: No staff supervision 
 
Confidentiality:  The employee has regular access to limited confidential information, in the 
form of department records in accordance with the State Public Records Law. 
 
Judgment:  Work requires examining, analyzing and evaluating facts and circumstances and 
determining actions to be taken within the limits of standard or accepted practices.  Guidelines 
include MGL and the Town’s zoning bylaws.  Independent judgment is used to analyze and/or 
evaluate specific situations to determine appropriate actions. 
 
Complexity: Work consists of the practical application of a variety of concepts, practices, and 
specialized techniques relating to a professional or technical field 
 
Work Environment:  The employee performs work in a municipal office setting subject to 
frequent interruptions. Noise or physical surroundings may be distracting, but conditions are 
generally pleasant.  The employee may be required to work beyond normal business hours in 
order to attend evening meetings or town-sponsored events. 
 
Nature and Purpose of Relationships:  Relationships are primarily with co-workers, elected 
and appointed officials and the public involving frequent explanation, discussion or 
interpretation of practices, procedures, regulations or guidelines in order to render service, plan 
or coordinate work efforts, or resolve operating problems.  Other regular contacts are with 
service recipients and employees of outside organizations such as vendors doing business with 



Town of Leicester, Massachusetts 
Job Description 

 

Town Administrator Department   
Assistant to the Town Administrator 

Page 2 of 4 
 

the Town and representatives from other local and state agencies.  More than ordinary courtesy, 
tact and diplomacy may be required. 
 
Accountability:  Consequences of errors, missed deadlines or poor judgment may result in 
adverse public relations, legal repercussions, and jeopardize programs.  
 
Occupational Risk:  Duties generally do not present occupational risks to the employee.   
 
Essential Functions: The essential functions or duties listed below are intended only as 
illustrations of the various type 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. 
 
Assists in the development of short and long term economic and community development plans, 
as well as the gathering of information and preparation of studies, reports, and recommendations 
to achieve such goals. This will involve the preparation and maintenance of information on 
utilities, taxes, zoning, transportation, community services, financing tools, and incentives, in 
order to respond to requests for information for economic development purposes, and the 
coordination with other departments and agencies as needed.  
 
Provides professional economic development advice, assists in the application and permitting 
process, and serves as an advocate for economic development in line with the Town’s Master 
Plan, zoning ordinances, and goals as established by the Town.  
 
Acts as a liaison to various local, State, and Federal agencies, coordinating projects with 
agencies as deemed necessary and appropriate, i.e. DHCD, HUD, Department of Economic and 
Community Development, Regional Planning Commission, and the Leicester Housing Authority.  
 
Provides information and/or makes presentations to boards, commissions, civic groups, 
businesses, individuals, and the general public on economic development issues, programs, 
services, and plans. Becomes familiar with the existing inventory of available buildings and 
business and residential development sites within the community. This will include both public 
and private buildings and land areas.  
 
Prepares grant proposals and applications, contracts and other necessary documents as may be 
required for community services.  
 
Assists with negotiation and the management of professional service contracts, property sales or 
acquisition, and economic development-oriented negotiations, as assigned.  
 
Works with the Economic Development Committee to formulate and implement marketing and 
business attraction strategies.  
 
Serves as a member of economic development groups or task forces that promote economic and 
community development at the local, State or Federal level, as deemed necessary or appropriate.  



Town of Leicester, Massachusetts 
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Monitors legislation and regulations relating to economic development, and report findings to the 
appropriate impacted parties, i.e. the Town Administrator, the Economic Development 
Committee, Select Board, etc.  
 
Maintains strong working relationships with the general public, area businesses, clients, the 
media, and others.  
 
Serves as a member of various staff committees, as assigned. Attends professional development 
workshops and conferences to follow trends and developments in the field of economic 
development, and to represent the interests of the Town of Leicester on matters related to 
economic development. Attendance at various night meetings and weekend events, as required. 
 
Conducts other related work as assigned. 
 
Recommended Minimum Qualifications 
 
Education and Experience:  Associate’s Degree or a Bachelor’s Degree preferred in Public 
Administration, Community Planning/Development, Economics or a related field; one to three 
(1-3) years of office experience in planning, zoning, or grant writing; or any equivalent 
combination of education, training and experience which provides the required knowledge, skills 
and abilities to perform the essential functions of the job. 
 
Special Requirements: Certified to conduct CORI background checks.  
 
Knowledge, Abilities and Skill: 
 
Knowledge:  Experience in economic and community development, including administrative 
responsibility; graduation from a two-year or four-year college or university, preferably with 
specialization in economic and community development or a related field; or any equivalent 
combination or experience and training. Knowledge of business development, community, and 
economic development. Working knowledge of municipal zoning and infrastructure, and 
planning programs and processes. 
  
Ability:  Ability to communicate effectively to groups and individuals, engineers, architects, 
contractors, developers, businesses, supervisors, employees, and the general public. Ability to 
establish working relationships with other organizations and economic development 
practitioners. Ability to prepare and analyze reports and data. Ability to interact effectively and 
appropriately with the public, state and local officials, and other personnel and to perform work 
under stressful situations; ability to perform multiple tasks in an independent, detailed, and 
accurate manner; ability to use office software including  word processing and spreadsheet 
applications in support of department operations. 
 
Skill: Proficient computer skills including word processing and spread sheet applications, 
organizational skills, recordkeeping and clerical skills; proficient oral and written 
communication skills.  Effective organizational skills. 
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Physical and Mental Requirements  
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the position’s essential functions. 
 
Physical Skills:  Little or no physical demands are required to perform the work.  Work effort 
principally involves sitting to perform work tasks, with intermittent periods of stooping, walking, 
and standing.  The employee may be occasionally required to lift objects such as office 
equipment, photocopy and/or computer paper. 
 
Motor Skills:  Position requires basic motor skills for activities such as: operating a personal 
computer and/or most other office equipment, typing and/or word processing, filing, moving 
objects and the sorting of papers.  
 
Visual Skills: The employee is required to routinely read documents and reports for 
understanding and analytical purposes. The employee is rarely required to determine color 
differences. Normal ability to hear and understand verbal statements such as answering the 
department's telephone and to meet and greet customers at a counter. 
 
This job description does not constitute an employment agreement between the employer and 
employee, and is subject to change by the employer, as the needs of the employer and 
requirements of the job change. 
 



SELECT BOARD MEETING MINUTES 
OCTOBER 7, 2019 at 6:30pm 

TOWN HALL, SELECT BOARD CONFERENCE ROOM 
 

CALL TO ORDER/OPENING 
Chairwoman Wilson called the meeting to order at 6:30pm.  Chair Sandra Wilson, Vice-Chair Harry Brooks, 2nd 
Vice-Chair Rick Antanavica, Selectwoman Dianna Provencher, Selectman John Shocik, Student Liaisons Katheryn 
Stapel and Jacob Stolberg, Town Administrator David Genereux and Assistant to the Town Administrator Kristen 
Forsberg were in attendance.   
 
1. SCHEDULED ITEMS 

a. 6:30pm - Dog Hearing – Noncompliance with Board Order - Bella (Sheard), 39 Craig Street 
This item was passed over as Ms. Sheard has paid her fine, received her license and is in full compliance. 
 

b. 6:45pm – Executive Session, MGL Chapter 30A, Section 21A, Exception 6 - To consider the purchase, 
exchange, lease or value of real property (Hillcrest Country Club) 

A motion was made by Mr. Brooks and seconded by Ms. Provencher to enter into executive session at 6:31pm 
under Mass General Laws Chapter 30A, Section 21A, Exception 6, to consider the purchase, exchange, lease or 
value of real property (Hillcrest Country Club) and to resume in open session at the conclusion of executive 
session.  The Chair declared that to discuss these matters in open session would compromise the position of the 
Town.  Roll call:  5:0:0. 
 
2. PUBLIC COMMENT PERIOD 
No members of the public provided comment 
 
3. REPORTS & ANNOUNCEMENTS 

a. Student Liaison Reports 
The Student Liaisons provided updates from the Leicester Public Schools. 
 

b. Select Board Reports  
The Select Board discussed various topics including October is Breast Cancer Awareness Month and Fire Safety 
Prevention Month, clean your wood stoves and check batteries in your smoke detectors, Hearts for Heat 
applications are available online or at the Town Clerk’s office (apply as soon as you can), Deja Nu is making 
donations to the two food pantries in Town and Hearts for Heat along with other organizations in Town, the 
Moose Hill Water Commission meeting which discussed the water/sewer working group, the CVWRD meeting, 
corrections to the LCAC show on the town meeting warrant articles (if the town loses in court we are responsible 
for the entire bill, insurance will not pay), Burncoat Park Sports Planning Committee meeting discussing fields 
from 9am to 1pm on October 26th, potential grant opportunities, Drug Takeback Day on October 26th from 10am 
to 2pm at the Leicester Recycling Center, building and parking lot at Rochdale Park belong to Mr. Raymond Shea 
who passed away and the Town needs to look into options for land at Rochdale Park, the successful second 
annual town-wide yard sale, the Tarentino Basketball Court is complete and can be played on, potholes on Route 
9, the Town Meeting Information Sessions on 10/15 at Town Hall and 10/17 at the Senior Center and discussing 
Trick or Treating day/time in light of EEE at the next meeting. 
 

c. Town Administrator Report 
The Town Administrator provided highlights from his written report. 
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4. RESIGNATIONS & APPOINTMENTS 
a. Appointments - Tree Lighting Committee 

A motion was made by and seconded by to appoint Gabrielle Danforth, Harry Brooks, Kim Bachant, Megan 
Bouchard and Sarah Connly to the Tree Lighting Committee.  The motion carried 5:0:0. 
 

b. Appointments - 300th Anniversary Committee 
A motion was made by Ms. Provencher and seconded by Mr. Brooks to appoint Kim Myles-Hedgepeth, Allen 
Phillips and Mychelle Phillips to the ad-hoc 300th Anniversary Committee as at-large members.  The motion 
carried 5:0:0. 
 
A motion was made by Mr. Brooks and seconded by Mr. Antanavica to appoint Sandy Wilson to the ad-hoc 300th 
Anniversary Committee as the Select Board representative.  The motion carried 5:0:0. 
 
5. OTHER BUSINESS 

a. Senior Center Donations 
A motion was made by Ms. Provencher and seconded by Mr. Brooks to accept $350 in donations to the Senior 
Center for the Veterans Breakfast.  The motion carried 5:0:0. 
 

b. EEE Discussion 
Mr. Genereux noted he received an email from the Chair of the Library Board of Trustees requesting that Town 
Meeting be pushed back until after the first hard frost due to EEE concerns.  The Board discussed moving the 
meeting to the High School Auditorium, but live filming is not available at this location and the date was not 
changed.  A motion was made by Mr. Brooks and seconded by Ms. Wilson to fund mosquito control in the FY21 
budget.  The motion carried 5:0:0.   
 

c. VHB Proposal Acceptance and Authorization to Sign Contract - Water Issues at 3 Paxton Street  
Luke Boucher with VHB discussed the proposal for a third-party engineering study at 3 Paxton Street at a cost of 
$22,500.  Mr. Boucher has specialized experience in stormwater infrastructure and extensive experience in peer 
review.  VHB will review soil conditions, the retention pond design and construction including a recalculating the 
hydrogeologic model that was used.  A motion was made by Mr. Antanavica and seconded by Mr. Brooks to 
accept the proposal from VHB for a third-party engineering study at 3 Paxton Street and to authorize the Town 
Administrator to sign the contract.  Under discussion, Mr. Genereux noted the funding would come from the 
legal budget initially then be transferred to the proposed Town Meeting warrant article for the fire station, if 
approved.  VHB has noted they could complete the initial scope within 60 days of receiving the notice to proceed.   
The motion carried 5:0:0.   
 

d. Vote and Update Fall Special Town Meeting Warrant Articles, Sign Warrant and Assign Motions 
A motion was made by Ms. Provencher and seconded Mr. Antanavica to sign the Fall Special Town Meeting 
warrant.  The motion carried 5:0:0.  Ms. Wilson assigned motions to the board members.   
 
Acting Lieutenant Doray discussed his citizen’s petition requesting permission to work as a police officer for up 
to an additional five years.   Lieutenant Doray stated he turns 65 next August which is the mandatory retirement 
age for local police departments even though State Police do not have a retirement age.  Lieutenant Doray noted 
that Special Police Officers can work until 70 years old.  This type request has occurred in other communities.  
Lieutenant Doray stated he will modify his petition down to an additional two years after discussing the matter 
with his family. Mr. Genereux stated he will be discussing this request with the Moderator tomorrow evening to 
see if Lieutenant Doray can reduce the number of years he is requesting in the motion.  Lieutenant Doray noted 
that any salary increases he receives after the age of 65 will not count towards his retirement.  By extending his 
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service for two years instead of five years, the current Assessment Center lists for Chief and Lieutenant will still 
be valid when he retires and the Town will not have to spend another $10,000+ to conduct these examinations 
again.  A motion was made by Ms. Provencher and seconded by Mr. Brooks to support Lieutenant Paul Doray’s 
citizen petition to enable him to work for an additional two years after the age of 65.  The motion carried 5:0:0.  
 
6. MINUTES 

a. September 23, 2019 
A motion was made by Ms. Provencher and seconded by Mr. Shocik to approve the minutes of September 23, 
2019.  The motion carried 5:0:0. 
 

b. October 1, 2019 
A motion was made by Ms. Provencher and seconded by Mr. Shocik to approve the minutes of October 1, 2019.  
The motion carried 5:0:0. 
 

c. Executive Session Minutes 
A motion was made by Mr. Brooks and seconded by Mr. Antanavica to approve the executive session minutes 
of September 23, 2019.  The motion carried 5:0:0. 
 
A motion to adjourn was made by Mr. Brooks and seconded by Ms. Provencher at 9:03pm.  The motion carried 
5:0:0.   
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