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AGENDA

Joint Committee on Plan Structure and Design
March 3, 2011 —Noon- 2:00 pm - Old Jail Conference Room

1. Welcome/Introductions
2. Minutes from 1/6/11 and 2/3/11
3. Review final Joint Committee Guidelines....may need to rename them.

4. Review of Board Action relevant to Joint Committee:
a. Administrative Clerk posting
b. Charge to Joint Committee to develop Wellness Plan recommendation
c. Resolution asking for amendments to Art 47 of the NYS Insurance Law
i. T. Virgil interested in the Consortium .

5. Discussion with Steve Locey regarding plan development, steps to creating a new
benefit plan

6. Discussion with Jed Constantz from the Cayuga Area Physicians Alliance on
Wellness programs

7. Review of EBF Dental Plan efforts to expand the network in Tompkins County

8. Other

Next meeting:
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MINUTES

Gireater Tompkins County Municipal Health Insuranee Consortium

Joint Committee on Plan Structure and Design
January 6, 2011

County Library
Agenda #F7*

1. Introductions
2. Ilection of Chair and Vice Chair
3. Discuss Committee Structure

Present:

Municipality Representatives: 8 voting members

City of Tthaca — Schelley Michell-Nunn, County of Tompkins — Brooke Kominos

Town of Caroline - Don Barber, Town of Danby-Lawa Shawley, Town of Ithaca - Judy Drake,
T'own of Dryden - Mary Ann Sumner, Village of Cayuga Heights — Mary Mills,

Village of Groton- Betty Conger

Union Representative: 4 voting menibers
County White Collar -CSEA - Chantalise DeMarco, President; Ithaca Professional Fire Fightlers Assoc —

(eorge Apgar and Dave Tecter, Ithaca Town — DPW Teamsters- John Licitra and Joe Slater,

Representatives Absent:
Town of Groton, Town of Ulysses, Town of Enfield, Village of Dryden, Village of Trumansburg

TC3 Professional Admin. Assoc., Loeey & Cahill- Steve Locey

In atfendance:

County - Jackie Kippola

TC3 — Sharon Dovi, ITuman Resources Manager
CSLEA — Marparet Lloyd, Health Benefits Specialist
CNYMSS- Jed Constantz

CMC - Travis Turner

Called (o order by Don Barber, Chair, Board ol Direclors, al 12:16pm

We wenl around the room for introductions of those present.

Jackie Kippola explained that how the consortium was started from a grant through County
Administration. Jackie explained that she will be stepping back and another cmploycee will be taking over
as staff support for the Consortium.

Consortlum Members:
County of Tompkins -~ City of Ithaca ~ Town of Caroline ~
Town of Danby ~ Towo of Deyden - Town of Enflicld ~ Town of Groten - Town of Nhaea -
Town of Ulysses - Village of Cayvuga Heiphts - Village of Drveden = Village of Geoton -~ Village of Trumatesbiirg




1. Election of Chair and Vice Chair:
Don Barber explained the need to elect officers so the committee can have a Chairperson, The
Chairperson must be a Labor member. Chantalise DeMarco and George Apgar are the two (hat have been
chosen by the Labor group to be the Labor representatives on the Board ol Directors,  George nominated
Chantalise to be the Chair. By show ol hands ol all o those present voted unanimously to elect
Chantalise to be the Chair of the Joint Commitiee,

Vice Chair 1s nex( (o be elected, which must be a representative from the member municipalitics. All the
municipal representatives present have been designated by their governing body to be the representative
on this committee. Those muniecipalities not represented today have not designated a representative.
Mary Ann Sumner asked whether the Vice Chair has to be a management member and il so do they need
to be a member of the Board of Dircetors. No. Docs the Vice Chair serve on (he Board of Directors in
place of the Chair and vote when the Chair can’t altend, Currently the Vice Chair can attend the meeting
only to report oul, but not o vole at the Board ol Threctors meeting. The Vice Chair does not need to bea
voling member of the Board of Threclors, The Municipal Cooperative Apreement (MCA) does not
address the Chair of the Joint Committee having an Alternate if they can’t attend the Board meeting, In
the future the MCA should address the Labor Representatives being able to have an Alleimate, like the
Municipalitics do.

Mary Ann nominated Laura Shawley, Danby, as Vice Chair, Vole: Unanimously Approved.

I a person appointed by their Municipality changes does the new person hired assume the role on the
committee. No- it is based on the person being appointed not the position the person holds,

2. Committee Structure and Design discussion:
Margaret Lloyd, CSEA, presented a document assembled based on past experience with other labor
management commiltees (typically school groups.) See attached.

Changes discussed or approval as writtcn:

I} Role of commiltee — no changes — approved as wrillen.

2} Purpose ol commillee —add: commillee could also come up with suggestion to bring to the Board
i the lutwe. Te; committee could do research and bring new items forward.  Group agreed that
commiftee should be doing backeround work for BOD and new work conmmitles initiates.  The
corumittce may proposc new items to be discussed and refer to the BOD, The Plaming Committee
may also be looking at new ilems, Those new ilems should come through this committee for a
review and recommendation belore going onto the BO D.

Moved by: Don Barber  Seconded by: Mary Ann Sumner

Remove “Board™ in line 1. Add sentence to the end: loint Committec may also investigate and
develop proposals for changes to plan structure and design for Board consideration.

Vote: Unanimously approved

3) What commillee does: Questions and discussion about reports and whether they would be
produced quarterly, Not sure when reports will be provided. This conunittee may necd to request
more delailed reports from Third Party Administrators to help board make cducated decisions,
Dave Teeter explained that the City did get reports and it helped the City Health committee. Also
may want to have this committee look at the RI'P*s for the Consultant and not just the TPA, This
was questionable whether this fit the dutics of the commitiee.  The Usual and Customary Rales
{(UCR) was discussion and was questioned whether the Consortium could establish its® own UCR?
‘This may be more than what the Consortium wants Lo deal with.

Conzortimn Members:
County of Tompkins -~ City of Ithaca ~ Tewn of Careline ~
Town of Danby ~ Town of Deyden ~ Toww of Eofield ~ Town of Groton =~ Town of Tthara -
Townal Blysses ~ Villags of Cayuga Heighis - Village of Dryden ~ Village of Groton ~ Village of Truoanshurs




4)

6)

Moved: Mary Ann Sumner Seconded: Mary Mills delete (quarterly) and change to “request
reports” and other grammatical changes

Diseussion: Dave Tceter asked about the communication between the consultants and TPA to
request reports and other information.  Jed Constantz discussed the value of reports.
Communication coordination ol how requests are made Lo Consultant and TPA will need to be
established with new stalT support. Carriers would be for Dental and other ancillary coverage.
Related program costs are for gathering information and not setting individual plan costs,
Vote: Unanimously Approved

Present findings and recommendations: Question raisc on second sentence with *approval.” This
committece will recommend a change to the Board and the Board will recommend it to the State
Insurance Department.  Changes can’t be done unless they are approved by the Insurance Dept.
There was concern aboul “approve” because thal seems anylhing senl or reviewed by the
commitlee would be approved. Don re-read #2 aboul reviewing and making recommendation —
not approving. NYS Ins only one to approve plan designs.  The direction to the Board is that this
committee is to review and weigh in before the Board can take action on it. Margarct — the BOD
shouldn’t take action on something this committee docsn’t recommend.  Don recommended that
the findings of this committec be sent with the Board's request for approval by the State Ins. Dept.
Margarel didn’t [eel the Board should be approving something this commitiee doesn’t recommend.
Mary Amn doubt the Board would vole in favor of something this committee didn’t vote in favor
of. the thought that the Board can’t even consider something without prior approval by the
Comumittee is too strong.  Chantalise suggested  “Any proposcd change to plan benefit structure
of design must be reviewed and a recommendation issued by the Joint Committee prior to being
brought to the Consorlium Board ol Direciors for board action. A copy ol recommendation will be
attached to any request sent {o the NYS Ins, Dept for approval

There is a tine line for a plan design change to make it through the process - July would be the
latest it could be for it to go to the State for a Janvary effective date.

It was asked that if anything the Jt. Comm. has a negative reeommendation on then the Board
won'{ approve il There was also concern that this commillee shouldn’{ hold up the Board [rom
doing the work they need Lo do.

Amendment wording read and Moved: Mary Ann Sumner Seconded: Laura Shawley.,

Discussion: Laura wanted to make sure there is no way this committee could block the Board
from considering actions and tying the board up.

Vote: Carries Opposed: Dave Teeler and John Licilra

Majority Vote: Question about those not in attendance; does that mean they are opting out? A
bargaining unit can opt to participate in the committec or not. This doesn’t cffect whether they
have the opportunity to participate. Quorum may be difticult of all the members, so a proxy may
he an option.  Dave Teeter was worried about proxy vote as a vole may change based on
discussion at the meeting. Concern that people may nol be able (o atlend due Lo Lype ol posilion
or work schedule, The beliel' is that there ave 28 bargaining unils for the 13 municipalilies. The
desire was that each bargaining unit has a vote.  Some bargaining units do not want to participale
50 not every unit will send a representative. Could one person represent more than ong unit and
carry votes for cach unit they are designated to represent.  This topic is deferred to next meeting
for further discussion.

Chair: language ok - no change to proposed langunage. Approved by all.

Consortinm Members:
County of Tompkins ~ City of Ithaca ~ Town of Caroline. -
Town of Danly ~ Towo of Deyden ~ Pown of Enflicld -~ Town of Grolon - Fowe of Doy ~
Towm of Ulysses - Village of Cayuga Heights = Village of Tirviden = Village of Groton - Villnge of Tromanshurg




7y Chair voting as Director: language should be the same as language from AMC Scetion 5-k.
Meoved: Chantalisec DeMarco Seconded: Mary Mills Vote: Unanimously Approved

8) Bargaining unit representatives: remove elecled leader and replace with governing board
Moved: Don Barber Seconded: Belly Conger, Dhscussion: Fach unit should have one vote.
Vole: Unanimously Approved,

9} Joint Comm. meetings: motion to hold meetings bimonthly or as determined by the Chair and
Vice-Chair of the Committee. Meetings will be the 1™ Thursday of the month from noon to 2pm.
Strike sentenee regarding paid release time, with intent that it would be discussed at the BOD
meeting to encourage municipalitics to provide time for unit representative’s time Lo atlend
meetings. Moved: Mary Mills  Scconded: Don Barber Vole:  Unanimously Approved

10) Stall Support: Designaled stafl supporl (o the Joinl Commiltee - Approved by all.

Mew Business:

Don sugeested that the following items still need to be discussed:
Privilege ol the Toor
Setting agenda
Time management
Speak only when recognized by the Chair
All have chance to speak before one gets a second turn
Resolulions in wriling —so can be review ahead ol time
Vote —roll eall, hands
Voting on the Amendment before the whole resolution
Mcetings open to the public — information available on website
Express opinion at meeting and don’t undermine the decision of the hoard
Proxy voling
Group felt that most of these can be established by Robert’s rule and working agreements.

These topics will be discussed at the next meeting.

Adopt Robert’s Rule of Order as commillee’s parliamentary rules.
Movwved: Betty Conger  Seconded: Mary Mills.

DBetty volunteered to be the Parliamentarian.

Vote: Unanimously Approved

Next meeling agenda ilems send to Jackie [or now, The agenda will be sel by Chair,

Jackie asked for an update on the unil representation and contact information for each unit.

Moved to adjomrn: Mary Mills Sccond: lohn Licitra  1:51 p.m.

Nexl meeting: Thursday, February 3™ from Noon — 2pm at the Library

Consortinm Members:
County of Tompkins - City of Ithaca ~ Town of Cioollne ~
Townof Danby ~ Towo of Deviden ~ Town of Enficld - Town of Grolos - Town of haca ~
Tawn ef Ulysses: - Village of Cayuga Heights - Village of Dryden - Village of Graton - Village of Trnmansharg
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MINUTES

Greater Tompkins County Municipal Health Insuranee Consortium
Joint Committee on Plan Structure and Design

February 3, 2011
Ol Jail Conference Room
Agenda l:f @

1, Tntroductions
2. Review ol Roberls Rules of Order
3. Minutes from January 6, 2011 meeting
4. Review Amended [tems of Joint Committee Guidelines
5. Review of Board Action related to the Joint Commitlee
a. approval to submit Joinl Commiliee Recommendation with
Application {o NYS Insurance Depariment
b. Chair encouraged municipal board reps to allow release time for Joint
Committce attendance
¢. Request that Joint Committee consider issue o' a Wellness Benefil
6. Consider ltem #5 of the proposed Joint Commitlee Guidelines which will determine the decision making
process of the Joint Commiltee
7. Comments about the Recent Plan Implementation
8. Other Issucs?

Present:

Municipality Representatives: 6 members

City of Ithaca — Schelley Michell-Nunn, County of Tompkins — Brooke Kominos
‘Town of Danby-Laura Shawley, T'own of Ithaca - Judy Drake,

Village of Cayuga Heights — Mary Mills, Village of Grolon- Belly Conger

Union Representative: 4 unit members
County White Collar -CSEA - Chantalise DleMarco, President; Ithaca Professional lire Fighters Assoc - George
Appar, Ithaca Area I'ire ighters #737-Greg Stevenson and Dave Tecter, Ithaca Town — DPW Teamslers- Joe

Slater,

Representatives Absent:
Town ol Groton, Town of Ulysses, Town ol Enfield, Village of Dryden, Village of Trumansburg

TC3 Professional Admin, Assoc., Locey & Cahill, Town of Caroline, Town of Dryden

In aftendance:
TC3 — Sharon Dovi, [Iuman Resources Manager

Consortium Members:
Connty of Tompkins ~ Citvof lthaca - Town of Carollne -
Town of Danly ~ Town of Deyden ~ Town of Enfickd - Town of Grolon ~ Town of lthace -

Town af Ulysses - Village of Cayuga Heights - Village of Dryden - Village of Groton ~ Village of Trusansbueg
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(CSEA — Margaret Lloyd, Health Benefits Specialist
CNYMSS- Jed Constanty,
CMC - Travis Tumner

Called to order by Chantalise DeMarco, Chair, Board of Directors, at 12:40 pm

1. Introductions
Roster was passed around to make eorrections in the contact information and handouts passed out.

2. Review of Roberts Rules of Order

At the prior meeting the commilles voled Lo have Roberls Rules of Order be the parliamentavy vules, Belly
Conger reviewed the Roberts Rules of Order basics, ind the Parliamentary Procedures that were emailed out
prior to the meeting. These will give guidance on how the meeting will be run. Betty Conger volunteered to act
as the Parliamentarian. DBeing courtcous to one another and allowing others to comunent before making a
second comment was stressed.

3. Minutes from January 6, 2011 meeting
Judy Drake moved to table the minutes to the next meeting, since they were just passed out. Seconded by Laura
Shawley. Vote: Unanimously approved.

4, Review Amended Items of Joint Committee Guidelines

The revisions [rom last meeling were passed oul, Judy questioned whether they should be By-Taws or
Guidelines. Betty Conger moved that we change the title to Joint Committee on Plan Structure and Design
Standing Rules. Scconded: Mary Mills  Vote: Unanimously Approved

Chantalise discussed the need lo change the order of the agenda to move up the discussion on the Proxy Voting
Dave Teeter moved lo approve changing the order of the agenda, Seconded by Chantalise De Marco, \
Vote: Unanimously Approved.

6. Consider Ttem #5 of the proposed Joint Committee Guidelines which will determine the decision
making process of the Joint Committce

Chantalise explained thal there may be times thal some labor representlative might not be able Lo attend the
meeting due to their job duties. There has been discussion of block voting, which would allow one person
present to cast a vote for a proup (i.e.: all CSEA units,) Also part of the discussion was proxy voting where
cach unit could assign a votc by proxy to somcone clse that would be present or to another person. There arc
several unions that represent multiple bargaining units within this committee.

Diave Teeter explained that it is tough to casl your vole prior (o the meeling as you miss the discussion al the
meeting. Or would you be giving your proxy vote to another person. Chantalise explained that the person
would have to frust someonc to have your vote.  Chantalise reported that the NICET units at TC3 would prefer
proxy voting. George Apgar was in favor of the proxy voting. 'The designation of the proxy should be done
inwriting (email is ok.)  Quoram present was diseussed for having a vote.

Beily Conger suggested 2/3 or 3/4 ol the group lo make quorum, bul only simple majorily o pass a motion.
Schelley asked for clarification asked il the labor representalives have been nolified, The aclual number ol the
size of the committee was discussed. Tt was determined that there are 13 members and 22 labor units, There is
atill the need to make sure we get a contact person for each unit.

Consortium Members:
County of Tempkins ~ Cily of Hhace ~ Town of Caroline ~
Town of Tanhy = Town of Dryden = Town of Fafield - Town of Grodon ~ Town of Tthara -
Fown of Ulysses ~ Village of Caywga 1leights ~ Village of Dryden ~ Village of Grolen ~ Village of Tromansleg




‘The proxy would allow municipalitics and the unifs to send a designec to atiend the meeting if the main
representative can't attend.  Dave ‘L'ecter asked if the proxy votc was a disinecntive to not attend the mectings.
Chantalise DeMarco said that it is a mcans of giving some units a chance to vote, There was also concern that
less municipal representatives would atlend. Greg Stevenson asked i there should be some x number ol each
side so that one doesn’t overwhelm the other. This would also encourage attendance by both sides.

Summary: Proxy in writing provided to the chair by the start of the meeting, Anyone can have an alternate or
designee attend for them.  Roll call vote with a grid would be necessary to track the votes or paper ballot.
Quornun to take action at a mecting would be 2/3 of the total 35 members, equaling 24.  Using simple majority
of quorum to pass a motion it would require 13 affirmative votes. ‘This would not be 2/3 present at the mecting,
but those present plus paper proxy would make up the quoram and vote.

Greg Stevenson suggesied a proxy form thal could be used, in place of just an email. The paper votes should be
kept and included as part of the minutes.

Chantalisc asked for a motion reparding establishing quorum for the meeting.
I move that we require 2/3's of member votes as a quorum.
Moved: Schelley Michell-Nunn  Seconded: Mary Mills  Vote: Unanimously Approved

Koberts Rules of Order specify that a vote passes if there is 4 simple majority affirming the vote.

I move that we accept the Joint Committee on Plan Structure and Design Standing Rules be accepted as
amended, Moved: Betly Conger  Seconded by Mary Mills Vole: Unanimously Approved

5. Review of Board Action related to the Joint Committee
a. Approval to submit Joint Commitiee Recommendation with Application to NYS Insurance
Department
Resolulion passed at the Board of Directors meeting was shared with the commiitee. No additional
discussion.

b. Chair encouraged municipal board reps to allow release fime for Joint Committee attendance
Chantalise DeMareo explained that Don Barber, Chair GTCMHIC, encouraged all the municipalitics to
allow [or paid relieve tme [or the bargaining unil representatives (o come Lo this meeling, IUis up to
those municipalities to make that happen, so we wanl lo piggy back on that. We really appreciale hns
support and would hope that the municipalities would work toward getting bodies here.

Understanding, that during ccrtain times of the year it may be harder.  Marparct Lloyd stated that the
unit representatives should ask to attend and not assume they will be assigned.

¢. Request that Joint Committec consider issue of a8 Wellness Benefit

Margaret Lloyd explaimed that this came up rom the GTCMHIC in regard to the Village of Diryden.
This benefit provided for a reimbursement for gym membership or other wellness activities, The
committee needs more information on the benefit offered before it could be worked on by the
committece. Mary Mills asked if it would be an ancillary benefit, so it could be sclected by those that
want it.  Chantalisc explained that this was part of the Village of Dryden plan that was not known of.

7. Comments about the Recent Plan Implementation
Chantalise DeMarco asked for comments on the roll oul of the implementation. Dave Teeter asked il anyone
has received a copy of the Plan Documents yel lrom Excellus. Dave Teeter thought he had received it, but il

Consortinm Memhers:
Counly of Tompkins ~ Ciyy of Bhaca ~ Town of Carollne -
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was the Dental plan.  Schelley Michell-Nunn explained that there were several issues that the City went over
with Excellus last week and now have corrected. The issues with Medco have been able to be fixed online.
Some municipalitics are still baving difficulties being able to access the Medeo website. Cayuga Heights is still
waiting for access to Medeo’s online program. Mary Mills still docsn’t have a card yet from Excellus, but she
is in the system.  George Apgar explained that when he called Excellus he was told il would take 2-3 months
lo gel the plan document. George Apgar asked if there was an updale on the Medco contract, Brooke Kominos
wenl over some ol the issues that she has been working on due (o the dual transition.

8. Other lssues?
Mo other issues rose.

At the next meeting, Chantalisec DeMarco had a medieation issue to discuss and we have the wellness plan to
discuss further. It scemed that there was interest by all in holding a monthly meeting for the next few months.
It was decided to hold the luture meetings at the Old Jail and continue with the first Thursday from 12-2 pm,
There was discussion about the need to get someone taking on the administration function for the Consortium.
Grep Stevenson wanted to express concern that there aren’t current minutes on the website for the past Board of

Dircetors mectings or Joint Commitice. Since the inception the website is not current and it should be stressed
to bring it hack up.

Moved to adjourn: Betty Conger seconded: Mary Mills
Meeting adjourned at 1:39 pm

Next meeting: Thursday, March 3™ from Noon — 2pm in the Old Jail Conference Room

Consortivm Members:
Coumty of Tompkins - City of Thara. = Town of Caroline -
Townof Danlsy ~ lown of Devden ~ Town of Laficld - Town of Grolon - Towno of e ~
Town of Ulyssez ~ Village of Cayusga Heights = Village of Dryvden — Village of Groton - Village of Tromanshurg




Joint Committee on Plan Structure and Design
BY-EAWSStanding Rules

‘The Joint Committec will consist of one representative from each bargaiming unit with
cnrollces covered by the Consortium plans and one vepresentalive from each of the
participating municipalities.

The purpose ol the Joint Commiliee will be to review all prospective actions in connection
with the benefit structure and design of the plans offered by the consortium in order to develop
findings and make recommendations to the DBoard with regard to such actions.  Joint
Committee may also investigate and develop proposals for changes to plan structure and design
for Board consideration.

The Joint Commilles will review benefits; investigate creative program designs for optimal use
of resources; request reports from the BOD regarding usc of benefits, UCR changes and
potential cost increascs; comparc benefits and costs about any carrier change and gather
information ahout benefits, service levels, and related program costs,

The Joint Committee will present their findings and recommendations with respect to benefit
structure and design issues to the Consortivim Board through the Committee Chair who will be
a Dircetor on the governing Board of the Consortium. Any proposed change to plan benelit
structure or design must be reviewed and a recommendation issued by the Joint Commiltee
prior o being brought to the Consortium Board ol Directors for board action. A copy of the
recommmendation will be attached to any request submitted to the NY'S Insurance Departiment.

All Joint Committee decisions shall be made by a simple majority vote {of a quorum ol 2/3°s ol
the-members_voles}-or{ofmembers-present)._Members may send a proxy vole or a designee to
the meeting, Proxy voles musl be submilled in written form to the Chair prior to the siart of the
meeting.

‘The Joint Committee Chairperson will be (elected/chosen) by the members of the Committee
and must be a union representative on the Joint Commitlee, The Vice-Chairperson of the
Commitiee will also be (elecied/chosen) by the Joint Commillee and must be a representative

lrom one ol the parlicipating municipalities.

The Union Members on the Joint Committee shall sclect from among the Union Members an
individual to serve as an additional at-large voting Labor Member on the Board of Directors ol
the Consortium, If the number of municipal members on the Consortium rises lo sevenleen
(17), the union members of the Joint Commiltee shall select lrom among the Union Members
an additional at-large volting Labor Member on the Board ol Direclors of the Consortium, The
al-large voling Labor Member(s) along with the Joinl Commitiee Chair shall collectively be the
“Tabor Representatives™ as described i Section C(11) of the Municipal Cooperative
Agreement,




8. Bargaining unit representatives will be the president of cach bargaining unil or thatl persons®
designee from the unit. Management representatives will be appointed by the governing body
ol each participating municipality. (so the term of appointments will vary according o the
pleasure ol the appointing authority).

9. The Joint Committee will meel bi-monthly, or as determined by the Chair and Vice-Chair of
the Comumnittee. Meetings will generally be scheduled on the first Thursday of the month from
noon to 2 pm. luture meeting dates and times will be reflected on the agenda of cach mecting.

10, The designated stall support person to the Joint Commillee will be responsible lor distribuling

agendas and handouts, scheduling meetings, laking noles, creating drall minutes and posting
materials on the GTCMITIC websile,

Approved by the Joint Committee: February 3. 2011




Administrative Clerk — Consortium ~~revised 21251 1~~

This is a part-time position located in fthaca, NY. The incumbent will work with the Greater Tompkins
County Health Insurance Consartium to schedule mestings, prepare agendas, coordinate material
distribution, prepare minutes and more. Reguired: strong meeting coordination skills; concise minute-
taking experience; proficiency in word processing; and highly organized. Experience with updating
and modifying web page information is desirable. All consortium mestings are hefld in ithaca, NY.
The position averages 5-10 hours per week. Although there is some fiexibility in scheduling, a certain
amount of evening work is reguired. The position pays $17/hour with no benefits.

Please send a cover letter and résumeé to: Locey & Cahill, LLC, 120 Walton Street, Syracuse, NY
13202-1180. No phone calls, please.

The time line for filling this position is as follows:

Mar. 9" resumes due

Mar. 21%.25" interviews

Apr. 4th work begins

Administrative Clerk- Greater Tompkins County Municipal Health Insurance Consortium
This position repcrts directly to the Chair of the Consortium

o Take, prepare, and distribute Board, Advisory Committee, and Planning Committee minutes

o Work with Boardfcommittee chairs to prepare meeting agenda and collect matertals for agenda
packet

o Send out meeting notices

o  Serves as point of contacts for all communications

o Maintain a schedule of critical events to remind Board/Committee Chairs of actions that must

be taken and when those actions are required

Meeting preparation with Chairs

Prepare resofutions

¢ Maintain records, including responding to reguests for records

Coordinate improvemenis to website

Upload critical information onto the website on a timely basis

Coordinate the preparation and distribution of RFPs

Coordinate development andfor execution of contracts

Serve as point of contact for all communications

Foliow through to complete communications requests, coordinate responses

Undertake any "“mass mailings” to employees and retirees as required by the Consortium.
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