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PERSONAL RESUME

.

Donald P. Hawke s - 'Military Status: 5a
!,0 Millbrook Road ('Sorved 4 years sea duty,,
"Y'ayland, Mas3acchusetts Oi778 '

U.S. Coast Guard, 1958-19c)2
.

" ' TeleMione 358-1ll148

Data of Birth: Apri:L i3, l941 Ekalth: Excelltmt
Cambridge, Massachusetts

, ,

b

Marital 'Status: Married, 2 .'dons '

Civic Organizations:.,
'

Municipal Chairman, Ma ma-
chusotts Bay Unitod Fund
(Weston) ; Board of DirElc tor s,
Amherst Jaycoe sj

EDUCATION

University of Rhode Island (Kingston ), Master or Public Auminj.3tr'atior,,
l9P. Honors : Member Pi Sigma Alpha, National Political Science.
Honor Society,

Uni.varsiity ofjMassachusetts (Amherst), PosMGraduate study, 1967-68,
Courses in Regional Planning., Theory of Local Govgrnment, Pomonnel
Managemen t . P

P

University of Massachusetts (Amherst), BA, 1967. Major: Go vcrrmici, i.
.Area of concentration: municipal administration. Honors: First Dean 'sLi:3t, 1966-67. . Extra-curricular activitios : Vice Presidon<or Ciaos,

i963-6/4. Executive Council of Class, 1964-66. Varsity Pistol Toam,
i96>66. H

Kewrr,an Preparatory School ,(Boston ), 1962-6JL

Bo7.mont High School (BelmonQ, Massachusetts), Class of 1958.

PF,OFES3IONAL EXPERIENCE

Belmont, Massa'chuset;ts, Administrative Assistant to the Board of Sulect,,: t.n,
November 1972 to presen't.

Yeston, Mass&chusEltts, Admifiistrative A3sistan t to the Executive Seorutary,
:uly I, 197O to Novtmber 1972.

Amherst, MassachusUts, Administrativg Assistant to tho Town Managtir,
January, i967, to Saptember, 1969.

Areas of responsibi:Lity: 'See attachad E)xcerpts from Belmont position
de3cription

Proftmsional Organization: Membur, Massachuse tts Municipal NfaiqaEujrAui; j/\ssociation (Ma33achusett3 affiliate of ICMA). Member Intornational City
Management As3ociation (ICMA) '

FleXrences: Will b9 furnisUied upon roquest.
\
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, III. NATURE AND SCOPE OF POSITION
P

' List here btief statements cjes,cribing each oF the primary or major
responsibilities of the position in approximate order of importance.

·Details are not necessary. All that is needed are concise, factual
Gtate[nents which wiiL enable a knowledgeable reader to identify and

" generally understand what each responsibility is and what the character
. of the position is.W

b
/

/
1.

'

Recomiend ,8Lppropriate polieies for Selectman fS action and

if approvE|d, act tO implemont.,
,

P

.
'

' "'
,,

F
,

2. " Participat:e in preparation and compilation of annual towrj " " ' '

, 'budget and 'warrahU for annual. and special town me otings.'.
g

'
' A,ttend "meatings o.l Warrant COmmittee and. act ElS Qerk to Capital

'
.

'Budge t Cynini ttao . SupervisiOn of budgot' after 'adopted.
.
0

3* ScLp€)rvi3Eg department heads responsible to Seleetmon. Iii con-
" jwnction with departmeljt heads recommend aotions raquirinq

" Board 's 'approval.
'

·
'

' '

. . .
· ' '

,, L '

IndirE)etly manage and supervisa all town hall staff' yn'i'ei'
'

,
_

' ' '·Sa1ecthen 's .jiirisaictio'n. , ·
,

,
,

".· - "k
h

.
' ' ' ' t

"

,

50 Serve &s 'C1erk.,to 'Board of SAectmen: prepare' agonda and '

' minutes, pro,vide back-up mat«ria1, studies and recomniendod
,'

,
deci'sion' for Selectmen 's approval, prepare documents for ', ,'

'
,

' ' Ugna'ture and haMle corrosponUnco. " · "
&

' P-
'

. '

6,0 As rullmt;imE3 representative of parG'time' Board, handlo
' citiZen' calls and 'complaints which otherwise, would directly

reach Selectmen 'at meetings, in ordor to froe ,Board's time
- ', .· §r(j'r 'considoration ar policy m'attars. . Q "

m

70 R€)pre.giE)rit Seiectinen at hearings of ,stato; coUnty, regional
and -locrLL agoncies'. .

,
.

. .

.
,

'

,

" 80 · Act as .official designeo of Selectmen to, ,MBTA, MCtropolitan'
" " Oi strict Commission, joint Regionaj Transpor'tUior, CommitUe,P

,
' Eastern M>ddlesex Criminal, ,Tusti ce) Dev'e'lo'pmont Agency, and '

· t. cambridge Area ?![anpower Planiiing Board'. .' '"·r . , y

90 Maiwge 'lan(i, facilities and equipmont uridor, 'control ,of "

S'alectmen. '

Q
,

'

p
0

P

' lOo Act 'as"liaison between the sovorEil town boards and officers
to comnunicat(3 plans, programs, problems and needs. for qction' " by, apj'iiopriate means (formally or informally') .. ;. '

r

· · i

, 11. SCrve as Uministrativa Officer for other town boards and
,

. officersi to pe"rform, on their bohalf, such delegated duties as
,m&y be approved by Selectmen .on cCtitinuing ij¢sis .or for
specific jiurpose .· P .
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, (Continue on back side oZ sheet ifi necessary)
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, i CAMBRIDGE, MASSACHUSETTS 02139
'%:°,i:!:q,%/ '"" '"""°°

.

executive department Ap'ril 22, 1974
JAMES L. SULLIVAN

City Manager
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To the Honorable, the City Council:

I wish to notify your Honorable Body that I
.

am appointing Donald P. Hawkes of 40 Millbrook Road,
.

'

Wayland, Massachusetts, to the position of Director of
m

<7' Budget and Personnel for the City of Cambridge, to be

effective May 13, 1974, at an annual salary of $18, 780. 00.
* i

For your information I enclose at this time Mr. Hawkes'
, wy m, ^

"" " Cj
t

e, ,

personal resume.
r

r

Very truly yours,

James L. Sullivan
t C,J'y Manager
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Appointment of Dona d ii Hawkes as
" 0
a

Director ,of Budget ard ersonne1. "t,
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