TOWN OF CANTERBURY

JOB TITLE:  Town Administrator
Date: ______________


DEPARTMENT:  Selectmen’s Office

STATUS: Part-Time 

JOB SUMMARY:
Coordinates the daily administrative functions of the Town Office and the Board of Selectmen. Supervises Town Office operations and administers the personnel, financial and purchasing policies of the Town.  Inquiries & interaction with general public.
SUPERVISION RECEIVED:
The Town Administrator operates under the broad supervision of the Board of Selectmen. 

SUPERVISION EXERCISED:

Directly supervises Town Office staff. Supervise, evaluate, trains and directs town staff, town board and commission representatives.
EXAMPLES OF ESSENTIAL DUTIES:
(The listed examples are illustrative only, and may not include all duties found in this position.)

Manages financial affairs of the Town. Researches money management/investments; manages insurance programs; implements audit recommendations. Assists in the assessment process.

Coordinates the daily administrative functions of the Office of Selectmen; serves as liaison between Selectmen and Town departments. Serves as the contact person for municipal and community development efforts of the Town.

Represents Selectmen whenever they are unavailable and monitors the activities of Committees appointed by the Selectmen.
Implements the Town’s personnel policies and procedures and advises Selectmen on personnel matters. Attends to training needs of employees. 

Attends all Selectmen’s meetings. Assists in preparing minutes, agendas, and gathering relevant data. Arranges meetings at the request of the Board. Advises Board in all municipal areas.

Coordinates and establishes all purchasing, including the review of all purchase requisitions, drafting of specifications and the evaluation of bids received.

Monitors the availability, requirements and application procedures of State and/or Federal grants; administers grant funded programs.

Coordinates preparation of the Town budget and oversees its daily administration. Analyzes expenditure trends and reports potential problems to the Selectmen. Prepares and presents Selectmen’s budget.

Oversees Annual Town Report preparation. Completes and submits all required Town, State and Federal forms and reports.

Coordinates building maintenance and emergency repairs.

Performs other related duties as required.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:

Thorough knowledge of public administration, including personnel management, financial management, and general management principles, policies and practices; thorough knowledge and understanding of Town policies and procedures, Town ordinances and Federal and State statutes. Ability to plan, organize, supervise and inspect the work of professional, technical and support personnel; ability to delegate responsibility. Ability to prepare and present technical and statistical reports; ability to negotiate and resolve disputes effectively; ability to exercise creativity and initiative in resolving Town problems and issues and in carrying out administrative responsibilities. Ability to establish and maintain effective working relationships with employees, Town Officials, the business community, the general public, and State, regional and Federal Officials.
MINIMUM QUALIFICATIONS REQUIRED:

Master’s degree in Public Administration or related field; three years administrative experience, preferably in municipal government; OR any equivalent combination of education and experience which demonstrates possession of the required knowledge, skills and abilities.
Approved by the Board of Selectmen

______________________________

Robert J. Steenson, Chairman 

______________________________

Tyson A. Miller

______________________________

Cheryl A. Gordon

