SOUTHAMPTON TOWN ADMINISTRATOR

DRAFT JOB DESCRIPTION 

November 8, 2005

 

Definition:

Responsible for administrative and supervisory work coordinating the activities of the departments, commissions, boards, and offices under the jurisdiction of the Board of Selectmen, carrying out the policies and activities of the Board of Selectmen in accordance with Town By-Laws and Mass. General Laws and serving as liaison and coordinator among other town departments and organizations; serves as Chief Procurement Office; all other related work, as required.

 

SUPERVISION RECEIVED:

 

The Town Administrator receives general supervision and policy direction from the board of selectmen. Performance is evaluated based upon the achievement of goals and objectives specified by the Board of Selectmen.

As the chief administrative officer of the Town, appointed by and reporting to the Board of Selectmen, the Town Administrator works with considerable independence while receiving administrative direction from the Board of Selectmen via the Chairman.  The employee functions independently, referring specific problems to the Board when clarification or interpretation of town policy or procedures is required.

 

SUPERVISION EXERCISED:

 

The Town Administrator exercises direct supervision of employees of the selectmen's office and provides general supervision to department heads under the control of the board of selectmen. Department heads and other employees report to the Board of Selectmen through the Town Administrator.

 

Performs highly responsible work of a complex nature, requiring the exercise of independent judgment in providing professional advice to a variety of official departments, boards, and committees concerning the development, implementation and administration of the polices, goals, regulations, and statutory requirements related to the administration and operation of the town.
 

Performs varied and highly complex professional municipal management duties and facilitates planning and direction of Town activities. Exercises considerable judgment in implementing policy decisions, goals, regulations and objectives.

 

Shall recommend for appointment, or in appropriate circumstances removal, subject to any collective bargaining agreements or other employment agreements as may be applicable, all department heads, officers, members of boards and commissions, and employees under the jurisdiction of the Board of Selectmen for which no other method of selection is provided. All such appointments or removals shall be subject to approval by the Board of Selectmen.

RESPONSIBILITIES:
 

The essential functions or duties listed below are intended only as illustrations of the various types 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.

 

Administers all daily operations of the Town Hall/Staff; coordinates activities of other

Town departments, boards, and commissions as directed by Board of Selectmen policies.

Coordinates all short-term and long-term financial planning for the Town, including capital planning. Reviews budget requests of relevant departments, recommends final annual budget to Board of Selectmen and Finance Committee and administers approved budgets. Prepares annual financial reports in cooperation with auditor and Town accountant per Town By-Laws. Assists the Capital Improvement Committee to develop, update, and implement the Capital Improvement Plan.

 

Assists in developing and managing the municipal budget, in accordance with Town By Laws, and works with the Capital Improvement Committee; implements and supervises the execution of the budget; prepares all warrants for the annual and special Town Meetings; presents proposed warrants and budgets to the Board of Selectmen for its review and approval.

 

Responsible for preparing and printing the Annual Town Report. 

Attends all sessions of Town Meeting and answers questions which relate to warrant articles and matters over which the Town Administrator exercises any supervision. 

 

Administers the Town's personnel system, including, but not limited to, personnel policies and practices, rules and regulations, provisions for an annual employee performance review, personnel bylaw and collective bargaining agreements entered into by the Town. Facilitates the development and maintenance of the personnel staffing plan for all departments and agencies, as appropriate.  Advises department heads, boards, and commissions on personnel matters. 

Serves as Town's Affirmative Action Officer, MCAD Contract Compliance Officer and Town's Equal Opportunity Officer.

 

Involved in negotiations of all contracts with Town employees involving wages, hours, and other terms and conditions of employment, subject to the approval of the Board of Selectmen and/or Town Meeting.

 

Serves as the Town's Chief Procurement Officer for all departments and activities of the Town, but not including the schools, unless otherwise specifically requested by the School Department. Seeks to Collaborate with area towns to purchase goods or services to achieve more favorable pricing.  Negotiates contracts and agreements involving town business and programs.  Supervises the preparation of all bids and contracts; ensures that all local and state procurement statutes, rules and regulations are followed; supervises and evaluates competitive bidding.

 

Sees that all of the provisions of the Town's general bylaws and other votes of Town Meeting and votes of the Board of Selectmen, which require action by the Town Administrator, are faithfully executed, performed, or carried out.

 

Assists in the preparation of materials for meetings of the Board of Selectmen; attends meetings and advises the Board as appropriate. Serves as official town representative for internal and external relations in the absence of the Board and/or its chair.

Administers the permit and license procedures for the Board of Selectmen.

 

Keeps the Board of Selectmen fully advised as to the needs of the Town and recommends to the Board of Selectmen and other elected town officers and agencies for adoption such measures requiring action by them or by the Town Meeting, as the Town Administrator may deem necessary or expedient.  Researches and implements major policy initiatives; prepares reports on policy issues, procedures, and organizational issues and makes recommendations to the board of Selectmen.

Assures that full and complete records of the financial and administrative activities of the Town are kept and rendered as often as maybe required by the Board of Selectmen, but no less than once a year, a full report of all administrative operations during the period, which report shall be available to the public.

 

Implements decisions of the Board of Selectmen and informs concerned parties of board actions.

 

Prepares or oversees the preparation of grant applications and coordinates grant proposals.

 

Communicates with Town staff concerning policies and procedures; meets regularly with department heads to keep lines of communication open; ensures that Boards and Commission elected and appointed, are aware of policies and procedures; assists Boards and Commissions in an advisory capacity.  Meets with town departments, boards and committees to coordinate activities, conduct town business and ensure consistent policy direction and effective communication; conducts meetings with staff to coordinate activities.

Responsible for the oversight and adoption by Town departments and Committees of the Town’s website as a means of communication.

 

Serves as the Town's public relations officer in addressing complaints, criticism, and suggestions from citizens, industry, developers, and others. Works with Town Boards and commissions, the local business community and developers to encourage the controlled growth of the commercial business base.

 

As directed by Board of Selectmen, directs and confers with Town Counsel and Labor Counsel in the preparation and documentation of all applicable legal matters involving the Town.
.

 

Assists Emergency Management in emergency coordination.

 

As required, represents the town and the Board of Selectmen before meetings, state agencies and town residents; serves as liaison to regional, state and federal agencies.

Performs such other duties as may be required by the Board of Selectmen, by law or by state law.

MINIMUM QUALIFICATIONS:

 

Working knowledge of municipal government, including finance, budget, personnel policies and practices, town bylaws, and federal and state regulations, as they relate to municipal government.  Employee must have displayed the ability to establish and maintain effective working relationships with employees, board and committee members, and citizens. Plans and organizes the preparation of reports, analyze problems, and formulate recommendations. Must have ability to speak and write effectively in English.

 

Employee must possess mediation, conflict resolution, and leadership skills with excellent customer service and public relations skills. Good analytical and budgetary skills.

· Bachelor’s Degree in Business, Government, Public Administration, or a related field from an accredited four-year college or university required; Master’s Degree in Public Administration or related field highly desirable; plus 3-5 years experience in the field of Public Administration or an equivalent combination of education and experience.

· Valid drivers' license required.

· Knowledge of relevant Massachusetts General Laws, Proposition 2 1/2, grant writing, Warrants, principles of assessing and legal requirements.

· Ability to develop effective working relationships with subordinates and with other Town departments, Boards, Commissions and Committees.

· Ability to direct the work of professionals.

· Ability to negotiate contracts, agreements and appropriate working arrangements and achieve timely results under stressful circumstances.

· Strong oral communication skills and the ability to represent the Town before an array of organizations. Excellent writing skills required.

· Strong organizational skills and the ability to manage a large number of projects and tasks.

· Ability to mediate disputes

· Successful completion of a comprehensive background investigation including CORI (Criminal Offender Record Information), physical and psychological evaluations.
 

PHYSICAL REQUIREMENTS:

Minimal physical effort is required to perform duties under typical office conditions. The

Employee is frequently required to sit, speak, and hear.  Vision requirements include the

ability to read routine and complex documents and view a computer monitor.

 

 

WORK ENVIRONMENT:

Work is performed in a moderately quiet office environment. Performance of duties requires attendance at frequent evening meetings, some travel, and work beyond normal business hours.  Some travel is required for local or regional meetings and the employee must operate an automobile.

 

The employee regularly attends evening board meetings and makes frequent contact with other municipal departments, local, state and federal government officials, contractors and salespeople. The employee should be familiar with standard office equipment and be proficient in standard software products and familiar with the functionality of the municipal software packages used by Southampton.  Employee will operate a computer, printer, telephone, copier, facsimile machine, and all other standard office equipment.
 

The employee has frequent contact with citizens in person, by telephone, e-mail and in writing, and daily contact with department heads. Contact requires excellent public relations skills, persuasiveness and resourcefulness to influence the behavior of others.

 

The employee has access to town-wide confidential information, including personnel records and other information about employees, bid proposals, and legal proceedings.  Errors in judgment could result in delay or loss of services, monetary loss, legal repercussions, possible damage to negotiations, and cause poor public relations for the town.

Maintains professional competence through participation in relevant workshops, seminars and professional organizations.

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.
