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Job Description: Town Administrator: Full Time Salaried, Exempt
April 2014

TOWN ADMINISTRATOR JOB

SUMMARY

The Town Administrator is the chief administrative officer for the Board of Selectmen and is

responsible for duties assigned by them. The Town administrator coordinates, directs, and
plans the workflow of the administrative functions of the Town and oversees the overall
operation of the Town; manages the Office of the Board of Selectmen; and acts as liaison
between and establishes effective working relationships with and among
all elected officials, boards, commissions, departments, committees, employees, and the
public. Provides general interpretation of state and local regulations, guidance and assistance
to the general public. Serves as representative of the Board of Selectmen for all aspects of
municipal operations and compliance with Town regulations and policies. Town
Administrator is the representative of the Board of Selectmen in Town Hall on adaily basis.

SUPERVISION RECEIVED

Performs the duties and responsibilities as prescribed by the Board of Selectmen. Assumes
responsibility for developing and achieving the Board of Selectmen's goals and objectives.

SUPERVISION EXERCISED

Is responsible for the supervision of the Town administrative staff. Provides administrative
support services to other elected and or appointed town officials and agencies in the
performance oftheir public responsibilities. Is responsible for the coordination of scheduling
and functions of Town boards and agencies. Assigns duties to, instructs, oversees and evaluates
administrative employees. Functions as the Board of Selectmen's liaison with department heads
and Town employees. Copies of all information shall be provided to the Town Administrator so
that the Board of Selectmen can be kept advised of the workings of the Town Hall.

PRIMARY DUTIES

Carries out the directives of the Board of Selectmen and also exercises independence in
carrying out job responsibilities.

Responsible for the management and coordination of all administrative staff functions in the
town offices to support and implement the decisions and policies of the Board of Selectmen on
a daily basis.

Advises the Board of Selectmen on all personnel matters.








