
BOARD ADMINISTRATOR
Definition
Administrative and professional work assisting the Board of Selectmen to discharge the duties of the office; all other related work, as required.
Supervision
Works under the administrative direction of the Chairperson of the Board of Selectmen, in accordance with general instructions and requiring the ability to plan and perform duties independently.
Performs a variety of administrative and professional duties, requiring a thorough knowledge of town operations and the exercise of considerable judgment and initiative in responding to inquiries, particularly in situations not clearly defined by precedent or established procedures.
Supervisory Responsibilities
Supervises two full-time employees.
Work Environment
Work is performed under typical office conditions; work environment is moderately quiet. Employee is frequently required to work outside of normal schedule. Work fluctuates as a result of Town Meetings, town elections, Town Day and other events; however, these variations in work can generally be scheduled. 
The employee operates standard office equipment.
Duties are primarily devoted to public contact; employee has frequent contact with the general public, Board of Selectmen, Town Manager, other town departments, and various local organizations. Contacts require courtesy and discretion; contact is in person, by telephone, and in writing.
The employee has access to town-wide confidential information, such as personnel records, law suits, and criminal investigations.
Errors could result in significant delay or loss of services, adverse public relations, legal repercussions and monetary loss.
Essential Duties and 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.
Prepares agendas and information packets for the Board of Selectmen; prepares the minutes for meetings of the Board of Selectmen, ensuring accuracy and that minutes reflect the true nature of issues discussed. 
Prepares the Annual Town Meeting Warrant; provides draft copies of the warrant to Town Meeting members, as well as hearing schedules; prepares the Selectmen’s Report to the Town Meeting, which records votes of the Board of Selectmen on each warrant article; ensures that the report is distributed to Town Meeting members.
Keeps the Board of Selectmen informed concerning the daily operations of the town, by discussing matters by telephone, sending e-mails and routing copies of letters to members of the Board; sets up hearings; responds to specific information requests of the Board.
Investigates and follows up on complaints and concerns which have come into the Selectmen’s office; monitors spending of the office; oversees the operations of the office; maintains liaison with the Office of Town Manager.
Coordinates requirements and procedures relating to public hearings and licensing matters which are under the jurisdiction of the Board of Selectmen.
Supervises and advises staff on handling issues and assists staff to ensure duties are effectively performed. 
Attends meetings of the Board of Selectmen and follows up on the directives of the Board of Selectmen.
Performs other similar or related duties, as required or as situation dictates.
Recommended Minimum Qualifications
Education and Experience
Bachelor's Degree in a related field; three to five years of public administration experience; municipal experience desirable; experience dealing with the public strongly preferred; or an equivalent combination of education and experience.
Knowledge, Ability and Skill
Thorough knowledge of municipal and state government and office practices and procedures. Knowledge of the political context of local government.
Ability to interact tactfully and appropriately with the general public and town departments. Ability to work effectively under time constraints to meet deadlines. Ability to be diplomatic and recognize the sensitivity of issues. Ability to establish priorities and recognize potential problems and sensitive matters.
Skill in the use of computer applications, including word processing and spreadsheets. Skill in organizing information and statistical records. Supervisory skills. Interpersonal skills.
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 use a computer.
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.
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