DEPUTY TOWN ADMINISTRATOR

Definition 

High level administrative, supervisory and technical work in assisting the Town Administrator to discharge the duties of the office; assists the Town Administrator to formulate and implement the policies of the Board of Selectmen; acts as second executive in command with Town-wide general management responsibilities and with particular emphasis on fiscal affairs of the Town; all other related work as required. 

Supervision 

Appointed by the Town Administrator; works under the broad general direction of the Town Administrator, and in accordance with the bylaws, rules, regulations, policies and procedures of the Town; acts as the Town Administrator in hislher absence. 

Performs responsible supervisory, management, administrative, and research functions of a complex nature in assisting the Town Administrator administer, manage and coordinate the operations of the Town's financial activities. 

As the Town Administrator's deputy and representative, the incumbent has delegated supervisory responsibility over all department heads; also, the incumbent has direct supervisory responsibility over all office staff in the selectmen's office. 

Job Environment 

Work is performed under typical office conditions. Incumbent is frequently required to attend evening meetings and to work outside of the normal business hours on a regular basis. In addition, incumbent may be require to work on weekends and may be contacted at home any time to respond to important situations and emergencies. 

Makes frequent contact with local, state, and federal officials, community leaders, all Town department heads, town counsel, the press and the general public. Contacts require excellent customer service skills, persuasiveness and resourcefulness to influence the behavior of others. 

Has access to an extensive amount of confidential information, including personnel records, bid proposals, negotiating positions, and legal proceedings, the disclosure of which would cause poor public relations for the Town. 

Errors in administration and judgment could significantly affect the municipality's ability to deliver services, could have financial and legal repercussions, and could result in a deterioration in public relations and confidence. 

Essential Functions 

(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) 

Assists the Town Administrator in the formulation and/or implementation of policies, executive decisions, and related management programs; collects information, does research and assists in the planning of various projects and programs as assigned by the Town Administrator; closely assists the Town Administrator in the day-to-day management of the Town. 

Meets weekly with the Chairman of the Board of Selectmen and Town Administrator to prepare agendas for Board of Selectmen meetings, and to develops strategies on issues before the Board; attends all meetings of the Board of Selectmen. Attends meetings of other boards and commissions, particularly the finance advisory committee, to represent the Town Administrator and Board of Selectmen on various issues. 

Assists the Town Administrator to oversee the fiscal affairs of the Town including the preparation of the annual financial plan and the capital improvement program; makes recommendations to the Town Administrator and Board of Selectmen on all matters having a financial impact on the Town. Assists department heads, boards and committees in the preparation of their operating and capital budgets, and examines the justification for increases in various budgets; performs complex financial analysis using a personal computer. 

Responsible for the coordination and preparation of the warrant articles for town meetings; prepares the Board of Selectmen's reports and recommendations on the warrant articles; coordinates financial matters with the chairman of the finance advisory committee and Town Moderator; assists the Town Administrator and Board of Selectmen with presentations and responses to questions at Town Meeting. 

Assists the Town Administrator in the recruitment and screening process of potential candidates for appointments. 

Assists the Town Administrator in developing the management agenda for collective bargaining and evaluating all proposals on the table. 
Oversees the implementation of all new computer hardware and software systems; acts as chairman of the information services steering committee. 

Undertakes assignments, administrative tasks, and supervisory functions as directed by the Town Administrator; represents the Town Administrator and keeps him/her informed with regard to town business and administrative financial affairs. 

Prepares reports, position papers, and recommendations for the Town Administrator and Board of Selectmen on issues before the Board. 

Suggests new and improved approaches to providing town services, especially, but not limited to, financial services. 

Exercises oversight and administration of the clerical pool; serves as second evaluator for clerical performance reviews. 

Performs similar or related work as required or as situation dictates. 

Recommended Minimum Qualifications 

Education and Experience 

Master's Degree in public or business administration; five years of senior level general 

management experience in a municipal government; special emphasis in municipal finance. 

Special Requirements 

Ability to become bonded. 

Knowledge, Ability and Skill 

Knowledge. Expert and working knowledge of municipal government including finance, 

budget, personnel policies and practices, collective bargaining, departmental operations, 

federal and state agencies (as they relate to municipal government), Town bylaws and State laws. Familiarity with personnel policies and practices and municipal, State and federal finance and personnel laws. 

Ability. Ability to coordinate the work of professional and non-professional subordinates, peers and elected! appointed officials. Ability to communicate effectively, orally and in writing with Town employees, state, federal, local officials and the general public. Ability to operate a personal computer and proficient in the use of word processing, spreadsheet and municipal financial applications. Ability to represent the Town Administrator appropriately and effectively. 

Skill. Strong organizational and analytical skills. Excellent customer service skills. Advanced skills in modem computers, technology and information services. General management skills an thorough knowledge of the principles and practices of public finance, budget management, personnel management, and intergovernmental relations. 

(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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Deputy Town Administrator
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