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TOWN OF ACTON
SUMMARY:
Working under the direction of the Town Manager supports and develops inter-governmental collaborations and citizen engagement programs and initiatives; manages special projects; writes and administers grants; oversees program budgets; and manages our award-winning transportation program. Compile and aggregate information from various internal and external sources to promote public awareness and public engagement in local projects and initiatives.  Support the Town Manager’s office in fostering collaborations with our legislative delegation, state and federal partners and with other municipalities in the region.     Serve as liaison and provide staff support to local committees and organizations as assigned. 
SUPERVISORY RESPONSIBILITY: Functional supervision over contracted employees and intermittent interns or senior workers.  Lead project teams as assigned.
DISTINGUISHING CHARACTERISTICS OF POSITION:

Supervisory controls: Receives administrative and policy direction from the Town Manager.    Supervisor provides assignments, indicating generally what is to be done, setting priorities and deadlines.  Additional instructions are provided for new, difficult, or unusual assignments.  Initiative is required to carry out recurring assignments independently, referring deviations, problems, and unfamiliar situations to supervisor for assistance.  Employee frequently required to work independently.
Guidelines:  Administrative policies and precedents are applicable, but are stated in general terms, requiring the employee to interpret and adapt guidelines to the particular situation at hand. Employee is required to use initiative and resourcefulness.  Employee adheres to the guidelines, Town of Acton Personnel Administration Plan and major deviations must be authorized by supervisor.
Complexity: Work consists of duties that involve simple to complex-related steps and processes.  Employee must recognize differences among a few easily recognizable situations and make decisions based on various choices.  Develop and maintain website and social media content. At times, employee must make decisions based on assessment of unusual circumstances, variations in approach, and incomplete data. 
Scope and Effect:  Work requires the assessment of a variety of conditions and situations, formulating solutions, making judgments, and evaluating the effectiveness and quality of the completed project. Errors in judgment could seriously affect the accuracy, reliability, and acceptability of department operations and services, poor public relation outcomes and legal repercussions.
Personal Contacts/Purpose of Contacts:  Works with the general public; communication in person, by telephone; via standard written communication and through web sites.  Involves discussing simple to complex technical information. Contacts are with other employees within the department and in other town departments, committee/board members, the general public and representatives of intergovernmental agencies. Considerable skill, diplomacy, and tact are required in motivating employees, informing and guiding personnel, gaining compliance with policies and regulations, and resolving conflicts.  
Physical Demands/Work Environment:  Work is primarily sedentary, but includes some standing and walking over various surfaces. Work is performed under office conditions using computer, telephone and standard office machines.  Environment may involve moderate risks or discomforts which require normal safety precautions (i.e. construction site).
KNOWLEDGE, SKILL AND ABILITY:
 Knowledge - 
Knowledge of statutes, bylaws, regulations, policies and procedures relevant to the position.    General knowledge of various operating systems.  Knowledge of standard office procedures.  Knowledge of the public records and open meeting laws.  
Skill -   
Strong interpersonal and communication skills, in person, by phone or electronically.  Strong problem-solving skills. High quality writing skills with attention to detail to maintain effective work relationships.  Effectively communicate on a broad range of issues with individuals and groups.  Capacity to learn and utilize the Town’s financial systems input and processes;  recognize town-wide priorities and work cooperatively to support their accomplishments;  work effectively with a diverse range of citizens;   assess local and regional transportation needs and to develop programs to meet those needs.
Ability -


Ability to recognize town-wide priorities and work cooperatively to support their accomplishments.  Financial abilities and understanding of how to manage a program budget with multiple funding sources. Ability to work effectively with a diverse range of citizens and town citizen committees.  Ability to read, understand, interpret and apply town and state and federal laws, regulations, policies and standards. Ability to identify and analyze issues and develop appropriate recommendations.  Ability to communicate effectively and efficiently verbally and in writing.  Ability to work effectively under time constraints to meet deadlines.

MINIMUM ENTRANCE REQUIREMENTS:  
Bachelor’s degree in public administration, business management, or related field plus five (5) years of work experience in a business environment; or, any combination of education and experience.
PREFERRED REQUIREMENTS: 
Government experience; project management experience; experience in preparing and managing a program budget.
DETAILED JOB DUTIES:
1. Enhance the public participation and public engagement in Town projects for all departments.  Provides support to all departments/divisions in the development of and coordination of public forums, events, and community meetings to support Town goals and initiatives. 

2. Oversees all aspects of the Town of Acton’s transportation programs and participates on behalf of the Town in regional collaborations related to transportation. Works with Town Manager and Finance Office to develop and monitor budget allocations, expenditures, fund balances.  Assists the DPW and Finance Office with oversight of commuter parking program.  Acts as liaison between the town and the Massachusetts Bay Transportation Authority (MBTA), Lowell Regional Transportation Authority (LRTA) and other transportation organizations.
3. Prepares and presents a wide variety of written materials for the purpose of documenting and conveying information, events and other related activities.  Aggregates information from multiple resources to effectively disseminate information to the public.

4. Manages special projects and leads interdepartmental teams as assigned; facilitates collaboration and/or participates in meetings, workshops, etc. 
5. Applies for and manages grants.  Provides support to all departments in seeking grants, writing grants, and grant reporting.

6. Fosters collaboration and provides support to all departments/divisions with communications and interactions with local, state and federal government agencies and related organizations.
7. Collaborates with Town Counsel, town departments, the public and external entities such as the Attorney General’s office on Open Meeting Law requests and related issues.

8. Provides staff support to the Commission on Disability, Transportation Advisory Committee, Cross Town Connect, and other committees as assigned.
9. Manages and provides content for multiple web pages and social media accounts.  Provides internal and external customer service, support and assistance as needed to maintain and continuously improve the content on all Town social media and web sites. Coordinates web content and assists staff with creating and editing pages and preparing graphics for web use.  Creates and updates content as needed, and reviews content for completeness, accuracy, and consistency.
10. Communicates, collaborates and develops positive relationships with external entities such as businesses and residents.
11. Responds to emergency situations during and after standard hours for the purpose of resolving immediate safety concerns.
12. Performs other duties as required.
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