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How to Enter Your Data  
1. Log into the website https://mmhrsurvey.mma.org.  
2. Your username is your first initial and last name.  
3. If you do not know your password, you can easily reset it by clicking Forgot your password?  
4. Once you log in you will see an alert on the home screen that says “You have an open benchmark 

survey.” Click on the survey and enter your information  
OR  
If you have already begun entering data during a prior session or want to revise prior data entered click 
on My Surveys at the bottom of the screen.  

 
5. For each Position Title enter:  

a. the number of employees in each position  
b. hours worked per week each employee is regularly scheduled for (if variable as with some 

part-time positions, enter average hours per week)  
c. minimum annual base pay and maximum annual base pay for each position 

  
6. ALWAYS click Save and Publish at the bottom of the page before you log out. This makes the data 

you have entered accessible for other communities to search on. Your survey can be reopened for 
editing at any time.  

TIPS 
A. Some surveys copied over with total hours per year instead of per week. Please be sure to change the 

hours to hours per week if this happened for your survey. The hours carry forward from one year’s 
survey to the next so fix it once and never have to worry about it again! 

B. For Fire, Police, and other positions with variable-day schedules use the average weekly hours.  
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C. Position Titles may not exactly match the titles in your community. Match as best you can. If you don’t 
see a title that would reasonably match a position, contact the MMA's Member Services Department at 
617-426-7272.  
 

How to Search for Benchmark Data  
1. Click on the Benchmark Tab  

 
 

2. Under Start a New Search select the:  
a. fiscal year you want to search on  
b. Cities/towns you want to search  
c. Desired job titles.  

 
When selecting Cities/Towns, and Job Titles, ☑ check on the desired items then click Select. 
  
NOTE: You must select your city or town in the “Select Cities/Towns” section then check “Include 
Surrounding Cities/Towns” feature in order to search your pre-set comparables. For more information 
about pre-set comparables see How to Pre-Set Your Comparables section of this guide.  

 
3. After you enter your search criteria, click Search.  
4. Results will show up in the lower window.  
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5. You can:  
a. View results by Job or by City  
b. Export the data into a pdf or csv by clicking the desired Export button.  
c. Print the results by click on Print  

 
 

6. When you have finished your search, look at the window below to:  
a. Save the search criteria for future use by clicking Save this Search  
    Clear the search criteria to start a new search by clicking Clear Search.  
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How to Pre-Set Comparables (Surrounding Cities/Towns)  
 
Many have a set of cities and towns they consider to be good comparisons (aka: comps) for your community. 
These communities may be in the immediate area, of similar size, of similar budget, have similar forms of 
government, department sizes, or organizational structures.  
 
The “Include Surrounding Cities/Towns” feature makes it easy to search data for your specific comps. Users 
can select what communities are included in this search feature, making searching data for your unique comps 
as simple as checking that box. In order for this function to work properly, be sure to select your 
community and only your community in the Select Cities / Towns section in addition to checking the 
Include Surrounding Cities/Towns box. 
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To Pre-Set Your Comps  
 

1. Click on the Admin Tab  

 
 

2. Click on My Cities and Towns.  

 
3. Click on Edit.  

 
4. From this screen you can update your community and select your Cities and Towns.  

 
5. Don’t forget to click Update at the bottom of the page to save your changes. Whenever you select 

“Surrounding Cities/Towns” in the search feature, the communities you selected here will be searched.  
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How to Convert a CSV file to Excel  

One of the greatest benefits of the Benchmark Tool is the ability to download searched data into a file type that 
facilities analysis. The CSV (comma separated values) file type is an Excel type file that allows you the ability 
to manipulate the data for your needs including sorting, filtering, performing calculations, generating graphs, 
and other steps.  

To download the Searched Data into a CSV file click on the Export Current Title (CSV) or Export All Titles 
Searched (CSV) 

 

If you are prompted by your computer to open, save or save as, select Open. 
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If you have Excel on your computer, the file will open in Excel. If you use another product, it should open to 
that as default. 
 

 
 
Before you begin altering the data, save it to your computer as you would any other file. Click File, Save As. 
 
In addition to selecting the file destination and File Name, in the Save As Type click on the drop down list and 
select Excel Workbook (or your preferred file type). 
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The file and the data will look no different after you do this, however the file name will change to an Excel file. 
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Document Library  
 
The Benchmark Tool has a powerful document storage tool that makes it easy to upload and search for job 
descriptions, contracts, policies and other documentation.  
 
To Upload Documents  
 

1. To access the Document Library, both to upload and search for documents click on the Docs tab. 

  
 

2. To Upload documents click on Upload New Document. 

 
 

3. Provide a Title for your document. Example: Computer Use Policy or Example: Police Chief  
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4. Select the Type of document you are uploading. This allows it to be tagged for searches. 

 
 

5. Click on Browse to find the document on your computer/network.  
 
 

    
 

 
 

How to Delete and Uploaded Document 

To delete an uploaded file, please contact the MMA's Member Services Department at 617-426-7272 with the file 
name and type.  
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How to Search Document Library 
 
Searching for Documents works the same as Searching for Salaries (see How to Search Benchmark Data)  

1. To search documents select your desired parameters. For documents, you may not want to narrow 
your search by location (Cities/Towns). Click on Select Job Titles to select the job that the document 
pertains to, if any. Add any further description and click Save. 

 
 

2. Select the File Category of file you are seeking. 

 
 

3. Click Search.  

 
 

4. Click on Download to access the document. You can also look at documents by Community click 
Report View or Sheet View. In all cases to download the document simply click Download.  
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Need More Help?  
 
Need help, run into something you don’t know what to do with, something not working the way it seems it 
should?  
 
No problem! To contact the Administrator for help, use the Contact Us links located at the top right and bottom 
right of any page. This will bring up a form to send the Administrator an email. The Administrator will respond 
as soon as possible. Fill out all the fields on the form and then click on the Send Message button.  
 
Or contact the MMA's Member Services Department at 617-426-7272.  
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MMPA Benchmark Survey Tool Positions and Descriptions 
 

 
 

Accountant Category: Finance  

Performs working level professional accounting duties; develops and implements new 
accounting techniques and systems or modifies and modernizes existing methods and 
procedures. Maintains and balances accounts against other accounting records. 
Makes final accounting of cash funds, vouchers, and encumbrances. Prepares 
balance sheets. Conducts internal audits. Compares expenditures with budget 
appropriations. Assist in the preparation of reports which serve as a basis for budget 
requests .Minimum Qualifications may include graduation from a college or university 
with a bachelor's degree in accounting or a related field and two to four (2-4) year of 
related experience, or an equivalent combination of education and experience.

 

 

Administrative Assistant Category: Clerical / Administrative 

Under general supervision of department head, serves as lead staff member (office 
manager) coordinating clerical and administrative functions of three or more office 
personnel.  

 

Administrative Assistant to the 
Board 

Category: Clerical / Administrative 

   

 

Animal Control Officer Category: Public Safety Support  

Patrols streets for stray domestic or wild animals. Captures and confines stray animals. 
Responds to public complaints regarding animals. Issues citation and impounds 
animals. Issues licenses for animals. Picks up injured animals. Investigates theft or 
slaughter cases. Transports animals to shelter. Minimum Qualifications may include 
graduation from High School and one (1) year of experience performing above or 
related duties or an equivalent combination of education and experience.  
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Appraiser / Assessor Category: Finance 

Performs complex administrative, supervisory, and professional work in appraising and 
assessing real and personal property, in planning, managing and directing the activities 
of the Assessing Division, and in assisting the Board of Assessors with all municipal 
tax assessment activities. 

 

Assistant Appraiser / 
Assessor 

Category: Finance 

Performs complex administrative and clerical support duties as needed to expedite the 
day to day functions of the office of Appraiser/Assessor. Generally assists to ensure 
the accuracy of the appraising and assessing of real and personal property. May 
perform routine administrative functions in assisting the Board of Assessors with all 
municipal tax assessment activities. 

 
 

 

Assistant Chief Admin Officer Category: Management / Administration 

The assistant to the Executive Secretary, Town Administrator or Manager of the 
municipality.   

 

Assistant HR Director Category: Human Resources 

 

 

Assistant Recreation Director Category: Recreation  
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Assistant Town Accountant Category: Finance 

Performs various administrative and supervisory support duties as needed to ensure 
and expedite effective day to day operations related to "Town Accountant" 
responsibilities. Performs reporting and financial duties assisting the Town Accountant 
in maintaining accounts and balance sheets. Also performs internal audits and may 
process purchase orders and vouchers. Minimum Qualifications may include 
graduation from high school, plus, two (2) years of specialized training related to 
accounting, bookkeeping, or similar financial operations or an equivalent combination 
of education and experience.  

 

Assistant Town Clerk Category: Clerical / Administrative 

Performs a variety of working level, general and routine clerical duties as needed to 
expedite the delivery of services of the office of city or town clerk. Assists the general 
public over a counter, telephone or through the mail; receives and processes 
information related to the functions of the department. Enters account information into 
computer data base; updates records as needed; generates various status reports as 
requested. Receives payment for fines, fees, services, taxes, etc., and issues receipts; 
verifies accuracy of various public records, accounts, etc. May attend council meetings 
to take minutes. Minimum Qualifications may include graduation from high school and 
two (2) years, 18 months of which must have been directly related to the duties of a 
statutory department of the entity. Working knowledge of standard office practice and 
procedures, including personal computer (word processing, spread sheet, etc.). Ability 
to demonstrate some skill in human relations and interpersonal communications.

  

 

Assistant Town Treasurer / 
Collector 

Category: Finance  

Performs professional, supervisory and administrative work in the collection of all 
monies due the town, and in the receipt, expenditure, and custody of municipal funds. 

 

Assistant Treasurer  Category: Finance  
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The Assistant Treasurer performs responsible supervisory, administrative and financial 
duties assisting the Treasurer/Collector with the operation of the office and maintaining 
the town's cash position; other related work, as required. 

 
 

 

Benefits / Payroll Coordinator Category: Human Resources 

   

 

Budget Management Analyst Category: Finance  

   

 

Building Commissioner Category: Inspectional Services 

Performs complex, responsible work in enforcing building codes, and interpreting 
same; and zoning codes. 

 

Chief Admin Officer Category:  Management / Administration 

As the Executive Secretary, Town Administrator or Manager, this position overseas 
and manages the day- to-day operations of the municipality. 

 

Chief Financial Officer / 
Finance Director 

Category:
 

Finance  

   

 

City / Town Clerk Category: Management / Administration  
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Maintains all city records. Keeps City Seal. Takes minutes of council meetings, 
distributes and publishes minutes. Maintains records of all ordinances and resolutions. 
Coordinates city elections. Minimum Qualifications may include graduation from a 
university with an associate's degree in business administration, accounting or a 
closely related field and two to three (2-3) years of experience in personnel, finance or 
a related field or an equivalent combination of education and experience.

  

 

City Auditor / Town Auditor Category: Finance  

   

 

City Solicitor / Town Counsel Category: Management / Administration 

   

 

Clerk 1 (junior Clerk) Category: Clerical / Administrative 

Performs Entry-level clerical and reception duties. Under direct supervision of 
administrative or clerical employee performs, according to standard office procedures, 
a variety of routine clerical duties requiring a limited degree of decision and knowledge 
of the functions of the department or section; examines documents for correctness; 
prepares forms and other documents; receives receipts for municipal services; 
maintains any of a number and/or type of files; gives information to the public; 
requisitions office supplies, and does sorting and mailing. Does not supervise 
employees.  

 
 

 

Clerk 2 (senior Clerk) Category: Clerical / Administrative 
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Under supervision of administrative or clerical employee performs, according to 
standard office procedures, a variety of moderately complex clerical duties requiring a 
moderate degree of decision and knowledge of the functions of the department or 
section; examines documents for correctness; prepares forms and other documents; 
compiles any number of different type of statistics; posts and maintains general 
records; may, for a small percentage of time, maintain double-entry books of account; 
may work with payrolls and pay computation; receives receipts for municipal services; 
maintains any of a number and/or type of files; gives information to the public; 
requisitions office supplies, and does sorting and mailing. Requires general knowledge 
of the operation. May exercise working supervision over a few Clerks. 
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Clerk 3 (principal Clerk) Category: Clerical / Administrative 

Under supervision of office manager or department head, provides complex secretarial 
services, prepares financial records and reports, organizes meetings, or does 
scheduling. Performs, according to standard office procedures, a variety of complex 
clerical duties requiring a considerable degree of decision and knowledge of the 
functions of the department or section; examines documents for correctness; prepares 
forms and other documents; compiles any number of different type of statistics; posts 
and maintains general records; may, for a small percentage of time, maintain 
double-entry books of account; may work with payrolls and pay computation; receives 
receipts for municipal services; maintains any of a number and/or type of files; gives 
information to the public; requisitions office supplies, and does sorting and mailing. 
Performs secretarial duties and transcription. Requires thorough knowledge of the 
operation. Provides working supervision over small number of employees, of routine or 
moderate complexity.   

 

Clerk 4 (head Clerk) Category: Clerical / Administrative 

Under general supervision of office manager, department head, administrator or 
executive, performs senior level secretarial and administrative functions, or performs 
complex financial processing activities in a specialized area. May supervise other 
clerical staff. Performs, according to standard office procedures, a variety of complex 
clerical duties requiring a high degree of decision and knowledge of the functions of the 
department or section; examines documents for correctness; prepares forms and other 
documents; compiles any number of different type of statistics; posts and maintains 
general records; may, for a small percentage of time, maintain double-entry books of 
account; may work with payrolls and pay computation; receives receipts for municipal 
services; maintains any of a number and/or type of files; gives information to public; 
requisitions office supplies, and does sorting and mailing. May do duties of secretary to 
a major department head. Requires complete knowledge of the operation. Provides 
working supervision over small number of employees, of complex or moderate 
complexity.  

 

Conservation Agent Category: Planning & Development 

Performs responsible professional, technical, and administrative work in serving as 
principal staff and advisor to the Natural Resources Commission, administering 
conservation land acquisition and wetlands protection, managing conservation lands 
and other town properties, conducting environmental reviews, and providing guidance 
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for selected projects by town boards. 

 

Custodian Category: Facilities 

Sweeps, mops, waxes, and buffs floors. Vacuums and dusts. Cleans windows. Cleans 
rest rooms. Checks security of building and individual office spaces. Inspects areas for 
safety hazards. Orders all custodial supplies and equipment. Minimum Qualifications 
may include the ability to read well enough to understand and follow instructions 
related to cleaning solutions. One (1) year of experience performing above or related 
duties. 

 
 

Director of Community 
Services / Health and Human 
Services Director 

Category: Health & Human Services  

   

 

Director of Emergency 
Medical Services 

Category: Fire 

   

 

Director of Planning and 
Community Development 

Category
: 

Planning & Development 

Directs and supervises the activities of the Planning Division or a major section such 
as long range, current/zoning. Coordinates and presents planning items to citizens, 
groups, consultants, developers, planning commission and city council. Supervises 
and performs research and analysis of planning studies. Recommends work programs 
and budget allocations for sections. Responsible for comprehensive plan development. 
Performs in-service training for staff.MINIMUM QUALIFICATIONS may include 
graduation from college with a bachelor's degree in urban planning, public 
administration or a closely related field; and FIVE to SEVEN (5-7) years of 
progressively responsible experience performing above or related duties; or an 
equivalent combination of education and experience.  
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Economic Development 
Director 

Category: Planning & Development  

As a department head provides direct supervision to CED staff, which includes 
Economic Development Coordinators. Works under the broad policy guidance and 
direction of the elected body while performing a variety of professional duties related to 
attracting commercial and industrial entities to the community.Develops and 
coordinates the development of industrial and commercial sites.Assesses community 
needs and recommends goals and direction for economic development; researches, 
produces and provides promotional reports.Promotes the development of tourist and 
recreational based economies.Minimum Qualifications may include graduation from 
college with a master's degree in Business Management, Marketing, Urban Planning, 
Real Estate or some other closely related field; and, five to seven (5-7) years of 
responsible experience related to the above described duties, or an equivalent 
combination of education and experience. 

 
 

Elder Services Director Category: Health & Human Services 

Performs a variety of managerial and supervisory duties related to planning, organizing 
and coordinating the development and delivery of senior services and programs. 
Works and coordinates with community agencies, organizations, and businesses. 
Negotiates with cooperating organizations to develop fee-based services and monitors 
related operations. Oversees and performs fiscal development and management of 
Senior Services Division budget and assures compliance with established fiscal 
guidelines. Organizes fund raising events. Performs grant writing. Conducts ongoing 
needs assessment of senior population and determines target population priorities. 
Establishes program goals and objectives and develops implementation strategies. 
Oversees ongoing senior services, i.e., Meals-on-wheels program. MINIMUM 
QUALIFICATIONS may include a bachelor's degree in public administration, 
gerontology, or related field; plus three (3) to five (5) years of related experience. 

 
  

 

Election Commissioner Category: Clerical / Administrative 

    

 

Engineer Category: Public Works  
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Performs duties as a journey level licensed civil engineer. May supervise entry level 
engineering staff, i.e., survey crew, technicians, Engineerings In Training (EIT), etc.; 
may assist in training personnel. Performs quality control for assigned projects and 
monitors work of the project team. May participate in employee evaluations and make 
recommendations affecting employment status, i.e., advancement, discipline and 
termination. Oversees and outlines survey work such as control for aerial photography, 
entity owned property, etc. Draws maps and plats for voting districts and engineering 
projects. Writes legal descriptions. Designs and outlines survey and engineering work 
for storm drains, junction boxes, curb and gutter standards, road standards, cross 
sections, sidewalks, etc. Minimum Qualifications may include graduation from college 
with a bachelor's degree in civil engineering, land surveying, or a related field and four 
to six (4-6) years of related experience or any equivalent combination of education and 
experience. Must be a licensed professional engineer with the State.

  

 

Facilities Superintendent / 
Director 

Category: Facilities  

Responsible for administrative and supervisory work in planning, organizing, and 
directing all operations and maintenance of municipal buildings; oversees the custodial 
and maintenance personnel; maintains grounds in the vicinity of all buildings; acts as 
the project manager for all building construction and/or renovation projects. In many 
communities has oversight for all public school buildings.  
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Fire Captain Category: Fire 

Performs a variety of advanced and first-line supervisory firefighting duties related to 
protecting life and property of residents, including but not limited to fire suppression, 
rescue, hazardous materials containment, fire investigation, emergency medical 
response, etc. Performs advanced functions such as Engineer and serves as company 
training officer. May provide immediate to close supervision to Lieutenant(s), 
Engineer(s), and Fire Fighter(s) while in training, on a project-by-project basis. 
Supervisory: Performs as a shift supervisor; oversees shift activities and work 
schedules; assures quality of work performed and policy compliance; reviews and 
evaluates performance and makes recommendations affecting employment status 
such as advancement, retention and discipline. Serves as incident commander in the 
absence of a ranking officer; directs firefighting personnel in the most strategic and 
tactical methods of fire suppression; during large scale emergencies utilizes Unified 
Command System to assure efficient and effective containment and resolution; 
manages fire scene to assure the safety of firefighting personnel, victims and 
surrounding properties. Monitors readiness status of firefighting equipment and 
apparatus; assures vehicles and equipment are functional; conducts inspections and 
drills. Prepares various department records and reports; participates in various public 
fire safety programs and presentations to educate regarding fire prevention.  

 

Fire Chief Category: Fire 

Manages personnel and activities of a local fire department, oversees hiring, firing, and 
training of staff. Directs training of personnel and administers laws and regulations 
affecting the department. Evaluates fire prevention and control policies, improves fire 
prevention techniques. Makes final approval of new hires for the fire department. 
Develops and negotiates fire department budget. Assumes personal command at 
multiple fire alarms. Oversees maintenance of fire station and equipment. Minimum 
Qualifications may include graduation from a college or university with a bachelor's 
degree in fire science or a closely related field and five to seven (5-7) years of 
experience, including two (2) years of administrative or supervisory experience at the 
level of a fire captain; or any equivalent combination of education and experience. 
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Fire Deputy Chief Category: Fire 

Assists in the overall management of the department; supervises personnel and 
coordinates activities related to specific management functions as assigned, 
participates in hiring and firing of staff. Assists in training of personnel and monitoring 
laws and regulations affecting the department. Evaluates fire prevention and control 
policies, improves fire prevention techniques. Assists to develop preliminary budget 
projections and may participate in budget negotiations. Oversees maintenance of fire 
station and equipment. Minimum Qualifications may include graduation from college 
with an associate's degree in fire science or a closely related field and five to seven 
(5-7) years of experience, including two (2) years of administrative or supervisory 
experience at the level of a fire captain; or an equivalent combination of education and 
experience.  

 
 

 

Fire Lieutenant Category: Fire 

As a Fire Department Lieutenant, performs a variety of advanced and first-line 
supervisory firefighting duties related to protecting life and property of city residents. 
Performs advanced functions as a Driver or as an incident commander. Supervisory: 
Performs as a shift or station supervisor; oversees shift activities and work schedules; 
assures quality of work performed; reviews and evaluates performance and makes 
recommendations affecting employment status such as advancement, retention and 
discipline. Serves as incident commander in the absence of the assistant chief, fire 
chief or captain; directs firefighting personnel in the most strategic methods of fire 
suppression; manages fire scene to assure safety of firefighting personnel, victims and 
surrounding properties. Oversees emergency medical response teams; assures timely 
response; monitors services in progress to assure quality and consistency. Monitors 
readiness status of firefighting equipment and apparatus; assures vehicles and 
equipment are functional; conducts inspections and drills; conducts tours for the public 
and interest groups.   
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Firefighter Category: Fire  

Performs a variety of working level firefighting duties. Determines point of origin and 
cause of fires. Performs forcible entry into burning buildings. Inspects and maintains 
breathing apparatus. Identifies symptoms of internal bleeding; cares for individuals with 
internal bleeding, thermal and chemical burns, traumatic shock, and shortness of 
breath. Fights fires; utilizes ropes in fighting fires; utilizes water chutes and nozzles; 
connects hydrants to pumper hoses. Prepares diagrams or sketches of buildings to 
record the locations of items of concern during pre-fire planning operations. Conducts 
building inspections. Opens and closes sprinkling system valves. Participates in 
various drills, training sessions; assists in pre-fire planning and development of 
property maps and sketches. Acts as an ambulance officer; administers emergency 
medical treatment when performing as a certified EMT; administers CPR, performs 
trauma management, handles pediatric emergencies, poisoning, entrapment 
extrication and victim transportation. Minimum Qualifications may include graduation 
from high school or equivalent and one to two (1-2) years of firefighting experience. 
Must be certified as a Fire Fighter and EMT/Intermediate (I.V. authorization). 

 

Fleet Manager Category: Public Works 

   

 

GIS Coordinator Category: Information / Technology 

Performs a variety of administrative and technical duties related to the development 
and implementation of GIS systems; may supervise GIS specialists or technicians in 
the complex data entry and configuration functions. Provides coordination of all GIS 
programming, projects and system integration. Defines, develops and maintains GIS 
applications; applies effective database management practices; ensures system 
security safeguards. Oversees quality control activities. Conducts mapping projects, 
simple to complex system models. Manages use and access to GIS databases; 
confers with users to assure utility and functionality of GIS components; analyzes and 
resolves system problems. Adds new data and manipulates existing data in multiple 
work files; applies standards, procedures, commands and data dictionary terminology; 
performs basic computer coding. Minimum Qualifications may include graduation from 
college with a bachelor's degree in physical geography, geographic information 
systems, cartography or related field; and Four (4) years of responsible experience 
performing above and related duties. 
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HR Generalist Category: Human Resources 

   

 

Harbormaster Category: Other 

The Harbormaster/Wharfinger has complete charge of and responsibility for the 
effective operation of the Town Marina and for the regulations of all activities there and 
in the Harbor. Enforces federal, state and town rules, regulations and bylaws.  

 

Health Agent Category: Health & Human Services 
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Health Director Category: Health & Human Services  

Under broad policy guidance and direction from the Board of Health, performs as 
Administrative Officer of the Health Department. Promotes and completes the mandate of 
the Board of Health; functions within the framework of statutes, policies, rules, and 
regulations of the State pertaining to the local health departments. Performs personnel 
administration functions within the department and interprets personnel policies; 
determines or reviews decisions regarding personnel selection, placement, termination, 
transfer, etc.; motivates, evaluates, and disciplines subordinates to obtain department 
goals. Plans and develops the health department's programs; determines objectives, 
organization, finances, allocation of supervisory responsibility, work methods, incentive 
systems, and public relations; conducts regular meetings with department staff. Acts as a 
consultant to local, state, and federal officials and private and volunteer organizations in 
promoting public health. Directs health programs; develops and implements new 
programs; administers and directs enforcement of state and local health laws, regulations, 
and standards; manages the day to day functions of the department. Investigates the 
causes and supervises the control of epidemics, infections, communicable disease 
outbreaks, and other disease and environmental conditions affecting the health of citizens. 
Coordinates activities of the department with the Department Heads, political leaders, the 
medical profession, local governments, health professionals, and various agencies. 
Supervises the preparation of demographic characteristics and health information for 
program evaluation and change; acts as the local registrar of vital statistic. Performs public 
relations duties; conducts meetings; prepares news releases; organizes and participates in 
monthly Board of Health meetings to discuss problems, policies, and propose direction of 
the department. Prepares department budget for Board approval; monitors and approves 
expenditures; supervises grant applications for state and federal programs. Coordinates 
clinical activities of Department with Contract Physicians or if licensed as a Physician: 
Supervises and performs direct clinical services in child health conferences, family 
planning, venereal disease, clinics, and other health or disease investigations. Investigates 
the causes and supervises the control of epidemics, infections, communicable disease 
outbreaks, and other disease and environmental conditions affecting the health of citizens. 
MINIMUM QUALIFICATIONS may include graduation from an accredited college or 
university with a master’s degree in public health, public administration, or related public 
health area; plus at least five (5)years of professional, full-time, senior level administrative 
experience in public health, OR an equivalent combination of education and experience. 
Preference may be given for being a licensed physician. Ability to design, organize, and 
administer a comprehensive public health program; communicate effectively, orally and in 
writing; establish and maintain effective working relationships with local, state, and federal 
officials, employees, and the general public; delegate responsibility, motivate and evaluate 
subordinates. 
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Heavy Motor Equipment 
Operator 

Category
: 

Public Works 

Works under general supervision. Responsible for the safe and efficient operation and 
maintenance of heavy-duty trucks and construction equipment, including bulldozers, 
graders, etc.; performs various skilled and semi-skilled work on construction and 
maintenance projects. May assist in laboring work. 

 

Highway Superintendent  Category: Public Works 

Supervises street personnel; assists the Public Works Director in hiring, training, and 
terminating street personnel. Prioritizes and schedules work. Monitors work progress 
and employee performance. Prepares and negotiates budget for the street department. 
Handles incoming complaints from the public regarding the streets. Makes 
recommendations to the Public Works Director for the purchasing of all major 
equipment. Inspects work for accuracy and effectiveness. Completes statistical reports 
annually regarding work performed by the street department. Minimum Qualifications 
may include graduation from a high school and five to seven (5-7) years of experience 
in road construction and maintenance work, two (2) years of which must have been in 
a lead or supervisory position or an equivalent combination of education and 
experience.  

 

IT Technician Category: Information / Technology  

Serves as a resource for managing the data processing and information technology 
needs. May be responsible for training employees in the use of computer software and 
hardware; and for troubleshooting of system problems. 
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Intern Category: Administration  

Performs a variety of administrative and technical research duties as needed to 
provide management support and participate in special projects. This position is 
designed to provide students with professional experience in furtherance of their 
education and training and are academically oriented for the student's benefit. The 
Student Intern must be enrolled in a current school program that is associated with the 
type of work they are expected to perform. Conducts research, performs analysis and 
exercises independent judgment in a technical or professional field. May be trained to 
coordinate a procedure or minor program under the direct supervision of a department 
head or designated supervisor; exercises independent judgment under the direct 
supervision of the designated supervisor. Minimum Qualifications may include one to 
two (1 to 2) years university-level schooling/training with current enrollment in upper 
level courses.  

 

Laborer Category: Public Works  

Manual work requiring minimal experience. Involves work in the areas of public works, 
water/sewer, and/or parks and grounds construction, maintenance, and repair projects. 
May operate light trucks. (Examples include: raking asphalt, cutting brush and trees, 
disposing of yard waste, cleaning catch basins.) 

 
 

 

Library Director Category: Library 

Under broad policy guidance and direction from the Library Board, performs 
professional and administrative duties related to planning, organizing and controlling 
the operations of city/county library to include one or several branches. Administers 
board policies; makes and implements policy changes. Prepares department budget; 
assures budget compliance and oversees expenditures. Performs general staffing 
duties including recruitment's, hiring, discipline and discharge; coordinates daily 
supervision through first-line supervisors or Branch Librarians/Managers. Evaluates 
library services and develops programs to meet community needs and interests. 
Administers maintenance of library facilities and equipment; coordinates with 
developers and architects. Oversees the development and maintenance of library 
collections. Minimum Qualifications may include graduation from college with a MLS 
degree and five (5) years of library science experience or an equivalent combination of 
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education and experience.  

 

Library Para Professional Category: Library  

Under supervision, performs a variety of circulation desk functions, including 
registering borrowers, charge and discharge books. 

 

Library Professional Category: Library  

Performs professional and administrative work in an assigned program of library 
services; master's degree or higher required.  

 

Local Inspector Category: Inspectional Services 

Performs journey level technical duties; performs plan checking, examines blueprints 
or specifications of new buildings or contemplated repairs of old buildings for 
conformance to zoning ordinances and building codes. Inspects new buildings during 
construction to insure that footings, framing, chimney, stairways and completed 
buildings comply with zoning, fire, and safety regulations. Inspects old structures for 
structural and fire safety and warns owners to correct unsafe conditions. Interprets 
regulations and codes to builders and property owners and assists them in altering 
construction plans to meet established standards. Performs electrical, plumbing and 
mechanical inspections to insure compliance to national, state and local codes. 
Minimum Qualifications may include graduation from high school and four to five (4-5) 
years of experience in a related field or an equivalent combination of education and 
experience. Must possess the basic four (structural, electrical, plumbing & mechanical 
ICBO /state certifications. 

 
  

Updated 6-17-2020 



 

 
 

MIS Director Category: Information / Technology 

Performs technical administrative duties; exercises supervision over department 
personnel; schedules, assigns, and monitors work; trains new employees. Programs 
and supervises the programming of systems; tests and validates programs. Prepares 
the departmental budget; monitors expenditures. Manages and directs all aspects of 
data base operations including planning, implementation, integration, coordination and 
monitoring of DP system. Directs or conducts complex needs assessment and 
long-range planning; maintains on-going communications with senior management. 
Oversees the acquisition of all DP hardware and software. Directs professional staff 
consisting of programmers, programmer/analysts, systems analysts, 
telecommunications specialists and/or related functions. Develops and implements 
standard operating procedures and policies, including system security, quality control 
and design documentation. Evaluates request for computer services to determine time, 
software and hardware needs. Designs and documents computer systems including 
input, output, processing and file structure requirements. Minimum Qualifications may 
include graduation from college with a bachelor's degree in computer science, 
mathematics or closely related field and six (6) years of experience in information 
systems or an equivalent combination of education and experience.  

 

Oil Burner Inspector Category: Inspectional Services 

The Oil Burner Inspector performs technical inspection work ensuring conformity and 
compliance by various state licensed/exempted facilities and businesses to national, 
state and local safety codes, statutes, rules and regulations. Schedules and conducts 
initial, annual and renewal inspections of oil burners.  

 

Parking Control Officer Category: Public Safety Support  

Performs entry level, routine duties. Operates small motor vehicle or road cart to patrol 
city areas to enforce parking laws. Issues parking citations and responds to public 
inquiries and complaints in the field regarding parking citations. FLSA: Non-exempt. 
MINIMUM QUALIFICATIONS require sufficient education and training to demonstrate 
an aptitude or ability to perform above and related duties. Must possess a valid state 
driver’s license.  
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Parks Superintendent Category: Public Works 

Supervises all Parks field and maintenance personnel; hires, oversees evaluation, 
disciplines and terminates personnel upon approval. Develops and negotiates parks 
department budget; monitors expenditures. Designs structure for and follows up on the 
development of new parks. Provides final approval on the purchasing of all major parks 
equipment. Oversees watering and maintenance of parks. Writes and negotiates 
contracts for the use of parks. Develops and enforces policies for public behavior in 
parks. Serves as a liaison for the parks between the municipal governing body and the 
parks department staff. Minimum Qualifications may include graduation from a college 
with a bachelor's degree in architecture, landscaping, horticulture or related field and 
three to five (3-5) years of experience in parks maintenance and management or an 
equivalent combination of education and experience. 

 
 

 

Personnel / HR Director Category: Human Resources 

Performs professional administrative duties. Manages and directs the design, 
maintenance and administration of the Human Resources functions including 
information systems, staffing and employment, employee relations, records and data 
management and benefits and compensation administration. Responsible for preparing 
annual salary budget. Evaluates the organization's programs related to recruitment and 
retention. Consults with management regarding the development and planning of 
employee performance and employment functions such as counseling, coaching, 
disciplining and career development. Monitors employee grievance process and 
provides counsel on grievance procedures. Monitors HR information system usage for 
appropriate access to data and employee records. Negotiates all benefit plan 
contracts. Establishes and communicates human resource policies and develops 
strategies compatible with organization goals and objectives. Continually adapts 
employee services, programs or strategies to respond to constantly changing issues 
throughout the organization. Monitors compliance with various federal, state and local 
laws and regulations related to fair employment, compensation and benefit practices. 
MINIMUM QUALIFICATIONS may include graduation from a college or university with 
a bachelor’s degree in public administration, personnel administration, business 
administration, or related field and seven to ten (7-10) years of related experience; or 
an equivalent combination of education and experience.  

 

Personnel Assistant / HR 
Assistant 

Category: Human Resources 
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Assists the Personnel/Human Resources Director, handles workers compensation, 
unemployment, Civil Service and other programs. May also serve as benefits 
coordinator in some instances. 

 

Plumbing / Gas Inspector Category: Inspectional Services 

Performs technical and administrative work in support of the Building Inspections 
Department. Inspects all plumbing and gas work and reviews and issues all plumbing 
and gas permits. Requires frequent contact with other town departments, contractors, 
architects, and the public. 

 

Police Captain Category: Police 

Reports directly to the Chief of Police; commands patrol or investigative division; may 
serve as emergency field supervisor. Assures high morale, discipline and training of 
officers. Assumes command of department in absence of Chief; provides executive 
and technical leadership; monitors division effectiveness. Performs or directs planning 
and research projects; prepares, submits, reports, and explains findings. Plans, 
organizes and directs varied training and other programs. Conducts investigations of 
complaints involving officers. Attends staff meetings, gives briefing, makes records, 
represents department as needed. Minimum Qualifications may include graduation 
from a college or university with at least one (1) year spent in courses related to police 
science, law enforcement, criminology or a closely related field and four to six (4- 6) 
years of experience in law enforcement, two (2) years of which must have been as a 
lieutenant or an equivalent combination of education and experience. Must be P.O.S.T. 
certified. 
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Police Chief Category: Police 

Serves as department head for police. Oversees suppression of disturbances and 
breaches of peace. Oversees the apprehension of all persons committing any offense 
against the laws of the State or ordinances of the city. Prepares and negotiates 
departmental budget. Makes final approval for hiring and terminating of all staff within 
the department. Promotes law enforcement by speaking with various groups both 
inside and outside of the community. Develops more effective procedures for law 
enforcement. Reports to the Council or Commission and Mayor on behalf of the police 
department staff. Graduation from a college or university with a bachelor's degree in 
police science, law enforcement, criminology, public administration, or a closely related 
field and ten (10) years of administrative or supervisory experience at the level of a 
police lieutenant; must be P.O.S.T. certified or an equivalent combination of education 
and experience.  

 

Police Lieutenant Category: Police 

Exercises general supervision over specialized activities within the department such as 
traffic, patrol and detective divisions. Receives and investigates citizen complaints 
against police officers. Participates in personnel actions such as recruitment, selection, 
promotion, transfer and discipline. Determines the need for new equipment and 
supplies Assists the police chief in preparing the department budget. Reviews offense 
reports and screen information for news releases. Represents the police departments 
at public meetings on specials topics of interest or on law enforcement in general. 
Provides assistance to the patrol division by being available for calls or backup when 
other officers need assistance. Minimum Qualifications may include graduation from a 
college or university with at least one (1) year spent in courses related to police 
science, law enforcement, criminology or a closely related field and six to eight (6-8) 
years of experience in law enforcement, one (1) year of which must have been as a 
sergeant or any equivalent combination of education and experience. Must be P.O.S.T. 
certified. 
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Police Officer Category: Police 

Performs a variety of law enforcement duties. Responds to life and property 
threatening calls such as robbery, burglary, family disturbance, theft vandalism, arson, 
riot, etc. Conducts investigation and follow- up investigation on scene and suspects; 
makes arrests of offenders. Writes crime case reports, arrest reports, complaint 
reports, etc. Appears and testifies in court. Performs traffic enforcement and routine 
patrol. Operates the Breathalyzer and radar equipment. Conducts security checks of 
business and residential establishments. Issues ticket to traffic violators. MINIMUM 
QUALIFICATIONS may include graduation from high school, plus completion of peace 
officer certification. Generally, candidates for the position must be 21 years of age.

 

 
 

 

Police Sergeant Category: Police 

Supervises detectives and patrol officers; assists in hiring, evaluating performance, 
and disciplining police staff. Delegates case assignments. Schedules officers and 
dispatchers for work shifts. Reviews case reports written by patrol officers for accuracy 
and completeness. Serves as shift commander and coordinates and directs assigned 
department operations. Provides input into the preparation of division budget, policies, 
and procedures. Assists officers in investigation and law enforcement duties including 
making arrests, testifying in court, writing reports, issuing citations. Provides 
information to the public regarding law enforcement. Minimum Qualifications may 
include six to seven (6-7) years of experience in law enforcement as a working level 
police officer or an equivalent combination of education and experience. Must maintain 
peace officer certification by completing a specified number of hours of training, 
annually. May be required to obtain a supervisory certification in order to be advanced 
to this Police Sergeant level. 

 

Program Coordinator Category: Recreation 
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Public Health Nurse Category: Health & Human Services 

Performs a variety of professional nursing services to schools, public clinics, home 
bound patients and other recipients of public health care provided through a local 
health department. Works under the general guidance and direction of the Public 
Health Director, Senior Public Health Nurse or Nurse Practitioner; provides close 
supervision to public health volunteers and office secretarial personnel. Provides 
community health care based on needs assessments and nursing care program 
planning; coordinates and develops programs designed to promote and approve 
community health and community health care. Develops, coordinates and conducts 
specialized health care clinics directed at women, infants, and children; provides health 
care guidance and teaching directed at disease prevention; provides preventive health 
care services to school personnel and students by obtaining immunization reports, 
instructing parents and teachers on various preventive and screening techniques, 
reviewing physical exams on school children to check for special health problems and 
consulting with teachers in preparing and delivering health education courses. 
Provides community health services i.e. health care, medication monitoring, services to 
abused or neglected children, multiple handicapped children, emotional disturbed 
children, other community health care problems. Minimum Qualifications may include 
graduation from a college or university with a bachelor degree in nursing plus two (2) 
years of experience as a Public Health Nurse or other related employment; or an 
equivalent combination of education and experience. 

 

Public Information 
Specialist/Officer 

Category: Management / Administration 
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Public Safety Dispatcher Category: Public Safety Support 

Performs working level emergency communications and dispatch duties; Receives and 
coordinates all law enforcement and other emergency requests. Relays instructions to 
radio units concerned; Logs and types complaints. Dispatches patrol cars and 
emergency vehicles and equipment as necessary. Broadcasts pick- up notices for 
wanted persons and stolen and suspect cars. Keeps necessary logs, records, and 
reports including incoming and outgoing calls, name cars and arrest records, bike 
registration, stolen property file and offense files. Minimum Qualifications may include 
graduation from high school and the ability to communicate both verbally and in writing; 
plus one or two (1-2) years’ experience performing above duties. Must be able to 
demonstrate keyboard proficiency. Must be EMD certified and maintain certifications 
as required. Successful completion of dispatch certification school. Successful 
completion BCI Terminal Operator Class. 

 

Public Works Director  Category: Public Works 

Performs professional administrative duties; plans, organizes, coordinates and 
supervises all phases of the city, county OR special district public works program 
which may include engineering, airport, property and buildings, motor pool, streets, 
water, sewer, and planning. Supervises the department personnel, hires, fires and 
trains staff. Develops and negotiates public works budget. May prioritize, schedules, 
and assigns work. Oversees public works personnel performing maintenance, repair 
and construction duties. Has final approval for the purchasing of major equipment such 
as cats, dump truck, rollers, trenchers, sewer line TV monitoring equipment, etc. Hears 
public complaints; provides solutions to public complaints. Serves as a liaison between 
public works personnel and the elected body or board of trustees. Minimum 
Qualifications may include graduation from college with a bachelor degree in 
engineering or a related field and o seven (5-7) years of experience in construction, at 
least three (3) years of must have been in a supervisory capacity or equivalent 
combination of education and experience. 
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Purchasing Agent Category: Finance 

Performs para-professional and routine administrative duties; prepares and maintains 
purchasing record for the city; classifies purchases by budgetary account and balances 
ledgers. Receives purchasing request from department heads; verifies that budget 
funds are available. Prepares bid specification with input from departments as 
appropriate; prepares invitations for bids or obtains quotes by telephone or personal 
contact. Evaluates and considers a variety of purchasing related items including price 
trends a previous prices. Supervises inventory control; arranges for the disposal or 
negotiate for the sale of all surplus, worn- out or obsolete equipment, supplies, or 
materials. Minimum Qualifications may include graduation from college with a bachelor 
degree in business or a related field and two (2) years of experience as a junior buyer, 
purchasing agent or an equivalent combination of education and experience. 

 
 

 

Recreation Director Category: Recreation 

Performs a variety of managerial and executive duties related to planning, organizing 
and directing the recreation department. Functioning as the highest level recreation 
position; manages multi-faceted operations which includes some or all of the following: 
arts/crafts/dance classes, athletic classes, cross-age classes, cultural facilities, 
facilities maintenance, golf course, ice arena, indoor pools, lighted ball fields, outdoor 
pools, outdoor/environmental programs, personal improvement/growth classes, pre- 
and after- school programs, ranger interpretive programs, recreation centers, senior 
center, special population programs (physically or developmentally disabled, 
economically disadvantaged), sports leagues, tennis courts, and trail interpretive 
programs. Develops and manages budget(s) and monitors fiscal condition of the 
department. Performs program contract management. Directs supervisory personnel 
responsible for various programs and day-to-day operations. Makes decisions affecting 
staff retention, advancement or discharge. MINIMUM QUALIFICATIONS may include a 
master's degree in public administration, recreation management, finance or related 
field; Plus, six (6) to eight (8) years of experience performing above or related duties. 

 

Recycling 
Coordinator/Environmental 
Stewardship Director  

Category: Planning & Development 
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School Superintendent Category: Schools 

Performs a variety of executive and administrative functions related to planning, 
organizing, directing, and controlling the operation of a school district. Plans, directs, 
administers, and coordinates all programs, activities, and curriculum for various levels 
of secondary education, including grade schools, junior high schools, middle schools, 
high schools, specialized vocational schools, or special education schools including 
mentally and/or physically handicapped. Creates and oversees operational policies 
and practices; directs school operations through principals and professional 
administrators. Directs and oversees financial practices and budget development. 

 

Select Board / Council 
Secretary 

Category: Management / Administration 

Works under general supervision. Provides legal and proper notice of all official 
meetings of Council/Select Board. Attends meeting and takes and transcribes minutes. 
Performs secretarial, clerical and administrative duties. Types correspondence, 
memos, reports, orders and other documents; answers routine inquiries for information 
and composes routine correspondence for signature. 

 

Select Board / Council 
Secretary 

Category: Management / Administration 

Works under general supervision. Provides legal and proper notice of all official 
meetings of Council/Select Board. Attends meeting and takes and transcribes minutes. 
Performs secretarial, clerical and administrative duties. Types correspondence, 
memos, reports, orders and other documents; answers routine inquiries for information 
and composes routine correspondence for signature.  
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Sewer Superintendent Category: Public Works 

Supervises personnel; assists the Public Works Director in hiring, training, and 
terminating personnel. Prioritizes and schedules work. Manages sewer collection 
system; plans and coordinates line maintenance and installation; monitors system to 
assure compliance with engineering requirements; monitors flood plain and drain 
systems to assure proper management of seasonal run-off. Monitors work progress 
and employee performance. Prepares and negotiates Department budget. Handles 
incoming complaints from the public regarding the department. Provides 
recommendations to the Public Works Director for the purchasing of all major 
equipment. Inspects work for accuracy and effectiveness. Completes statistical reports 
annually regarding work performed by the water department. Minimum Qualifications 
may include graduation from a high school and five to seven (5-7) years of experience 
relating to sewer systems, two (2) years of which must have been in a lead or 
supervisory capacity or an equivalent combination of education and experience. May 
be required to possess an advanced level Collection System Operator Certification. 

 

Skilled Laborer Category: Public Works 

Manual work requiring greater experience than laborer. May include journeyman skills 
in trades, crafts, shop machinery, and/or special skills to operate motorized tools and 
equipment. May require licenses. (Examples include: masons, welders, water/sewer 
craftsmen, carpenters, plumbers.) 

 

Systems Analyst Category: Information / Technology 

Defines the requirements and computer solutions to meet organizational needs. 
Designs and implements new systems, both hardware and software, or adds new 
software applications to improve the functionality of the existing computer systems. 

 

Tax Collector Category: Finance 

Administrative and supervisory work in for issuance and collecting tax revenues levied; 
also responsible for issuance of motor vehicle excise, boat excise, real estate (private 
and commercial) and betterments, and all accounts due and payable to the town; all 
other related work as required. 

  

Updated 6-17-2020 



 

 

Treasurer Category: Finance 

Performs first-line supervisory and administrative duties; receives all money paid to the 
city including utility bills, taxes, grant money, etc. Makes necessary receipts for money. 
Maintains records of funds received in appropriate accounts; deposits money in proper 
bank accounts. Invests municipal funds, monitors the investment cycle. Assists public 
by receiving bill payments, answering questions and complaints. Supervises all 
employees in the treasurer's department; hires, trains, evaluate, and terminates 
employees. Develops and negotiates budget; monitors expenditures. Minimum 
Qualifications may include graduation from college with a bachelor's degree in 
accounting, finance or related field and three to five (3- 5) years of related experience 
or any equivalent combination of education and experience. 

 
 

 

Treasurer / Collector Category: Finance 

The Treasurer/Collector is responsible for the receipt, expenditure and custody of 
municipal funds, the borrowing and investment of money, the custody of tax title 
properties, the collection and disbursement of all monies due to the town, in 
accordance with applicable provisions of state statute and general laws; other related 
work, as required. 

 

Veteran Services Director Category: Health & Human Services 

Performs administrative work required in applying for and processing Town veterans' 
benefits. This position requires judgment in administering benefits in accordance with 
the Massachusetts General Laws, the Rules and Regulations of the U.S. Veterans' 
Administration, and the Bylaws and policies of the town/city. Obtains and furnishes 
information to veterans, explains projects and programs, and provides technical and 
related assistance. 
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Water Superintendent Category: Public Works 

Supervises personnel; assists the Public Works Director in hiring, training, and 
terminating water personnel. Prioritizes and schedules work. Monitors work progress 
and employee performance. Prepares and negotiates Department budget. Handles 
incoming complaints from the public regarding the department. Provides 
recommendations to the Public Works Director for the purchasing of all major 
equipment. Inspects work for accuracy and effectiveness. Completes statistical reports 
annually regarding work performed by the water department. MINIMUM 
QUALIFICATIONS may include an associate degree or two (2) years of specialized 
training in environmental science, water quality management or related field; plus four 
to five (4-5) years of experience. The position requires licensing or certification as a 
Water System Operator IV, or at the highest level required for the operation of the 
water system.  

 

Weights / Measures Sealer Category: Inspectional Services 

This is objective level work performing technical inspection work fostering and 
enforcing compliance with weights and measures laws. Under general supervision, 
employees in these positions perform inspection and oversight work to enforce 
compliance with laws, regulations, codes and standards; direct sampling and 
inspection activities; provide training and technical assistance pertaining to all aspects 
of weights and measures inspections, regulation, advertising, sales practices and 
claims. Employees in these positions must successfully pass all national examinations 
given in national training modules for Weights and Measures Inspectors. 

 

Wire / Electrical Inspector Category: Inspectional Services 

   

 

Youth Services Director Category: Health & Human Services 

The Youth Service Director is responsible for the creation, implementation and 
monitoring of parks and recreation programs for young people in the community. 
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