Report for the Waitsfield Selectboard
Concerning Transition to Appointment of the Town Clerk and Treasurer,
Town Office Staff Job Descriptions, Work Hours
and New Town Office Building Management

January 14, 2017
Dear Members of the Selectboard,
I am pleased to submit the following report for your consideration. The purpose of this project
was defined in the project proposal as follows:
"to assist the Waitsfield Selectboard and town office staff with the transition to the new town
office facility and to adapt to the new charter process for appointment of the Clerk and
Treasurer. The goal will be to clarify duties of each staff person and to establish clear outlines
of communication, authority and responsibility between various staff and the Selectboard
through the revision of current job descriptions .... "
To complete this project I have gathered information from other towns in Vermont that have
chosen to appoint rather than elect the Clerk and Treasurer positions. I have consulted the
Vermont League of Cities and Towns regarding statutes concerning conflicting offices, best
practices and communities known by them to be following this model. I made several followup calls to communities with appointed clerks and/or treasurers.
I have interviewed 10 people in Waitsfield, including four staff members, five selectboard
members, and one Building Committee/Planning Commission member for their comments and
ideas. I reviewed numerous sample job descriptions as well as the current ones in Waitsfield
for these positions. I have given serious consideration to all comments and suggestions
received as well as utilizing my own experience during 30 years of service in five municipalities
throughout Vermont including my 17 years of service to the Town of Waitsfield.
Thank you for giving me the opportunity to work for the Waitsfield community again on this
small but important project. It is with humble appreciation to Waitsfield for the professional
opportunities it gave me over the years, that I offer the following report.
Sincerely,

;j ;;.1. tS/1-y E,;f
William Bryant
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Information Used for this Report:
Information Supplied by the Town of Waitsfield:
Included in the Appendices to this report are Waitsfield's most recent job descriptions for the positions
reviewed for this project. Additional sample job descriptions from other towns as provided by the
project committee and Waitsfield's new municipal charter as adopted by the Vermont Legislature and
taking effect as of the March 2017 Town Meeting are also included.
Information provided by the Vermont League of Cities and Towns:
VLCT's staff through its Municipal Resource Center was consulted regarding t.his project. VLCT provided
a number of the sample job descriptions attached in the Appendices, as well as an overview of towns
they were aware of that appoint either the clerk or treasurer or both. VLCT was helpful as well in
providing reference to the Incompatible Offices statute which is attached and referenced in this report.
Information Gathered from Other Towns:
Based upon the information provided by the project committee and VLCT, follow-up calls were made to
several towns. Additional samples and information were gathered as a result and are included in the
Appendices to this report. The effort to gather similar and pertinent samples could go further, but the
limits of project hours and a balance with reasonable effort for the task at hand has resulted in the
information offered herein.
Interviews with Waitsfield Selectboard and Staff:
On November 15th and 17th, interviews were held with all four staff positions covered by this report as
well as all five Selectboard members and one Planning Commission/Building Committee member.
Interviews ranged between one hour and one and one half hours. I would like to thank all participants
for their candor and openness in this process.
All of the above information and samples have been consulted in the preparation of the draft job
descriptions offered for the Town of Waitsfield's consideration and in preparing this report.

Findings:
No Clear Model to Follow:
I have included a spreadsheet describing information gathered for cities and towns in Vermont utilizing
the appointment model for Town Clerks and Treasurers. I have only discovered a small number of
communities following this model and no discernible pattern for how it is implemented in regard to
supervision and evaluation.
The communities utilizing the appointment method vary from smaller towns such as Waitsfield through
medium size and larger communities. Some of these towns operate under the Selectboard governance
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system followed in Waitsfield, some under the Manager model under Vermont statutes and some under
the Mayor/Council model through municipal charters. The sample size is too small and the variation in
size of community in terms of population, budget and municipal functions, too broad to reveal a clear
model for Waitsfield to follow. Some towns following the appointment model allow these offices great
autonomy beyond the governing board's role in appointment. Others follow a system in which the
mayor or manager makes the appointment and acts as supervisor.
There appeilt to be no statutory limitations on how Waitsfield might employ its new system other than
the Conflicting Offices statute (17 V.S.A. §2647). A copy of this statute is included in the Appendices. I
would recommend the Town of Waitsfield follow the concepts of this statute as well as the letter of the
law. A Selectboard member may not serve as the Treasurer, Collector of Taxes, School Director, First
Constable, Auditor or Town Agent. I recommend the Town Administrator should not serve in any
elective capacity for the Town (the statute only prohibits a manager from such service, but this seems a
logical and reasonable expectation of the person appointed to serve as your Town Administrator).
While there are no statutory prohibitions against the Selectboard or Town Administrator from
supervising the Treasurer or Clerk, it must be noted that there are certain best practices in terms of
internal financial controls that suggest these positions should retain some autonomy. Waitsfield has
chosen to make the Clerk and Treasurer positions accountable to the Selectboard. This is a closer level
of scrutiny than afforded through the election process and has a number of benefits to recommend it,
not the least of which is a greater assurance of adequate expertise of the chosen person to carry out the
complicated duties of these offices. These offices exist separately in law, as well as in accounting and
auditing procedures to afford a level of appropriate checks and balances. These concepts should be
followed in whatever model Waitsfield selects for overseeing these important offices.
Four Day Workweek:
Part of this project was to consider whether the four-day workweek in the Town Office among the Clerk,
Treasurer and Planning & Zoning Administrator has a negative impact on the operation of the
administrative function of the Town.
The Town Administrator works a five-day 40+ hour week. The other three administrative officers work a
four-day 34 hour week with the office open from 8:00 a.m. to 4:30 p.m. The days off for these three
are staggered such that only one is away from the office on any given day of the week, leaving three
persons in the office on most days.
With the use of an office telephone answering system, both the Town Administrator and Zoning
Administrator report there is no significant impact on their productivity or overall operations as a result
of the four-day workweek. There is little need for the Town Administrator or Zoning Administrator to
answer the phones or wait on the counter. The 34 hour workweek appears to be adequate for the three
officers to get their work done.
'There were some concerns raised about the occasional closure of the office when the Clerk and
Treasurer are both away from the office on the same day. It turns out that this is a rare occurrence - the
most common reason being attendance of both the Clerk and Treasurer at the Vermont Town Clerk and

Treasurers Association annual meeting. The current system of each employee deciding their own leave
or training schedules seems to be working, however any concern in this regard could be further
managed by assigning the Town Administrator the task of approving and coordinating leave time in the
office including vacation, use of comp time, or time away for training.
There is no interest by the three 34 hour workweek employees to move to a five-day/40 hour week
even if compensation is adjusted accordingly. Overall, the four-day workweek is a benefit to employees
that helps the Town attract higher qualified persons to these positions. As long as the work can be
accomplished in these shorter workweeks, it is in the Town's interest as well as the employees' to
continue this model. The Town benefits from recognizing the value of flexible schedules in attracting
employees who might otherwise earn higher salaries in positions requiring longer hours but for whom
such schedules are detrimental to personal and family needs.
Capacity in the Town Administrator's Office:
There does not appear to have been any significant increase in the capacity of the Town Administrator
function over the last ten years, and indeed as far back as about 2001. My prior experience with the
Town puts me in a unique position to make that observation. Please forgive me for the following history
partially involving my own role with the Town.
My predecessor, Ted Nelson, Sr., was the first person to serve in an administrative capacity strictly
dedicated to the Selectboard's responsibilities. He began this role in 1984 and continued for five years
working 20 hours per week. Mr. Nelson was an experienced town manager in Vermont and worked in a
shared capacity between Waitsfield and Northfield Village during that time. I was hired in 1989 to work
24 hours per week and worked in a similar role with the Town of East Montpelier. In 1990, I also
assumed the zoning administrator role as the result of the Selectboard's interest in bringing that
function into the town office to improve access to the public with zoning questions. In 1999, the
Selectboard decided to make the Administrator position full time and I gave up my position in East
Montpelier. Around 2001, the capacity of the Town Administrator was increased by hiring a separate
zoning administrator on a half time basis. Since that time it does not appearthat any significant change
has been made in the capacity of the Town Administrator (other than having someone else take
Selectboard minutes) despite the large projects and new responsibilities assumed by the Town including
the water system and new municipal building.
Selectboard Capacity:
A strong case can be made that Vermont Selectboard members are among the most civic minded,
dedicated and hard working volunteers to be found anywhere. The time requirements to serve in this
capacity are significant. The responsibilities are great and broad. The compensation by comparison is
insignificant. The reward lies overwhelmingly in the desire to serve the public and have a role in guiding
the community one loves.
Over the years, the responsibilities of selectboards as the governing bodies of Vermont towns have
grown exponentially. It is of little surprise that over the past 40 years more and more towns have hired
administrative help to support the work of their selectboards. The above analysis of the capacity of the
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Waitsfield Town Administrator reflects directly on the capacity of the Waitsfield Selectboard. The
responsibilities of Waitsfield's governance have grown. Yet in fifteen years while much of this growth
has occurred, there has been no change in the capacity to support the Waitsfield Selectboard in the
work it must undertake.

Recommendations:
Draft Job Descriptions:
Attached are draft job descriptions for the positions of Town Administrator, Town Clerk, Town Treasurer
and Planning & Zoning Administrator. I have attempted to make these new descriptions more
consistent between each other than the previous iterations while utilizing much that was contained in
the prior documents. I have attempted to make them flexible in terms of the oversight of these
positions during the transition to the new format of appointment for the Clerk and Treasurer roles. I
hope these drafts are comprehensive and look forward to working with the Selectboard and staff on any
revisions.
Draft Organizational Chart:
Attached is a draft organizational chart. This chart reflects the fact that by law, the Selectboard appoints
and removes all of the officers/employees covered in this report. It is the Selectboard that is ultimately
responsible for the supervision of all staff. The chart also attempts to show the Town Administrator's
role as the agent for the Selectboard in much of the day to day coordination and supervision of the
Town's staff. Unfortunately, while such a chart can provide a basic overview of the Town's organization
and staffing model, it cannot provide a complete picture of all the details without reference to the job
descriptions and other directives on these issues provided by the Selectboard.
Supervision and Evaluation:
I am recommending that the Clerk and Treasurer receive supervision and evaluation from the
Selectboard, but that such responsibilities be shared or delegated in part to the Town Administrator. It
makes sense for the Town Administrator to be involved as he/she is the person who meets regularly
with the Selectboard as well as working daily with the office staff. However, it is important to recognize
the history of autonomy in these positions as well as the need to protect the independence of these
positions in areas of responsibility such as elections and financial controls. It must also be recognized
that the current occupants of these offices have worked side by side for many years - the transition to a
more hierarchical system should be implemented with care and respect for that history. I believe these
offices will function best with the Administrator acting as the liaison to the Selectboard, as a coordinator
and communicator of the directions given by the Selectboard, providing these employees with general
supervision and guidance rather than close day to day supervision.
In the initial years of the new system, I would recommend that the Town Administrator be involved in
the evaluation of the Clerk and Treasurer, but that the Selectboard retain an active role. The full Board
could undertake this task, or an alternative would be to appoint one of its members to work with the
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Administrator in conducting these evaluations. As the system evolves or as staff turns over this level of
involvement can be adjusted.
I recommend no change in the supervision and evaluation of the Planning & Zoning Administrator. That
position has been supervised by the Town Administrator for about 15 years. There have been a variety
of occupants in this office and their qualifications and the need for supervision have varied greatly.
Currently, the Town benefits from having both a Town Administrator and a Planning & Zoning
Administrator with considerable training and experience in municipal planning. This may not always be
the case, and that is the primary reason for suggesting the supervision remain as is. However, given the
current needs for the Town Administrator's focus on so many other issues, it is beneficial that the
present situation does not require close daily supervision.
Further training and education for the Town Administrator in the areas of supervision, delegation and
management of personnel should be encouraged and accommodated by the Selectboard. This is an
area that has not been a major responsibility for the Town Administrator, but as the new system is
implemented it will become increasingly important. Empowering employees and providing the most
effective level of supervision and direction for positions that are professional and should be self-starting,
is a delicate balance.
Implementation of a Regular and Consistent Evaluation System:
My understanding is that a regular and formal evaluation process for employees had not been followed
for several years, but that the process has been restarted in the last couple years. This effort should be
continued and broadened to include the Clerk and Treasurer under the new charter for their
appointment by the Selectboard. I would suggest that a form be adopted to guide the evaluation
process - one simple form for all positions should suffice and would make the system more consistent.
The forms and the rankings used are best considered as a guide for fostering discussion between
employee and supervisor. I would recommend that the employee fill out the same form as a "selfevaluation" and then sit down with the supervisor to compare and discuss. The Selectboard's
participation in the evaluation of the Town Administrator and with the Clerk and Treasurer evaluations
will help set a consistent tone for this system. In addition to review of performance for the past year,
the system should also include the identification of goals and objectives for the coming year. The system
could be easily extended to the Road Department, with the Town Administrator working with the Road
Commissioner and Road Foreman in implementing a similar review process. An annual process will
assure that feedback is given and received at least once per year, and hopefully lead to productive
communication throughout the year.
Regular Office Staff Meetings:
In the past year, the Town Administrator and office staff have been meeting regularly on the morning
following Selectboard meetings. This is a very positive step and is well regarded by all parties
interviewed. It is an opportunity for all four office staff to sit together and communicate about all of the
objectives and projects the Town is working on. It provides the chance for all staff to have a sense of the
"big picture" and to understand each other's workloads. It was suggested in several of the interviews
that the Town Administrator meet with the other three staff individually on a regular basis. These oneon-one meetings might happen on the opposite weeks when the Selectboard has not met. They do not
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need to be long: 20 to 30 minutes each should suffice. Such meetings would enable th_e Town
Administrator to offer guidance on the Selectboard's priorities, would give staff the chance to share
ideas and to offer support to each other. These staff communications will assist the Town
Administrator in keeping the Board informed about office operations. Such a system of communication
will help the staff work as a cohesive group as it transitions away from the notion of performing
separate and autonomous duties toward working more closely together as a team.
Increasing the Capacity of the Town Administrator and Selectboard:
One idea that came from the Interviews was to undertake a facilitated roundtable with staff to identify
projects and tasks that could be delegated from the Board and Town Administrator to other staff. The
idea would include offering a financial incentive to staff for volunteering for work that they feel they
could squeeze Into their current workweeks and for which they have an interest or special ability. The
first step would be for the Selectboard, Town Administrator and staff to develop a list of responsibilities
and tasks that could be delegated. The second step would be to have staff respond by identifying areas
or tasks they would be willing and interested to take on. The third step would be to review the extent of
new responsibilities assumed by each staff person and to provide a financial incentive/reward in terms
of a pay upgrade. The Town offers stable employment and usually gives cost of living adjustments
annually. Seldom however, is there an opportunity for growth in pay as a result of increasing
productivity through experience and taking on additional work. A onetime adjustment of up to 4-5% for
the three office staff would likely make the idea of taking on additional work not currently part of their
jobs more appealing. Some ideas for responsibilities and tasks that might be delegated are included on
a list in the appendices.
I recommend that the Selectboard include a line item in the coming budget for the above described
incentive raises, as well as for possibly hiring a part-time or seasonal administrative assistant for the
Town Administrator. The roundtable process would determine how much of this budget would be used
to augment existing salaries and how much might be available for a new position. I recognize the
concern about growing budgets but I believe the number needed will not be prohibitive. I have a range
in mind and will gladly discuss this at the appropriate time.
This process could also assist the Selectboard in improving its efficiency. One member suggested a
number of areas where the Board could delegate some responsibilities without harming its oversight
role. The use of a consent agenda for certain matters would be one such approach. Ideas in this regard
are also included on the list of responsibilities and tasks that might be delegated in the appendices.
Another idea suggested in the interviews and which I have included in the Town Administrator's job
description, is to develop and maintain an ongoing or annual Project Priority List for the Town. Jn my
last position in Bristol, the Selectboard adopted an annual Top Ten List of projects with each board
member responsible for keeping track of and regularly reporting on two priorities. This also let the
Town Administrator know who the "go-to" board member was for each priority and fostered closer
communication with that member while freeing up the full Board from more frequent involvement. The
·Board and Town Administrator would need to work on the details about how this might work.
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Responsibility for New Town Office:
As with all the Town's facilities and buildings, the Selectboard holds ultimate responsibility for the Town
Office. This however, is an area that can be effectively delegated to the Town Administrator subject to
consultation and oversight from the Board. In turn, other staff can also assist in this work. In the draft
job descriptions I have proposed partial responsibility forthe Town Office be assigned to the Town Clerk
as the office manager. This would include overseeing general upkeep of the Town Office, arrangement
of furnishings in common areas, supervision of custodial services, winter snow and ice removal, and
summer mowing and landscaping. Likewise, the tasks of overseeing physical plant maintenance and
coverage of such items under the warranty phase of the new building could be delegated under the
roundtable process described above while still being the overall responsibility of the Town
Administrator.

Conclusions:
Waitsfield is embarking on a new system for appointment of its Town Clerk and Town Treasurer. By
taking on the responsibility for appointing these positions, the Selectboard is also assuming
responsibility for supervision of these offices and evaluating performance. At the same time, the Town
Office has moved to a new building, one owned and overseen directly by the Selectboard instead of
rented from the Library Trustees. The Selectboard should be able to rely on its Town Administrator to
help carry out these new roles. Additional staff capacity in support of the Town Administrator is
needed. Such capacity can come from existing staff and/or the addition of a new part-time or seasonal
administrative assistant. A process should be pursued for identifying such tasks and responsibilities that
could be delegated with input from the employees and Board. This process should include incentives for
staff in taking on additional work beyond what they have previously performed. Such incentives should
not require a major increase in the budget. The purpose of this process and the adoption of new job
descriptions is to assist staff in working together as an effective team in the day-to-day operations of the
Town as well as in fulfilling its role in helping achieve the longer range goals of the community.
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Appendices:
A. Proposed Job Descriptions:
Town Administrator
Town Treasurer
Town Clerk
Planning & Zoning Administrator
B. Existing Job Descriptions
Town Administrator
Town Treasurer
Town Clerk
Planning & Zoning Administrator
C. Proposed Organization Chart
D. Pertinent Statutes
Waitsfield Municipal Charter
Incompatible Offices 17 V.S.A. §2647
Appointment and Powers of Administrative Officer 24 V.S.A. §4448
E. Information from other towns with appointed Clerks and Treasurers
Summary Spreadsheet
Narrative Report from VLCT
F. Examples and List of Possible Tasks to be Delegated Among Staff
G. Sample job descriptions collected from other towns

Appendix A

Proposed Job Descriptions

TOWN OF WAITSFIELD
Job Description

draft 1/14/17
Town Administrator
Nature of Position: The Town Administrator is a highly responsible administrative position supervising

and coordinating the overall operations of the Town. The Town Administrator's mission is to support
the Selectboard in carrying out its duties and responsibilities. The Town Administrator is responsible for
managing the day to day affairs of the Town as specifically assigned by the Selectboard, and in all areas
not directly assigned by the Selectboard to someone else. The Town Administrator shall assist the
Selectboard in meeting its responsibilities through his/her own work as well as through the work of
other staff, volunteers and officers of the Town.
Appointment, Supervision and Evaluation: The Town Administrator is appointed and may be removed

by the Selectboard. The Town Administrator is supervised and evaluated by the Selectboard. The Town
Administrator shall be subject to the Town's personnel policies, but may also be subject to the terms of
a contract negotiated between the Selectboard and Employee.
Primary Responsibilities and Duties: *

1. Acts as the Town's principal staff member responsible for implementing the policy and programmatic
directives established by the Selectboard and for supervising the overall operations of the Town, and is
responsible to the Selectboard in such matters. The Administrator shall keep the Selectboard informed
of all important matters involving the Town and shall make reports and recommendations to the Board
as it so directs or as the Administrator deems advisable.
2. Attends all meetings of the Selectboard except when the Administrator's compensation, evaluation,
contract or removal is being considered, or when the Selectboard allows or requests an absence.
3. Acts as a liaison between the Selectboard and other Town boards, commissions, committees, officials
and employees as required. Serves as an ex-officio member of all standing committees of the Town, with
the right to attend and participate in all meetings, but has no vote in any such committee. The
Administrator shall not be expected or required to attend all such meetings, but shall use his/her
judgment under guidance of the Selectboard to determine the appropriate level of his/her participation
and support to such committees.
4. Prepares, in coordination with the Town's Budget Committee and with input from all departments,
commissions, committees and various entities funded by the Town, an annual budget for the Town;
submits the budget to the Selectboard for review and approval, and is responsible for its administration
after adoption except where other entities are responsible by statute or Selectboard policy.
5. Works with the Treasurer to assure that regular budget reports and a preliminary year end budget
report are furnished to the Selectboard in a timely manner. Works with the Treasurer to administer a
system of accounts to facilitate good budget management and records.
6. Assists and cooperates with the annual outside audit conducted at the direction of the Selectboard.

7. Supervises the gathering of information for and preparation of the annual Town Report for
distribution in accordance with statute prior to Town Meeting, and includes such other.information as
the Selectboard may direct.*
8. Acts as the general purchasing agent for the Town with the exception of the schools, cemeteries and
library, subject to the Purchasing Policy adopted by the Selectboard.
9. Assists the Selectboard in supervising and managing the efficient operation of all departments and
functions of the Town with the exception of the schools, Cemeteries and library, including but not
limited to the road, fire and water departments; general administration; planning and zoning; contracts
for police services, assessing services and water system operations; and the Town's intermunidpal
agreements for planning, solid waste, and shared road and fire services with neighboring municipalities.
10. Acts as the Selectboard's agent in the supervision of employees. Advises and assists the Selectboard
in regard to the appointment and hiring of employees, determining salaries and wages, management of
benefits, and evaluation, discipline or discharge of employees. With the agreement of the Selectboard,
the Administrator may delegate to other employees any duties conferred upon the Administrator. The
Selectboard will endeavor to work through the Town Administrator in its direction and supervision of all
employees.
11. Supervises all human resources functions of the Town.*
12. Acts with the approval of the Selectboard, as the Town's agent in the signing of contracts,
agreements, purchase orders, legal, and similar matters.
13. Prepares long range planning documents or capital plans as directed by the Selectboard and with
inputfrom various departments and com.mittees.
14. Assists in the development of policies forthe general direction ofTown affairs at the request of the
Selectboard.*
15. Ensures that all Town and special service district ordiminces are enforced.*
16. Serves as a liaison between the general public and the Selectboard.
17. Acts on behalfofthe Town in applying for and administrating any grants sought or received by the
Town or special service districts after Selectboard approval.*
18. Prepares agendas for Selectboard meetings in coordination with the Selectboard Chair.
19. Maintains the Town's official website.*
20. Assures that arrangements for all aspects ofTown Meetings that are not the responsibility of the
Town Clerk as statutory supervisor of elections are made.*
21. Supervises and manages the proper use, scheduling, efficient operation and maintenance of all
facilities of the Town with the exception of the schools, cemeteries and library. These include but are
not limited to the Town Office, General Wait House, Lareau Swim hole Park and other owned or

conserved lands.* Assists the Fire Department and Road Department in the management of their
respective facilities and equipment.
22. Serves as a representative of the Selectboard in contact with local, state and federal agencies and
officials in matters pertaining to the Town.
23. Assists the Selectboard in developing and maintaining a list of projects, priorities and action program
for the Town Including a time/due-date calendar.*
24. Performs all other duties required by his/her employment contract, Town policies and ordinances, or
as assigned by the Selectboard.
*Note: Responsibilities and duties of the Town Administrator such as those denoted by asterisk, may be
assigned or delegated to other staff, volunteers or officers of the Town under the guidance of the
Selectboard. The Administrator shall remain accountable that such responsibilities are met and such
tasks completed, and for reporting to the Selectboard when they are not.
Desired Qualifications, Abilities and Skills:

*

Bachelor's or Masters Degree preferred, with a course of study in public or business administration,
political science or equivalent subjects. Five years experience in local government planning or
administration, or equivalent experience in business or government. A combination of the above
qualifications may be acceptable as determined by the Selectboard.
* Knowledge of municipal finance, accounting and budgeting.
* Knowledge of state and federal laws and regulations affecting municipal governments including but
not limited to finance, public works, elections, planning, personnel practices, access to public records
and open meetings.
* Ability to interact positively with local citizens, the media, other town officials and employees.
* Ability to work effectively with local, regional and state agencies and officials, local businesses and
non-profit organizations.
* Commitment to the Town's goals and objectives as determined by its voters, Selectboard,
commissions and committees.
* Ability to communicate effectively, both orally and in writing, and a proficiency in public speaking.
* Ability to work proficiently with computers and software that is essential to conducting the Town's
business.
* Ability to conduct legal research and present findings, and to assist the Selectboard in the
management of legal matters in which the Town is a participant.
* Ability to manage and resolve conflict.
* Ability to think creatively and analytically, to evaluate alternative solutions to a given problem and
offer objective recommendations.
* Ability to exhibit initiative, leadership and judgment in the administration of all affairs placed in
his/her charge.
·* Ability to coordinate, direct and supervise staff as assigned by the Selectboard.
* Ability to organize and use time effectively, and handle multiple responsibilities simultaneously.
* Ability to keep accurate, organized records.
* Ability to work independently without direct supervision.
* Ability to manage confidential information in a professional and legal manner.
• Ability to listen to and accept criticism.

*
*

Interest and willingness to attend appropriate training to maintain and improve skills.
Have a positive attitude and work well as part of a team.

Working Conditions: This job is a salaried position as defined in the Town's Personnel Policy and subject
to employee benefits as defined therein. It is expected to be performed under normal office conditions
for a minimum of forty hours per week. It is recognized that there is considerable time spent outside
normal office hours both in the field and to attend various meetings.
Adoption: This job description has been reviewed and adopted by the Waitsfield Selectboard on
_ _ _ _ _ _ _ _ _ _ (date).

Acknowledgment: The undersigned employee hereby acknowledges that I have received and read this
job description:
------------------~ _ _ _ _ _ _ _ _ _ _ (date)
c:job description town administrator

TOWN OF WAITSFIELD
Job Description

draft 1/14/17
Town Treasurer
Nature of Position: The Town Treasurer plays a vital role in the management of the finances of the

Town. The Town Treasurer's mission is to carry out the financial responsibilities that are assigned to this
office under State law, as well as to support the needs of the Town through other duties assigned from
time to time by or through the Selectboard. Primary among the Treasurer's statutory responsibilities
are the keeping of all of the Town's funds including receiving, investing and disbursing; keeping a record
of taxes voted, billed and collected; collecting other funds receivable by the Town; and paying orders
drawn on Town accounts. The Treasurer cooperates with the annual audit process and provides the
Selectboard and other officials with essential information about the Town's finances.
Appointment, Supervision and Evaluation: The Town Treasurer is appointed by the Selectboard in

accordance with the Town's municipal charter (effective as of March 2017) to a term of not less than
one year nor more than three years. Prior to beginning his/her duties, the Treasurer is required to post
a bond conditioned on the faithful performance of his/her duties, in an amount to be established by the
Selectboard (24 V.S.A. § 832, 835). The Town Treasurer is supervised and evaluated by the Selectboard,
with which responsibility the Selectboard may seek assistance or delegate to the Town Administrator.
The Town Treasurer shall be subject to the Town's personnel policies, and may be removed from office
pursuant thereto. In no case shall the office be occupied by someone deemed ineligible under the
State's Incompatible Offices statute (17 V.S.A. Section 2647).
Primary Responsibilities and Statutory Duties:

*

1. Acts as the Town's principal staff member for keeping track of the accounts of the Town from the
moment money is collected to the moment it is paid out (24 V.S.A. §1521). Keeps a running account of
the moneys, bonds, notes, and evidences of debt paid to him/her, and moneys paid out for the various
Town departments (24 V.S.A. §1571). Maintains the Town's general fund, water operating fund, reserve
funds, and loans.
2. Maintains public records showing the amount of tax money voted for the support of highways,
schools, special departments and for general Town purposes (24 V.S.A. §1574). Keeps separate
accounts of all money received as highway or school taxes, and pays out the same upon orders of the
proper officers (32 V.S.A. §4791).
3. Serves as the Collector of Current Taxes. Mails tax notices to taxpayers at least 30 days before the tax
due date established by voters (32 V.S.A. § 4792). Keeps a record of taxes levied and applies credits or
debits to the general fund as a result of penalties, interest, discounts on taxes paid early, collector's fees,
abatements, or any other event which will affect the total amount levied or received (24 V.S.A. §1525,
1526). Keeps a running account with the Tax Collector of each annual tax bill by endorsing the collector's
payments on the account and on the collector's receipt (24 V.S.A. § 1579, 1580). Calculates and posts
interest for late, but not yet delinquent, property tax installment payments to tax bills, and prints and
mails late property tax bills.
4. Issues a warrant against delinquent taxpayers for the amount of unpaid taxes within 15 days after the
tax due date (32 V.S.A. §4793). Delivers a list of unpaid taxes with the name of each delinquent to the

Collector of Delinquent Taxes within the same time period (32 V.S.A. §4874). The Treasurer may also
serve as the Collector of Delinquent Taxes if elected to that office.
·
5. Invests and reinvests moneys received with the approval of the Selectboard. (24 V.S.A. §1571{b}).
6. Submits quarterly reports to the Selectboard regarding the Town's finances (24 V.S.A. § 1571). The
Selectboard may require more frequent reporting such as monthly as it deems appropriate.
7. Cooperates fully with the annual outside audit of the Town's finances conducted at the direction of
the Selectboard. Provides the Selectboard a copy of the document made available by the Auditor of
Accounts regarding internal financial controls on or before June 30th (32 V.S.A. §163{11}).
8. Processes accounts payable and prepare warrants of all expenditures for Selectboard approval.
9. Processes payroll. Maintains records of employee leave time.
10. Processes 1099s and W-2s and keeps W-4 and W-9 submissions current.
11. Maintains employee's retirement, health, life and disability and related insurance records.
12. Calculates and recommends a tax rate for adoption by the Selectboard based upon voted budgets
and the grand list.
13. Assists taxpayers in understanding current property tax laws.
14. Processes water utility bills and collects payments. Issues a warrant for collection of unpaid water
assessments after 30 days to the tax collector to enforce in the same way as for the collection of
delinquent taxes (24 V.S.A. §3408).
15. Receives all fees, assessments and other monetary payments made to the Towh.
16. Prepares bank deposits.
17. Prepares weekly, monthly and quarterly reporting to State agencies, IRS, VMERS and VLCT.
18. Prepares budget status reports for department heads and monitors departmental expenses.
19. Assists the Selectboard, Budget Committee and Town Administrator with budgeting and town report
preparation.
20. Issues public announcements via local press, website and/or social media regarding tax deadlines
and other relevant information of public interest.
21. Provides excellent customer service in the Town Office.
*Note: The listing of statutory duties is not intended to be comprehensive and the current Vermont
Statutes Annotated should be consulted for a complete and up to date listing of such duties.

Desired Qualifications, Abilities and Skills:

*

Associate's or Bachelor's degree in accounting or business preferred. Previous employment
experience of at least five years in the area of accounting in either the public or private sector, including
experience managing payroll, employee benefits, and accounts payable and receivable.
* Knowledge of state and federal laws and regulations affecting municipal governments including but
not limited to municipal finance, payroll, and tax withholding and reporting.
* Ability to interact positively with local citizens, the media, other town officials and employees.
* Ability to work effectively with local, regional and state agencies and officials, local businesses and
non-profit organizations.
* Commitment to the Town's goals and objectives as determined by its voters, Selectboard,
commissions and committees.
* Ability to work accurately with numbers and to prepare, understand and present financial reports.
* Ability to communicate effectively, both orally and in writing.
* Ability to work proficiently with computers and software that is essential to the Treasurer's office.
* Ability to research and understand State statutes in regard to the responsibilities of the Treasurer.
* Ability to think creatively and analytically, to evaluate alternative solutions to a given problem and
offer objective recommendations.
* Ability to exhibit initiative, leadership and judgment in the administration of all affairs placed in
his/her charge.
* Ability to effectively supervise the Assistant Town Treasurer.
* Ability to organize and use time effectively, and handle multiple responsibilities simultaneously.
* Ability to keep accurate, organized records.
* Ability to work independently with minimal supervision.
* Ability to manage confidential information in a professional and legal manner.
* Ability to listen to and accept criticism.
* Interest and willingness to attend appropriate training to maintain and improve skills.
• Have a positive attitude and work well as part of a team.

Working Conditions: This job is a salaried position as voted at Town Meeting and defined in the Town's
Personnel Policy and subject to einployee benefits as defined therein. It is expected to be performed
under normal office conditions for a minimum work week currently consisting of four days and thirtyfour {34) hours. It is recognized that there is some time required outside normal office hours tor various
meetings and other purposes.
The Town Treasurer may be assisted by an Assistant Town Treasurer and may serve as the Assistant
Town Clerk. The Town Treasurer and Town Clerk positions may be combined or separated as deemed in
the best interests of the Town by the Selectboard.
Adoption: This job description has been reviewed by and adopted by the Waitsfield Selectboard on
_ _ _ _ _ _ _ _ _ _ _ _ _ (date).

Acknowledgment: The undersigned employee hereby acknowledges that I have received and read this
job description:
-------------------~ _ _ _ _ _ _ _ _ _ _ (date)
c: job description town treasurer

TOWN OF WAITSFIELD
Job Description

draft 1/14/17
Town Clerk
Nature of Position: The Town Clerk plays a central role in the operation of Waitsfield's local
government. The Town Clerk's mission is to carry out the wide variety of responsibilities in local
governance that are assigned to this office under State law, as well as to support the needs of the Town
through other duties assigned from time to time by or through the Selectboard. Primary among the
Clerk's statutory responsibilities are to act as the local supervisor of elections and as the keeper ofthe
Town's archives. Unofficially, but by long custom in Vermont, the Town Clerk is the most visible ofTown
officials and often serves as the access point for citizens seeking information about, participation in and
assistance with their local government.
Appointment, Supervision and Evaluation: The Town Clerk is appointed by the Selectboard in
accordance with the Town's municipal charter (effective as of March 2017) to a term of not less than
one year nor more than three years. Prior to beginning his/her duties, the Town Clerk is required to
post a bond conditioned on the faithful performance of his/her duties, in an amount to be established
by the Selectboard (24 V.S.A. § 832, 835). The Town Clerk is supervised and evaluated by the
Selectboard, with which responsibility the Selectboard may seek assistance or delegate to the Town
Administrator. The Town Clerk shall be subject to the Town's personnel policies, and may be removed
from office pursuant thereto. In no case shall the office be occupied by someone deemed ineligible
under the State's Incompatible Offices statute {17 V.S.A. Section 2647).
Primary Responsibilities and Statutory Duties:

*

1. Acts as the local supervisor of elections including but not limited to maintaining the voter checklist,
oversight of the counting of ballots cast, reporting the results of elections, taking/recording/preserving
the minutes of all town meetings and elections, coordinating the hiring and supervision of ballot clerks
and volunteers to work at elections, oversight of the set-up of the polling place, preparation of ballots
and testing of vote tabulation devices, and the proper provision and handling of absentee and early
voting ballots.

2. Maintains the Town's archives and land records, is responsible for their safe storage and
preservation, and makes them available for inspection and copying to the public in accordance with
Vermont public records laws.
3. Maintains local vital records of births, deaths and marriages. Responsible for providing certified
copies of vital records to the public.
4. Serves on the Board of Civil Authority as a member and as its Clerk regarding the supervision of
elections.
5. Certifies the annual Grand List for the assessing of property taxes, serves as a member and Clerk of
the Board of Civil Authority regarding its role in hearing appeals of property ossessments, and serves as
a member and Clerk for the Board of Abatement regarding appeals for the abatement of property taxes,

6. Issues dog licenses, maintains rabies vaccination records, prepares an annual list of all unlicensed
dogs and assists other officials in obtaining compliance with local and state laws regarding animal
control.
7. Issues marriage licenses.
8. Responsible for processing and issuing liquor licenses and catering permits.
9. Serves as an ex officio notary public (24 V.S.A. §441{b}).
10. Records posted land permits.
11. Acts as the School Clerk unless otherwise voted (16 V.S.A. § 425).
12. Provides excellent customer service to all persons seeking information and assistance from and
conducting other business with the Town. This responsibility includes serving as the first point of
contact for most customers visiting the Town Office for any variety of public business.
13. Oversees the general upkeep of the Town Office, including the arrangement of furnishings in all
common areas, the supervision of building custodial services, oversees winter snow and ice removal
services, and oversees summer lawn mowing and landscaping services.
14. Acts as general office manager by assisting all departments and officials through the management of
Inventory and ordering of office supplies, oversees maintenance contracts for the office copier and
other equipment, and plans for the replacement of such office equipment as needed.
15. Assists In the preparation of the annual budgets for Elections, the Clerk's office and the Town Office,
and monitors and oversees that resulting expenses are within the approved budget.
16. Assists in the preparation and distribution of the annual Town Report.
17. Processes and issues excess weight vehicle permits on behalf of the Selectboard.
18. Provides general administrative support to other town personnel and functions.
19. Performs such other tasks and assumes such other responsibilities as the Selectboard may assign or
delegate.
*Note: The listing of statutory duties is not intended to be comprehensive and the current Vermont
Statutes Annotated should be consulted for a complete and up to date listing of such duties.

·Desired Qualifications, Abilities and Skills:

*

Previous employment experience of at least five years in the areas of customer service and public
relations in either the public or private sector.
* Knowledge of state and federal laws and regulations affecting municipal governments including but
not limited to elections and the keeping of and providing access to public records.

*

Ability to interact with the public with courtesy, tact, objectivity, fairness and compassion.
Ability to interact positively with the media, other town officials and employees.
* Ability to work effectively with local, regional and state agencies and officials, local businesses and
non-profit organizations.
• Commitment to the Town's goals and objectives as determined by its voters, Selectboard,
commissions and committees.
* Ability to communicate effectively, both orally and in writing.
* Ability to work proficiently with computers and software that is essential to the Town Clerk's office,
including website management.
* Ability to research and understand State statutes in regard to the responsibilities of the Town Clerk.
* Ability to think creatively and analytically, to evaluate alternative solutions to a given problem and
offer objective recommendations.
* Ability to exhibit Initiative, leadership and judgment in the administration of all affairs placed In
his/her charge.
* Ability to effectively supervise the Assistant Town Clerk and election workers.
* Ability to organize and use time effectively, and handle multiple responsibilities simultaneously.
* Ability to keep accurate, organized records.
* Ability to work independently with minimal supervision.
* Ability to manage confidential information in a professional and legal manner.
* Ability to listen to and accept criticism.
* Interest and willingness to attend appropriate training to maintain and improve skills.
* Have a positive attitude and work well as part of a team.
•

Working Conditions: This job is a salaried position as voted at Town Meeting and defined in the Town's
Personnel Policy and subject to employee benefits as defined therein. It is expected to be performed
under normal office conditions for a minimum work week currently consisting of four days and thirtyfour (34) hours. It is recognized that there is some time required outside normal office hours for
elections, various meetings and other purposes.
The Town Clerk may be assisted by an Assistant Town Clerk and may serve as the Assistant Town
Treasurer. The Town Clerk and Town Treasurer positions may be combined or separated as deemed in
the best interests of the Town by the Selectboard.
Adoption: This job description has been reviewed by and adopted by the Waitsfield Selectboard on

_ _ _ _ _ _ _ _ _ _ _ _ (date).
Acknowledgment: The undersigned employee hereby acknowledges that I have received and read this
job description:
-------------------~ _ _ _ _ _ _ _ _ _ _ (date)
c: job description town clerk

TOWN OF WAITSFIELD
Job Description
draft 1/14/17

Planning and Zoning Administrator
Nature of Position: The Planning & Zoning Administrator is a highly responsible administrative position
overseeing compliance with the Town's Zoning Bylaws and Subdivision Regulations. This position
facilitates the Town's long range planning process through assisting in the development of the Town
Plan and its implementation through its supporting regulations. The Planning & Zoning Administrator's
mission is to support the Planning Commission, Development Review Board, Selectboard and similar
bodies, in carrying out their duties and responsibilities regarding land use. The Planning & Zoning
Administrator serves as the Town's Administrative Officer as provided in 24 V.S.A. Chapter 117 and
related provisions. The Planning & Zoning Administrator also supports the needs of the Town through
other duties assigned from time to time by or through the Selectboard.
Appointment, Supervision and Evaluation: The Administrative Officer is nominated by the Planning
Commission and appointed by the Selectboard for a term of three years in accordance with statute (24
V.S.A. §4448). The Planning & Zoning Administrator is supervised and evaluated by the Town
Administrator, who shall seek input from the Selectboard, Planning Commission and Development
Review Board in providing such oversight and evaluation. The Planning & Zoning Administrator shall be
subject to the Town's personnel policies, and may be removed from office in accordance with statute
(24 V.S.A. §4448).
Primary Responsibilities and Statutory Duties:

*

1. Reviews and makes decisions within the statutorily prescribed time regarding zoning, subdivision and
sign applications.
2. Provides information, assistance and guidance to property owners seeking to make applications for a
project under the Town's land use regulations.
3. Investigates possible violations of the Town's land use regulations whether observed by the
Administrative Officer or other Town official, or as the result of a citizen complaint.
4. Initiates enforcement action when he/she determines there is a violation of the Zoning Bylaws,
Subdivision Regulations or of the conditions of an approved permit. Works with property owners to
obtain voluntary compliance and issues a formal Notice of Violation if voluntary compliance is not
obtained. Institutes legal proceedings as appropriate through the Town Administrator with the approval
of the Selectboard.
S. Attends all meetings of the Planning Commission and Development Review Board except when the
Planning & Zoning Administrator's evaluation is being considered or the boards allow or request his/her
·absence. Provides primary staff support to both boards, including preparation 9f public notices and
agendas, and distributing necessary meeting materials. Takes meeting minutes unless another person is
hired to do so.

6. Assists the Development Review Board In its review of pending applications including providing
research and analysis of applications being reviewed and preparing findings and decisions.
7. Assists the Planning Commission In all facets of its work Including update of the Town Plan and
amendment of the Zoning Bylaws and Subdivision Regulations.
8. Provides Information and assistance to citizens wishing to participate in 'the Town's land use planning
and regulatory processes.
9. Inspects properties in regard to permit applications or compliance with local regulations and
previously issued permits.
10. Oversees the Intake process, review and issuance of certificates of complicance.
11. Assures that all application and permit fees are collected and turned over to the Treasurer in a
timely manner before rendering a decision or issuing a permit.
12. Maintains the Town's data base and files of all applications, permits and enforcement actions.
13. Assists the public in researching information sought from and contained in the Town's planning and
zoning files and other related public records.
14. Maintains appropriate information as directed concerning Waitsfield's land use processess on the
Town's website such as meeting and hearing notices, supporting materials, and other documents.
15. Assists in updating application forms, instructions and Information to help the public comply with
the Town's development review process, Including the latest Internet and Web-based approaches for
access to such forms and information.
16. Assists in the preparation of the annual budgets for Planning and Zoning functions, and monitors and
assures that expenses are within the approved budget.
17. Researches and reports grant opportunities in the area of planning, prepares and submits grant
applications as directed, and manages such grants awarded to the Town.
18. Maintains records of development In the flood plain. Serves as liaison with FEMA staff and assist.s
with the process of making any changes in the flood plain maps and regulations.
19. Serves as the Town's E-911 Coordinator, implementing the Waitsfield Street Naming and Addressing
Ordinance and assigning addresses to new development or other locations where an address is needed.
20. Performs such other tasks and assumes such other responsibilites as the Selectboard may assign or
delegate.
*Note: The listing of statutory duties is not intended to be comprehensive and the current Vermont
Statutes Annotated should be consulted for a complete and up to date listing of such duties.
Desired Qualifications, Abilities and Skills:

*

Bachelor's or Master's Degree preferred, with a course of study in land use planning or related field.
Three years experience in local government planning, or equivalent experience in the field of planning in

business, non-profit organizations or government. Combinations of the above qualifications may be
considered.
* Knowledge and full understanding of all rules and regulations pertaining to Waitsfield's land use
regulations, including the Zoning Bylaws, Subdivision Regulations, Town Plan, pertinent State statutes
such as Title 24, open meeting and public records laws, and other areas of law regarding land use.
* Knowledge of all aspects of the local development review process, including familiarity with the
regulatory and review procedures of state agencies that may also have jurisdiction.
* Ability to interact positively with local citizens, the media, other town officials and employees.
* Ability to work effectively with local, regional and state agencies and officials, local businesses and
non-profit organizations.
• Commitment to the Town's goals and objectives as determined by its voters, Selectboard,
commissions and committees.
• Ability to communicate effectively, both orally and in writing, with a proficiency in public speaking.
• Ability to work proficiently with computers and software that is essential to conducting the Town's
planning and zoning business, including website management.
* Ability to read plans and drawings and to use ArcView software for maps.
* Ability to conduct legal research and present findings in the areas of land use planning and
regulation.
• Ability to manage and resolve conflict.
• Ability to think creatively and analytically, to evaluate alternative solutions to a given problem and
offer objective recommendations.
• Ability to exhibit initiative, leadership and judgment in the administration of all affairs placed In
his/her charge.
• Ability to organize and use time effectively, and handle multiple responsibilities simultaneously.
* Ability to keep accurate, organized records.
* Ability to work independently with minimal supervision.
* Ability to manage confidential Information in a professional and legal manner.
* Ability to listen to and accept criticism.
* Interest and willingness to attend appropriate training to maintain and improve skills.
* Have a positive attitude and work well as part of a team.
Working Conditions: This job is a salaried position as defined in the Town's Personnel Policy and subject
to employee benefits as defined therein. It is expected to be performed under normal office conditions
for a minimum work week currently consisting of four days and thirty-four (34) hours. It is recognized
that there is considerable time required outside normal office hours both in the field and to attend
various meetings.
Adoption: This job description has been reviewed by and adopted by the Waitsfield Selectboard on

_ _ _ _ _ _ _ _ _ _ _ _ (date).
Acknowledgment: The undersigned employee hereby acknowledges that I have received and read this
job description:
-------------------~ _ _ _ _ _ _ _ _ _ _ (date)
c: job description zoning administrator

Appendix B

Existing Job Descriptions

TOWN OF WAITSFIELD
Position: Town Administrator

VERY DRAFT
still early in process of adaptation

NATURE OF POSITION

The Municipal Administrator's mission is to support the Trustee/Selectmen Boards in
carrying out their duties and responsibilities to the ultimate benefit of the Village/Town
of Johnson. To that end, the Municipal administrator is responsible for planning,
organizing, directing, and coordinating the affairs of the Village/Town in areas not
directly the responsibility of others for ·assisting the Trustee/Selectmen Boards in
developing policies for the general direction of Village/Town affairs, for planning longrange programs for the various Village/Town departments, and for taking responsibility
for the performance of lesser administrative and technical duties.
Work is performed independently with general policies established by the Boards of
Trustees/Selectmen.
SPECIFIC DUTIES AND RESPONSIBILITIES

The Municipal administrator is responsible to the Boards of Trustees/Selectmen and will
attend the meetings of the Trustees/Selectmen. Direct assistance to the Boards of
Trustees/Selectmen shall include, but not be limited to, the following :
Summarize and organize materials sent to Trustees/Selectmen;
Research topics of concern and prepare action recommendations as requested by the
Boards;
Review and evaluate policies, and administer regulations and make recommendations.
Carry out the policies, plans and programs established and approved by the Boards.
Serve as a representative of the Boards of Trustees/Selectmen or contact in
communications with Local, State, and Federal agencies in matters pertaining to the
Village/Town; Acts as liaison between the Trustees/Selectmen and other Village/Town
boards, committees, officials, and employees, as required.
Develop and maintain a list of projects, appropriate priorities, and action program,
including a time/due-date calendar;
Research funding sources and prepare grant applications;
Assist Trustees/Selectmen in using their time and facilities most effectively;
Assist and coordinate the preparation of the Village/Town's financial programs, including
annual budgets and monthly financial reports;
Assist other Village/Town Departments with performance of their duties as requested by
the Trustees/Selectmen.
Investigate methods for improving cost control and containment and increasing efficiency
of Village/Town services. Institute such methods as approved by the Trustees/Selectmen.
Act as the Zoning Administrator in accordance with zoning regulations as passed by the
Village/Town.
Perform such other tasks and assume such other responsibilities as the Boards of
Trustees/Selectmen may assign or delegate.
DESIRED QUALIFICATIONS, ABILITIES, AND SKILLS

The following qualifications, abilities, and skills are desired:
Knowledge of public administration, with particular reference. to municipal
administration, including the basic principles of organization and budget preparation;
Knowledge of Village/Town organization and functions;
Knowledge of the relationships within local government and other levels of government;
Knowledge of research methods and techniques utilized to assemble, organize, and
present in written or oral form statistical, financial, or factual information derived from a
variety of sources;
Knowledge of the laws, ordinances, and other requirements governing local government;
Computer literacy, good writing and presentation skills.
Bachelor's Degree in Business or Public Administration
Minimum of three years of experience in an administrative capacity in either a municipal
or business environment
Ability to deal with the public, other officials, members of other boards and state and
federal officers or representatives in a manner that is diplomatic, firm, and
knowledgeable
Such alternatives to the above qualifications as the Board of Trustees/Selectmen may find
appropriate and acceptable
The Municipal administrator will be selected with special reference to experience in the
area of business, financial, or municipal management; knowledge of municipal electrical,
water, wastewater and highway systems; and familiarity with local, state and federal
government procedures.
COMPENSATION

The hours of the Municipal administrator will be established by the Trustees/Selectmen
Boards. The Municipal administrator will work full time salaried.
This time will include attending the outside normal working hours meetings as required
for the Boards of Trustees/Selectmen. Hours worked for each entity will be recorded and
tracked, and reported monthly to the Trustees/Selectmen Boards.
The compensation of the Municipal administrator shall be established by the
Trustee/Selectmen Boards and he/she shall be subject to the personnel rules of the
municipalities.
O THER

Waitsfield is an equal opportunity employer.

TOWN OF WAITSFIELD
TOWN TREASURER
NATURE OF POSITION

The Town Treasurer plays a vital role in the management of the finances of the town. He or she is
responsible for keeping the town's accounts, investing money received by the town (with the
approval of the Selectboard), keeping a record of the taxes voted,dlJ1d paying orders drawn on him or
her by officials authorized by law to draw orders on town acc9Jipf~~} The Treasurer must work with
the auditors to settle town accounts prior to the annual mec;tifig; @'ld he or she is often called upon to
provide the Selectboard with information about town fina@~s . <J'he Treasurer is the collector of
current taxes. The Treasurer may also serve as the coJ1ect6'.r 'of delill.i:J.-µent taxes if independently
elected to the office. On March 3, 2015 , voters apBroy~d adoption of %''Gparter that changed the
Town Treasurer position from an elected office J9''()11e'appointed by theS~li::ctboard. The Charter
was approved by the Legislature in the 2015 legisg1tiye session. The currerif elected term runs
· '
through March 7, 2017.
STATUTORY DUTIES

The Town Treasurer is an elected podi ........ .
'fl1t:: legally tj~?.Ufied voters at annual town
meeting for a three-yearJeqp.. 17 V.S.A. §2646{2).
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Before tq~. J'
rer may~~tl9.. / h1~~l l1yrdu;i~~}ne or she is required to post a bond
condi~Ioht9
ul pef;fo#?ance. oftq('.>s~ duties. The amount of the bond is to be
establj§~~cl by the seleq ))~rd. 24- y .s.A. § 832 .'. The municipality pays for the bond required by
the seleq~~9~rd. 24 V.s .'k. ~;:~~5. Thy,s.electboard may require the Treasurer to post additional
surety ifitJa!xfdecides thattb'~. poste&!Jond provides insufficient protection to the town. If the
Treasurer fa.il;:; . ~() . Provide the ~ggpired bond by the end of ten days, the office will be considered
vacant and theSy\y9tboard may proceed to fill the vacancy. 24 V.S.A. § 832; 32 V.S.A. § 4643.
A bond fumisheclto 'tl).y municipglity is not valid if signed by any other officer of the same
municipality as surety ''

oh · ·.·..

•

The Treasurer may not be an auditor, selectperson, cemetery commissioner or school director for
the town. Neither the Treasurer's spouse nor anyone assisting the treasurer in his or her official
duties may be the town auditor. 17 V.S.A. § 2647.

•

The Treasurer's primary function is to keep the accounts of the town from the moment the money
is collected by the town to the moment it is paid out or invested by the town. 24 V.S.A. §§ 1521,
1571.

•

The Treasurer must keep a public record showing the amount of tax money voted for the support
of highways, schools, special departments, if any, and for general town purposes. 24 V.S.A. §
1574.

TOWN OF WAITSFIELD, VERMONT
TOWN TREASURER JOB DESCRIPTION

2016 DRAFT
Page 2 of 4

•

After making a record of the tax levied, the Treasurer must apply credits or debits to the general
fund where they occur as a result of penalties, interest, discounts on taxes paid early, collector's
fees, abatements granted, or any other event which will affect the total amount levied or received.
24 V.S.A. §§ 1525, 1526.

•

The Treasurer must keep a running account of moneys, bonds, notes, and evidences of debt paid
to him or her, and moneys paid out for the various town departments. 24 V.S.A. § 1571(a).

•

Moneys received by the Treasurer may be invested and reinvested with the approval of the
Selectboard. 24 V.S.A. § 1571 (b ). This means that the Treasurer and Selectboard have joint
authority and must come to an agreement regarding the investment of town funds. The treasurer
is required to file quarterly reports with the Selectboard regarding actions addressed in
subsections (a) and (b) of Section 1571 (listed above). In addition, the Treasurer is required "to
annually, on or before June 30, complete and provide to the Selectboard a copy of the document
made available by the Auditor of Accounts pursuant to 32 V.S.A. § 163(11) regarding internal
financial controls."

•

The Treasurer must also keep a running account with the tax collector of each annual tax bill by
endorsing the collector's payments on the account and on the collector's receipt. These
endorsements must also note the amount of any abatement allowed by the board of abatement.
Each endorsement must be signed and dated. 24 V.S.A. §§ 1579, 1580.

•

At least 25 days before Town Meeting, all officials and any other persons authorized to receive or
disburse town tax money must close their accounts with the auditor. If the Treasurer refuses to
make this accounting, he or she will be ineligible for reelection. 24 V.S .A. § 992.

•

At least 30 days before the tax due date that was established by the voters, the Treasurer must
mail the tax notices to the taxpayers. The notice must state the amount of his or her grand list, the
tax rate, when the taxes are payable, and must notify the taxpayer about any prepayment discount
that is available. If the town did not vote a specific date for the payment of taxes, or if the
treasurer does not mail the notice at least 30 days before the due date, the due date becomes 30
days from the date of mailing of the notice to the taxpayers. 32 V.S.A. § 4792.

•

The Treasurer must keep separate accounts of all money received as highway or school taxes, and
must pay out the same upon orders of the proper officers. 32 V.S.A. § 4791.

•

Within 15 days after the tax due date (or within such earlier time as the voters may establish), the
Treasurer must issue a warrant against delinquent taxpayers for the amount of unpaid taxes. 32
V.S.A. § 4793. Within that same period of time, the treasurer must deliver a list of unpaid taxes
with the name of each delinquent to the collector of delinquent taxes. 32 V.S.A. § 4874 .

•

When an assessment regarding water and wastewater utilities remains unpaid for 30 days, the
Treasurer must issue a warrant for its collection to the tax collector to enforce in the same way as
for collection of delinquent taxes. 24 V.S.A. § 3408.
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TOWN OF WAITSFIELD, VERMONT
TOWN TREASURER JOB DESCRIPTION

•

Situations may arise where the Town Treasurer and the auditors do not agree on the proper
presentation of the financial statements. If, after every effort has been made, no agreement is
reached, the financial statements must be presented in a manner directed by the Town Treasurer.
The town auditors must then enumerate their exceptions to such presentation in their report, and,
depending upon the significance of those exceptions, must disclaim an opinion, qualify their
opinion, or definitively take issue with the presentation. It is important that the distinction be
maintained between the Treasurer's financial statements and auditors' report on those financial
statements.

ILLUSTRATIVE EXAlvIPLES OF DUTIES
·~

.

•

Maintaining the Town's general fund, water operating fund, reserve funds, and loans.

o

Processing accounts payable and preparing warrants of all expenditures for Selectboard approval.

•

Processing 1099s and W-2s and keeping W-4 and W-9 submissions current.

•

Processing weekly payroll.

Cl

Maintaining employees' life and disability insurance, retirement, vision insurance.

•

Calculating and suggesting a tax rate to the Selectboard.

•

Printing and mailing property tax bills.

•

Correcting and re-mailing as State downloads warrant.

o

Collecting current property taxes.

•

Assisting and explaining current property tax laws to property owners.

•

Adding interest to late (not delinquent) property tax bills, printing and mailing late property tax
bills.

o

Processing and printing water utility invoices and collecting payments.

•

Preparing bank deposits.

e

Weekly, monthly and quarterly reporting to State agencies, IRS, VMERS, Unemployment and
VLCT.

•

Preparation of budget status reports for department heads.

o

Overall customer service.
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TOWN OF WAITSFIELD, VERMONT
TOWN TREASURER JOB DESCRIPTION

•

Participate in annual budgeting and annual report preparation.

•

Assist in monitoring departmental expenses with the approved budget.
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DESIRED QUALIFICATIONS, ABILITIES, AND SKILLS

•

Ability to initiate and perform detailed work with little supervision.

•

Ability to organize, prioritize, to maintain multiple tasks and deadlines and to have excellent time
management skills.

•

Proficiency with computers, including word processing, data base management, the Internet, and
other technologies, as well as an aptitude to learn new applications in order to accomplish various
tasks.

•

Experience with or interest in learning Web site maintenance to assist in posting agendas,
documents, notices, and other information to www.waitsfieldvt.us .

•

Ability to interact with the public with courtesy, tact, objectiveness, fairness, and compassion.

•

A valid driver's license and reliable vehicle.

•

A good sense of humor.
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TOWN OF WAITSFIELD
TOWN CLERK
NATURE OF POSITION

The Town Clerk plays a central role in the operation of local government, with duties that bring
him or her into regular contact with the public. The Clerk's statutory duties range from
recording, preserving, and certifying public documents to administering oaths of office,
complying with public information requests, posting notices on the town's bulletin board,
running the local elections, maintaining the grand list, selling fish and game licenses, issuing
marriage licenses, and licensing animals. The Town Clerk has many unofficial duties as well that
will vary depending on the needs of the town. On March 2, 2015, voters approved adoption of a
Charter that changed the Town Clerk position from an elected office to one appointed by the
Selectboard. The Charter was approved by the Legislature in the 2015 legislative session. The
current elected term runs through March 7, 2017.
STATUTORY DUTIES

•

The Town Clerk is an elected position from the legally qualified voters at annual town
meeting for a three-year term. 17 V.S.A. § 2646(2).

•

The Town Clerk will also act as the School Clerk unless otherwise voted. 16 V.S.A. § 425.

•

The Town Clerk's compensation is a salary established by the Selectboard. 32 V.S.A. §§
1224, 1401; 24 V.S.A. §§ 932, 933.

•

The Town Clerk is an independently elected official, answerable only to the electorate. He
or she may set the Clerk's office hours and may appoint one or more assistant clerks who
serve at the Clerk's pleasure. 24 V.S.A. § 1170.

•

Files and records maintained by the Town Clerk must be available for public inspection upon
proper request at all reasonable hours. 24 V.S.A. § 1165.

•

The Town Clerk is a voting member of the board of civil authority and certifies the grand list.
17 V.S.A. § 2103(5); 24 V.S.A. § 801; 32 V.S.A. § 4151(c).

•

The Town Clerk has the power to administer oaths in all cases in which an oath is required.
24 V.S.A. § 1160.

•

The Town Clerk is an ex officio notary public. 24 V.S.A. § 441(b).

lLLUSTRA TIVE EXAMPLES OF DUTIES

•

Managing all local, state and federal elections by creating ballots and taking minutes for

TOWN OF WAITSFIELD, VERMONT
TOWN CLERK JOB DESCRIPTION
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Town and School meetings, coordinating ballot clerks and volunteers to work the
entrance/exit voter checklists and hand count ballots.
•

Getting absentee ballots to military and overseas voters in a timely manner as determined by
State statute as well as organize the delivery of ballots by two JPs to voters incapable of
getting to the polls.

•

Maintaining the voter checklist.

•

Alerting the state and media of election results.

•

Receiving and recording land records and vital records.

•

Maintaining and protecting the Town' s records.

•

Scheduling all tax appeal grievances and hearings for the Board of Civil Authority and tax
abatement hearings for the Board of Abatement..

•

Typing and recording minutes and outcomes of meetings and hearings and notifying property
owners of the results in a timely manner as required by State Statute.

•

Printing and mailing of annual dog license and liquor license renewals and following up
when renewals are not returned.

•

Issuing liquor licenses, catering permits, dog licenses, and marriage licenses.

•

Recording posted land permits.

•

Creating forms.

•

Creating certified copies of vital records.

•

Notarizing documents.

•

Ordering office supplies.

•

Overall customer service.

•

Participating in annual budgeting and annual report preparation.

•

Assisting in monitoring departmental expenses with the approved budget.

•

Issuing excess weight permits.

•

Providing administrative support to other town personnel and functions.
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D ESIRED QUALIFICATIONS, ABILITIES, AND SKILLS

•

Ability to initiate and perform detailed work with little supervision.

•

Ability to organize, prioritize, to maintain multiple tasks and deadlines and to have excellent
time management skills.

•

Good oral and written communication skills.

•

Proficiency with computers, including word processing, data base management, the Internet,
and other technologies, as well as an aptitude to learn new applications in order to
accomplish various tasks.

•

Experience with or interest in learning Web site maintenance to assist in posting agendas,
documents, notices, and other information to www.waitsfieldvt.us.

•

Ability to interact with the public with courtesy, tact, objectiveness, fairness, and
compassion.

•

Previous experience with elections desirable, but not required.

•

Until the Charter takes effect after March 2017, the Clerk must be a registered voter of the
Town of Waitsfield.

•

A valid driver's license and reliable vehicle.

•

A good sense of humor.
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TOWN OF WAITSFIELD
PLANNING AND ZONING ADMINISTRATOR

E-911

COORDINATOR

NATURE OF POSITION

This is a professional position with a high degree of independence and responsibility for assuring
compliance with the Waitsfield Zoning Bylaws and Subdivision Regulations, as provided in 24
V.S.A. Chapter 117 and related provisions. The position involves considerable interaction with the
public, as well as research, analysis, and review of zoning, subdivision, and sign applications;
preparation of findings and decisions; data base data entry; inspection of properties; enforcement of
the regulations; and providing information to individuals, local officials, and others.
In accordance with 24 VSA 4448(a), the Planning and Zoning Administrator (PZA) is appointed by
the Selectboard for a term of three years. Though appointed by the Selectboard, the PZA is under the
direct supervision of the Town Administrator and is subject to the benefits and parameters provided
in the Town of Waitsfield personnel policies. The PZA may be reappointed indefinitely.
In an effort to provide a high level of service to applicants and to the volunteer members of the
Development Review Board and Planning Commission, the PZA is expected to be knowledgeable
about all aspects of the local development review process, including familiarity with the regulatory
and review procedures of state agencies that may also have jurisdiction.
The PZA must be comfortable working with and on behalf of the public and be able to work
effectively with a wide variety of people on sensitive or controversial issues. The PZA must be able
to communicate clearly verbally and in writing. The PZA will also be responsible for addressing
planning issues such as bylaw amendments, and work with the public and boards on this process.
The PZA also serves as Waitsfield's E-911 Coordinator. This involves implementing the Waitsfield
Street Naming and Addressing Ordinance and assigning addresses to new development or other
locations where an address is requested or required.
ILLUSTRATIVE EXAMPLES OF DUTIES

•

Consistent application and enforcement of all rules and regulations pertaining to the Zoning
Bylaws and Subdivision Regulations. This requires a full knowledge and understanding of the
Waitsfield Zoning Bylaws, Subdivision Regulations, and the Waitsfield Town Plan, including
knowledge of pertinent State Statutes such as Title 24 and practices that influence zoning.

•

Meet with applicants ahd prospective applicants, either independently or as part of a staff team, to
discuss the details of their proposals, and provide guidance as warranted with respect to a
project's conformance with Waitsfield's development standards.

•

Collaborate with other departments as warranted in the review of development proposals.

TOWN OF WAITSFIELD, VERMONT
PLANNING AND ZONING ADMINISTRATOR JOB DESCRIPTION
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•

Issue permits within the statutorily prescribed time of an application for proposed uses or
structures or changes in use if such use or structure is in strict conformity with the local
ordinance.

•

Oversee the intake process, the issuance of certificates of compliance, fee collection, and
statutory posting and notice requirements.

•

Conduct or oversee inspections of buildings and uses of land or structures to determine
compliance with the terms of the zoning regulations and any representations of previously issued
zoning permits.

•

Oversee the maintenance of the database of zoning permit activity and preparation of periodic
reports.

•

Issue notices of violation and orders of compliance and institute appropriate proceedings for
enforcement of the provisions of the zoning ordinance where a violation persists.

•

Institute legal proceedings as appropriate through the Town Administrator with the approval of
the Selectboard.

•

Provide primary staff support to the Development Review Board and the Planning Commission.

•

Prepare agendas and materials for the DRB and PC as well as necessary documentation of their
decisions.

•

Maintain records of development in the flood plain. Serve as a liaison with the FEMA staff and
process for any changes in the maps and regulations required for compliance.

•

Investigate citizen complaints to determine if violations exist; maintain appropriate records of
such investigations; and follow-up as necessary to ensure compliance.

•

Participate in training opportunities to refresh existing knowledge and remain abreast of new
regulations, statutory changes, and case law that effect the interpretation, administration, and
enforcement of the development review process.

•

Respond to requests for information from any member of the public on Waitsfield's development
review process and provide information that is readily available in files in accordance with State
law and Town policies.

•

Work with the local officials on initiatives that result in amendments to the zoning bylaws or
subdivision regulations, floodplain regulations, Town Plan, and other planning documents.

•

Assist in planning activities, such as in providing permit activity data and analyses; assisting in
the bylaw revision process; providing feedback on recommended bylaw amendments; research;
grant applications and administration; or other activities.
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TOWN OF WAITSFIELD, VERMONT
PLANNING AND ZONING ADMINISTRATOR JOB DESCRIPTION

•
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Issue new or adjust existing addresses as appropriate and in accordance with the provisions of the
Waitsfield Street Naming and Addressing Ordinance and the Vermont E-911 Board.
Assist in sharing Town Office duties, as warranted and under the direction of the Town
Administrator, in the absence of other staff.

•

Assist in developing application forms, instructions, and other materials, including Internet and
Web-based approaches, to assist applicants or citizens seeking information concerning
Waitsfield's development review process.

•

Upload agendas, documents, notices, and other information to the Town's Web site.

•

Participate in annual budgeting and annual report preparation.

•

Assist in monitoring departmental expenses with the approved budget.

DESIRED QUALIFICATIONS, ABILITIES, AND SKILLS

•

A degree in land use planning or related field and/or demonstrated experience in land use- related
issues.

•

Knowledge of the Waitsfield Zoning Bylaws, Waitsfield Subdivision Regulations, Waitsfield
Town Plan, and 24 V.S.A. Chapter 117.

•

Ability and willingness to learn and apply oneself to the job of Planning and Zoning
Administrator and E-911 Coordinator.

•

Excellent oral and written communication skills. A vast proportion of the Administrator's duties
rely upon the clear exchange of information and communicating decisions and outcomes in clear
language. These decisions have legal implications that affect the lives and well-being of both the
applicants and the public at large.

•

Ability to initiate and perform extremely detailed work with little supervision.

•

Ability to organize, prioritize, to maintain multiple tasks and deadlines and to have excellent time
management skills.

•

Proficiency with computers, including word processing, data base management, the Internet, and
other technologies, as well as an aptitude to learn new applications in order to accomplish various
tasks.

•

Experience with or interest in learning Web site maintenance to assist in posting agendas,
documents, notices, and other information to www.waitsfieldvt.us.

•

Ability to interact with the public with courtesy, tact, objectiveness, fairness, and compassion.
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PLANNING AND ZONING ADMINISTRATOR JOB DESCRIPTION

•

Ability to read plans and drawings and to use Arc View for maps .

•

Ability and willingness to attend evening meetings.

•

A valid driver's license and reliable vehicle.

•

A good sense of humor.

2011
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OTHER

•

The PZA is a professional position. The Town of Waitsfield offers an excellent benefits package
which includes health coverage, generous leave policies, and more. Detailed information may be
obtained from the Town Clerk/Treasurer or the Town Administrator.
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Appendix C

Proposed Organizational Chart

Waitsfield Town Staff Team
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NOTES:
Solid Lines represent the responsibility of the Selectboard for the appointment and removal of all Town officers and employees
shown on this organizational chart.
Dashed Lines represent the shared responsibility of the Selectboard with the Town Administrator and Road Commissioner for the
supervision and evaluation of the other Town officers and employees shown on this organizational chart.
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1

Introduced by Representative Greshin of Warren

2

Referred to Committee on

3

Date:

4

Subject: Municipal government; municipal charters; Town of Waitsfield;

5

adoption and codification

6

Statement of purpose of bill as introduced: This bill proposes to approve the

7

adoption of and codify the charter of the Town of Waitsfield.

8
9

An act relating to approval of the adoption and codification of the charter of
the Town of Waitsfield

10

It is hereby enacted by the General Assembly of the State of Vermont:

11

Sec. 1. CHARTERAPPROVAL

12

The General Assembly approves the adoption of and codifies the charter of

13

the Town of Waitsfield as set forth in this act. The voters approved the charter

14

on March 3, 2015.

15

Sec. 2. 24 App. V.S.A. chapter 155A is added to read:

16
17

CHAPTER 155A. TOWN OF WAITSFIELD
§ 1. CORPORATE EXISTENCE RETAINED

18

The inhabitants of the Town of Waitsfield, within the corporate limits as

19

now established, shall constitute and continue to be a municipal corporation by

20

the name of the Town of Waitsfield.
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§ 2. GENERAL LAW APPLICATION

2

Except when changed, enlarged, or modified by the provisions of this

3

chapter, all provisions of the statutes of this State relating to municipalities

4

shall apply to the Town. Prior acts or enactments of the Town shall not be

5

affected by this chapter, except as otherwise provided herein.

6

§ 3. POWERS OF THE TOWN

7

(a) The Town shall have all the powers granted to towns and municipal

8

corporations by the Constitution and laws of this State together with all the

9

implied powers necessary to carry into execution all the powers granted. The

10

Town may enact ordinances not inconsistent with the Constitution, laws of the

11

State, or with this chapter.

12

(b) In this chapter, any mention of a particular power shall not be construed

13

to be exclusive or to restrict the scope of the powers that the Town would have

14

ifthe particular power were not mentioned.

15

§ 4. ELECTED OFFICERS

16
17

(a) The elected officers of the Town shall be those required for towns by
State law and they shall be elected by Australian ballot.

18

(b) Elected officers shall comply with all applicable rules, policies, and

19

ordinances of the Town, including any conflict of interest provisions contained

20

therein.
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1

2

§ 5. APPOINTED OFFICERS

(a) Notwithstanding the provisions of subsection 4(a) of this chapter to the

3

contrary, the Selectboard shall appoint the following officers to terms of not

4

less than one year nor more than three years:
Town Clerk.

5

(1)

6

(2) Town Treasurer.

7

(3) All Town officers whose appointment is required by law.

8
9
10
11

(b) The Selectboard may create and fill such other appointive offices, not
provided for by this chapter or otherwise required by law, as it believes best
serve the interests of the Town.
(c) Appointments shall be made for such terms as are established by law or,

12

in the case of officers created by the Selectboard pursuant to subsection (b) of

13

this section, annually.

14

(d) The appointed Town Clerk and Town Treasurer shall be subject to the

15

Town personnel policies and may be removed pursuant thereto. All other

16

appointed officers may be removed as provided by law or, in the absence of an

17

express provision addressing removal, by the Selectboard at any time.

18

§ 6. SEVERABILITY

19

The provisions of this chapter are severable. If any portion or section shall

20

be held to be invalid or unenforceable by a court of competent jurisdiction, the
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1

remainder of this chapter shall not be affected thereby and shall continue in full

2

force and effect.

3

Sec. 3. TRANSITIONAL PROVISIONS

4

Notwithstanding the provisions of Sec. 2 of this act, 24 App. V.S.A. chapter

5

155A, § 5 (appointed officers) that provides that the office of Town Clerk and

6

Town Treasurer shall be appointed by the Selectboard, an elected Town Clerk

7

or Town Treasurer in office immediately prior to the effective date of that

8

section may continue to hold that office for the remainder of his or her term

9

and until a successor is appointed. At the end of the elected Town Clerk and

10

Town Treasurer's term of office or, in the case of a vacancy in his or her

11

office, the provisions of Sec. 2 of this act, 24 App. V.S.A. chapter 155A, § 5,

12

shall apply.

13

Sec. 4. EFFECTIVE DATE

14

This act shall take effect on passage.
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The Vermont Statutes Online
Title 17 : Elections
Chapter 055 : Local Elections
Subchapter 002 : Town Meetings And Local Elections In General
(Cite as: 17 V.S.A. § 2647)

§ 2647. Incompatible offices

(a)(1) An auditor shall not be town clerk, town treasurer, selectboard member,
first constable, collector of current or delinquent taxes, trustee of public funds,
town manager, road commissioner, water commissioner, sewage system
commissioner, sewage disposal commissioner, cemetery commissioner, or town
district school director; nor shall a spouse of or any person assisting any of these
officers in the discharge of official duties be eligible to hold office as auditor.
(2) A selectboard member or school director shall not be first constable,
collector of taxes, town treasurer, auditor, or town agent. A selectboard member
shall not be lister or assessor.
(3) A cemetery commissioner shall not be town treasurer.
(4) A town manager shall not hold any elective office in the town or town
school district.
(5) Election officers at local elections shall be disqualified as provided in
section 2456 of this title.
(b) Notwithstanding subsection (a) of this section, if a school district prepares
and reports its budget independently from the budget of the town and the school
district is audited by an independent public accountant, a person shall be eligible
to hold office as auditor even if that person's spouse holds office as a school
director. (Added 1977, No. 269 (Adj. Sess.), § 1; amended 1985, No. 196 (Adj. Sess.),
§ 6; 1993, No. 91, § 2; 2009, No. 44, § 5, eff. May 21, 2009; 2013, No. 21, § 2; 2013,

No. 162 (Adj. Sess.), § 7.)

http://legislature.vermont.gov/statutes/section/17/05 5/0264 7
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The Vermont Statutes Online
Title 24 : Municipal And County Government
Chapter 117 : Municipal And Regional Planning And Development
Subchapter 009 : Adoption, Administration, And Enforcement
(Cite as: 24 V.S.A. § 4448)

§ 4448. Appointment and powers of administrative officer

(a) An administrative officer, who may hold any other office in the municipality
other than membership in the board of adjustment or development review board,
shall be nominated by the planning commission and appointed by the legislative
body for a term of three yea rs promptly after the adoption of the first bylaws or
when a vacancy exists. The compensation of the administrative officer shall be
fixed under sections 932 and 933 of this title, and the officer shall be subject to
the personnel rules of the municipality adopted under sections 1121and1122 of this
title. The administrative officer shall administer the bylaws literally and shall not
have the power to permit any land development that is not in conformance with
those bylaws. An administrative officer may be removed for cause at any time by
the legislative body after consultation with the planning commission.
(b) The planning commission may nominate and the legislative body may
appoint an acting administrative officer who shall have the same duties and
responsibilities as the administrative officer in the administrative officer's absence.
If an acting administrative officer position is established, or, for municipalities that
establish the position of assistant administrative officer, there shall be clear
policies regarding the authority of the administrative officer in relation to the acting
or assistant officer.
(c) The administrative officer should provide an applicant with forms required to
obtain any municipal permit or other municipal authorization required under this
chapter, or under other laws or ordinances that relate to the regulation by
municipalities of land development. If other municipal permits or authorizations are
required, the administrative officer should coordinate a unified effort on behalf of
the municipality in administering its development review programs. The
administrative officer should inform any person applying for municipal permits or
authorizations that the person should contact the regional permit specialist

http://legislature.vermont.gov/statutes/section/24/117/04448
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employed by the agency of natural resources in order to assure timely action on
any related state permits; nevertheless, the applicant retains the obligation to
identify, apply for, and obtain relevant state permits.
(d) If the administrative officer fails to act with regard to a complete application
for a permit within 30 days, whether by issuing a decision or by making a referral
to the appropriate municipal panel, a permit shall be deemed issued on the 31st
day. (Added 2003, No. 115 (Adj. Sess.), § 100.)

http://legislature.vermont.gov/statutes/section/24/117/04448
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Information from other towns with
Appointed Clerks and Treasurers

Information from other towns with appointed Clerks and Treasurers

Community

Form of
Government

Montpelier

11/22/2016
Source
of info

Treasurer

Clerk

manager

appointed
by City Council

elected

mayor/council

elected

appointed
by mayor

Vergennes

manager

appointed
by council

appointed
by council

Winooski

manager

elected

appointed
by manager

manager also appoints zoning admin

VLCT

Williamstown

manager

appointed
by selectboard

elected

committee consisting of CPA, lister,
2 selectboard, 2 citizens, clerk
recommends, Selectboard appoints
no term, no eval but mgr supervises

VLCT
follow-up
call to Mgr
Jackie Higgins

selectboard w.
appointed
administrator by selectboard

elected

treasurer has limited responsibilities
town has finance coordinator who
is responsible to the administrator

VLCT
follow-up
call to Ad min.
Todd Odit

no terms, no formal evaluation

VLCT
follow-up
call to Pers. Dir.
Donna Hall

Rutland

Jericho

Springfield

manager

appointed
appointed
by selectboard by selectboard

Notes

VLCT

mayor also appoints zoning admin

VLCT

council appoints mgr, treas & clerk
VLCT&
annually, evaluation process depends
follow-up
on current mayor
call to Mgr
mgr does not supervise clerk or treas
Mel Hawley
plancomm/council appoint ZA, mgr supervises

Form of
Community

Berlin

Government

Treasurer

selectboard w.
appointed
administrator by selectboard

Jamaica

Clerk

Notes

elected

selectboard w.
no administrator

of info

VLCT

appointed
appointed
by selectboard by selectboard

Royalton
Panton

Source

VLCT

appointed

not sure

recently changed

per Williamstown

appointed

not sure

recently changed

per Vergennes

Information below excerpted from charter research conducted by VLCT August 2016
2) Town Treasurer and Town Clerk Language:
a) The City Clerk shall be elected by the voters of Montpelier for a term of three years.
Following his or her election, the City Clerk may appoint one or more assistant City
clerks. In the event of a vacancy in the Office of City Clerk, the assistant City clerk shall
assume the duties of the office until such time as the vacancy is filled. The powers,
authority, and responsibilities of the City Clerk shall be those prescribed by general law
in addition to those set forth in this chapter. (Montpelier)
-The City Treasurer shall be appointed by the City Council. The Treasurer shall
serve as an officer and employee of the City under the City Manager's
administrative control.
b) The Mayor shall appoint a City Clerk, a City Attorney, a Grand Juror and Assistant
City Attorney, a Superintendent of Recreation, a Building Inspector, a Zoning
Administrator, an Equal Employment Opportunity Officer, and such other offices as are
required by State law. (City of Rutland).
c) The legal voters of the City shall elect a City Clerk who shall be a legal voter in the
City. The Clerk shall hold office for a term of two years. The City Clerk shall perform for
the City the same duties devolving by law upon town clerks, except as far as the same are
rendered unnecessary by this charter, and shall collect the same fees therefor to be paid
into the City Treasury for the use of the City.

(b) In case of a vacancy in the Office of the City Clerk, the vacancy shall be filled
by the City Council until the next annual meeting of the City.
(c) The City Clerk and Treasurer may be one and the same person.(St. Albans)
d) The legal voters of the City shall elect a City Treasurer who shall be a legal voter in
the City. The Treasurer shall hold office for a term of two years. The City Treasurer shall
have the same power and be subject to the same liabilities as are prescribed by law for
town treasurers.

(b) In case of a vacancy in the Office of the City Treasurer, the vacancy shall be
filled by the City Council until the next annual meeting of the City.
(c) The City Clerk and Treasurer may be one and the same person.(St. Albans)
e) The City Council at their first meeting of each fiscal year shall appoint a City Manager
who shall have all the duties and responsibilities of a town manager as set forth in 24
V.S.A. chapter 37 as amended from time to time; a Treasurer, who shall discharge the
duties incident to that office; a City Clerk; one or more constables; and may appoint a
City Attorney.
(b) None of such officers shall be a member of the City Council. The
compensation of all officers shall be fixed by the City Council and all of said
officers shall be under the direction of City Council and shall hold office until
their respective successors shall be appointed and qualified; subject however, to
removal by the City Council for just cause. No claim for personal services shall
be allowed to the officers elected at the annual meeting, except as fixed by law or

by City Council, unless said claim is fixed by vote of the City at the annual
meeting.
(c) All appointments by the City Manager shall be subject to approval by the City
Council. (City of Vergennes)

f) City Manager shall appoint: 1) a City Clerk, 2) a City Grand Juror, 3) a Constable, 4) a
collector of taxes, 5) Police Chief, 6) a Fire Chief, 7) a Fire Marshal, 8) a City Assessor,
9) a Zoning Administrator, and 10) other officers required by law. (City of Winooski).
g) The following officers shall be elected by legal voters: five selectmen, three listers,
three auditors, one constable, one clerk-treasurer, one moderator. (Town of Barre).
h) The elective officers of the Town shall be seven Select Board members elected from
the Town at large at a duly warned annual town meeting; a Town Clerk; a Treasurer; and
a Moderator.
(b) All elective officers shall hold office for a three-year term. The term shall
expire the first day of April following the annual Town meeting. (Town of
Bennington).

i) The Selectboard shall appoint a Treasurer, in the manner set forth in subsection (b) of
this section, who shall also serve as the Collector of Delinquent Taxes. The appointee
shall be competent in the keeping of records, investments, and accounting, and shall serve
at the pleasure of the Selectboard.(Town of Berlin).
j) At the frrst meeting after their election and qualification, the Selectboard shall elect a
Chair, a Vice Chair, and a Clerk. (Town of Brattleboro).
k) At the annual meeting, the Town shall elect by Australian ballot from among the
legally qualified voters thereof the following Town officers, who shall serve until the
next annual meeting or until others are chosen.
(1) Selectboard, number, terms of office, election:
(A) There shall be a Selectboard consisting of five members, and all Selectboard
members shall be elected at large.
(B) Three members of the Selectboard shall have terms of office of three years;
two members shall have terms of office of two years. At each election, one
Selectboard member shall be elected for a three-year term and one for a two-year
term.
(2) A Moderator.
(3) A Town Clerk and Treasurer for a term of two years.
(4) One Lister for a term of three years.
(5) One Grand Juror.
( 6) [Repealed.]

(7) A Library Trustee for a term of five years. (Town of Colchester)
1) The officers elected and their compensation fixed by the Town at its annual meeting

shall be:(l) Five selectmen, (2) Town Meeting Moderator, (3) Three trustees of public
funds, (4) Three auditors, (5) Town Clerk, (6) Town Treasurer, (7) Listers, (8) Cemetery
trustees, (9) Library trustees, (10) Fire Department officers, (11) A First Constable, and a
Second Constable, if needed, (12) A Town Agent, (13) A Tree Warden, (14) One or more
fence viewers, (15) One or more grand jurors. (Town of Hardwick).
m) The elected officers of the Town shall be:
(1) seven Selectboard members, elected as set forth in section 203 of this chapter;
(2) one Moderator, elected for a one-year term;
(3) a Town Clerk, elected for a three-year term;
(4) three listers, one elected each year for three years;
(5) a Town Treasurer, elected for a three-year term;
(6) three trustees of public funds, one elected each year for three years;
(7) all other Town officers provided in this chapter or State statute.(Town of
Hartford).
n) The Selectboard may appoint, recommend, or approve the appointment of any Town
officers for a term of one year from the date of the appointment unless otherwise
specified in this section, following such notice and warning as required by this chapter, to
include the following:

(1) Town Clerk;
(2) Town Treasurer; (11 more listed) (Town of Jamaica).
o) In addition to all other offices which may be filled by appointment by the Selectboard,
pursuant to State law, or this charter, the Selectboard shall appoint the following Town
officers, who shall serve for such terms as the Selectboard may establish in its act of
appointment or until the office otherwise becomes vacant.

(1) a Town Treasurer who shall not simultaneously hold any elective office within
Town government; (Town of Jericho).
p) The officers elected by the Town at its annual meeting shall be:

(1) Five Selectboard members
(2) Town Meeting Moderator
(3) Five trustees of the Ilsley Library
(4) Three listers

(5) Three auditors, unless the Town has voted to eliminate the office of auditor
pursuant to 17 V.S.A. § 2651 b
(6) Town Clerk
(7) Town Treasurer(Town of Middlebury).

q) The officers elected at its annual meeting shall be:
(1) Five selectpersons
(2) Town Clerk
(3) Town Treasurer
... 8 other positions. (Town of Milton).
r) Town Clerk. The Town Clerk shall be elected for a three-year term.
(d) Town Treasurer. The Town Treasurer shall be elected to a term of three years.
(Town of Poultney)
s) The elective officers of the Town shall be:
(1) Five Selectboard members;

(2) A Town Clerk;
(3) A Treasurer;
(4) A Moderator;
(5) A First Constable.(Town of Shelburne).
t) Appointed positions:

(1) The following positions are created by this charter, their functions to be
governed by the applicable State statute, as limited by charter or ordinance:
a) town Clerk
b) Town Treasurer(Town of Springfield).

u) The Selectboard shall appoint a Town Treasurer in the manner set forth in subsection
(b) of this section. The appointee shall be competent in the keeping of records,
investments, and accounting and shall serve at the pleasure of the Selectboard. The
person chosen need not be a resident or voter of Williamstown.Town of
Williamstown).
v) Local elective offices to be filled by the voters of the Town of Williston shall be only
those articulated by this charter, and shall include:
(1) Selectboard;
(2) Town Clerk;

(3) Town Treasurer; (Town of Williston).
w) The following officers shall be elected by the voters of the Town of Windsor, and
voting for all such officers shall be by Australian ballot:

(1) five Selectboard members;
(2) one Town Clerk;
(3) one Town Treasurer; (Town of Windsor).
x) The following officers of the Town and such other Town officers as are provided by
law and previous vote of the electorate as to number, length of term, and manner of
election at an annual meeting shall be elected by Australian (secret) ballot, unless
otherwise stated, and shall include the following:
(4) A Town Clerk for a term of three years.
(5) A Town Treasurer for a term of three years. (Town of Woodford)

Our town is considering changing from a town administrator to a town manager. What
is the difference?
The main difference is that town, city, or village managers are charged by law with the
"efficient administration of the affairs of the town." He or she supervises all appointed
staff and departments, manages all town finances, develops and administers the budget,
and serves as the general manager of the Town. The manager is also responsible for the
hiring and firing of all personnel and overseeing all town buildings, facilities, and
infrastructure. In larger municipalities, many of these duties are delegated to other
professional staff members that report to the manager.
An administrator, on the other hand, is not a creature of statute. An administrator's duties
are usually enumerated in either a job description or town charter and, generally
speaking, do not reflect the broad management authority of the manager. Administrators
typically do not have the authority to hire and fire, do not oversee town finances, and are
not responsible for the overall efficiency of town government.
An administrator can assume some of the duties of a chief administrative officer if they
are expressly delegated via a job description. However, most communities find that the
only way to ensure accountability across the organization is to adopt the manager form of
government.
According to the International City/County Management Association, a primary strength
of the council/manager form of government is "the combination of the political
leadership of elected officials with the strong managerial experience of an appointed local
government manager." Under this system, the selectboard or council is the elected
representative of the community and, therefore, concentrates on policy issues and is
responsive to citizens' needs and wishes. The manager is appointed to carry out those
policy decisions, and to advise the board in the determination of policy.
Adopting (or repealing) the manager form requires voter approval, which is more than
just a procedural requirement. The public outreach and education that occurs leading up
to the vote puts the public on notice that the community is considering a fundamental
choice in how it wishes to be governed.
This governance choice is illuminated by the statutory language that accompanies the
shift.Until the manager form is adopted, the selectboard is responsible for the "general
supervision of the affairs of the town." 24 V.S.A. § 872. Once the manager form is
adopted, the manager assumes legal responsibility for the "general supervision of the
affairs of the town ... and is responsible for the efficient administration thereof." 24
V.S.A. § 1235. This transfer of responsibility allows the selectboard to hold the manager
accountable for overall town performance and, in tum, increases the manager's ability to
hold staff accountable for performance. It also frees the selectboard to focus on the larger
policy issues facing the community, rather than management of day-to-day operations.

Appendix F

Examples and List of Possible Tasks
to be Delegated Among Staff

Examples and List of Possible Tasks to be Delegated Among Staff *
- Preparation of the Town Report (this annual task could be assumed by any of the existing staff
but is also the best fit for a part-time or seasonal administrative assistant)
- Office Manager (this role seems to have been mostly the Clerk's in the past, but was never
clearly defined and has become more important in the new facility - it is a good fit for the Clerk, so I
have added it to that job description but believe it should be recognized as part of the incentive review)
- Tracking of leave time (I'm not certain who does this now, but I have added to this to the
Treasurer's job description as it fits well with payroll and tracking of time sheets - this should be
recognized as part of the incentive review)
- Management of Other Human Resource Functions (I have included some of this in the
Treasurer's job description but not sure if that is where it currently resides - there are also other aspects
to this that could be delegated such as review of annual changes in the employee health insurance
program - whatever is done with this that is different from current practice should be recognized as part
of the incentive review)
- Town Office Building Physical Plant and Warranty Issues (this is currently not assigned and a
concern for the Building Committee - I have placed this in the Town Administrator job description but it
could easily be delegated to someone else, especially someone with property management such as
Kellee)
- Update of Policies and Ordinances (this is primarily a Town Administrator role, but given
workload and the availability of Susan as a trained lawyer on staff, this would be a great resource for
revising some items that haven't been looked at in years)
- General Wait House (this is one of the facilities that should come under the Town
Administrator's responsibilities but should continue to be delegated to someone such as currently done
with Charlie Hosford)
- Road Issues (this is an area that the Town Administrator could play a greater role in the future,
but should continue to shared and/or delegated to the Road Commissioner as currently done with
Charlie Goodman)
- Grants Management (there is no reason the Town Administrator has to do all grant
management - I have put planning grant work in the Planning & Zoning Administrator job description,
but other grants could also be managed by other staff or an administrative assistant)
- Use of Consent Agenda on certain regular matters that come before the Selectboard

* Note: All duties not currently part of someone's work load should be recognized as part of the
incentive review process. When I have suggested someone by name it is because they possess a skill
that is beyond the qualification needs or the role of their primary position and I don't believe it belongs
in the job description for that position - it does not mean that person should be required to take on the
suggested job.

Appendix G

Sample Job Descriptions Collected
From Other Towns

TOWN OF BRISTOL
Job Description
Town Administrator

Job Summary: The Town Administrator is a highly responsible administrative and supervisory position
overseeing the overall operations of the Town under the direction and at the discretion of the
Selectboard. The Town Administrator shall be subject to the Town's personnel policies, but also may be
subject to the terms of a contract negotiated between the Selectboard and employee.
Essential Duties and Responsibilities:

1. Act as the chief executive officer of the Town and carry out the policies established by the Selectboard
and be responsible to the Selectboard in such matters.
2. Attend all meetings of the Selectboard except when the Administrator's compensation, evaluation,
contract or removal is being considered, or when t he Selectboa rd allows or requests an absence. The
Administrator shall keep the Selectboard inform ed of all important matters involving the Town and shall
make reports and recommendations to the Boa rd as it so directs or as the Administrator deems
advisable.
3. Be an ex-officio member of all standing committees of the Town, with the right to attend and
participate in all meetings, but shall have no vote in any such committee .
4. Perform all other duties required by his/her employment contract, Town policies and ordinances, by
state statute or by resolution of the Selectboard.
5. Prepare, with input from all subordinate department heads and associated groups such as the
Planning Commission, Fire Department, Library and Town committees, an annual budget for the Town;
submit it to the Selectboard for review and approval, and be responsible for its administration after
adopt ion; except where other entities are responsible by statute or Selectboard policy.
6. Oversee the gathering of information for and preparation of the annual Town Report for distribution
in accordance with statute prior to Town Meeting, and including such information as the Selectboard
may direct.
7. Work w ith the Treasurer to assure that monthly budget repo rts and a preliminary year end budget
report are furnished to the Selectboard in a timely manner.
8. Be responsible for the efficient and well-managed operation of all departments and functions of the
Town with the exception of the schools and library, including but not limited to the road department,
police department, recreation department, fire department, water and sewer districts, and landfill.
9. Be the general purchasing agent fo r the Town with the exception of the schools and library, subject to
the Purchasing Policy adopted by t he Selectboard.
10. Work with the Treasurer t o administer a system of accounts to faci litate good budget management
and records.

11. Act as the Selectboard's agent in the supervision of employees. Advise the Selectboard and make
recommendations in regard to the appointment and hiring of employees, the fixing of salaries and
wages, the management of benefits, and the discipline or discharge of employees. The Town
Administrator may reprimand and suspend employees subject to the provisions of the Town's Personnel
Policy. The Administrator may delegate to subordinate employees any duties conferred upon the
Administrator unless otherwise directed by the Selectboard. The Selectboard will endeavor to work
through the Town Administrator in the direction and supervision of all employees. In no case shall
individual Selectboard members give orders publicly or privately to any department head or employee
of the Town who is under the supervision of the Town Administrator.
12. May with the approval of the Selectboard act as the Town's agent in the signing of contracts,
purchase orders, legal matters, Revolving Loan Fund loan closings, and similar matters.
13. Prepare long range planning documents or capital plans as directed by the Selectboard and with
input from various department heads and committees.
14. Be responsible for developing policies for the general direction ofTown affairs at the request of the
Selectboard.
15. Ensure that all Town and special service district ordinances are enforced.
16. Serve as a liaison between the general public and the Selectboard.
17. Act on behalf of the Town in making application for and the administration of any grants applied for
and received by the Town or special service districts after Selectboard approval.
18. Prepare agendas for Selectboard meetings in cooperation with the Selectboard Chair. The Town
Administrator shall make such arrangements for all Town Meetings that are not the responsibility of the
Town Clerk as the statutory supervisor of elections.
19. Be responsible for the proper use and scheduling of public buildings and property.

Qualifications: Bachelor's or Masters Degree preferred, with a preferred course of study in public or
business administration, political science or equivalent subjects. Five years experience in local
government planning or administration, or equivalent experience in business or government.
Combinations of the above qualifications or other qualifications may be acceptable as determined by
the Selectboard.

Knowledge, Skills and Abilities
•

Knowledge of intergovernmental relations, finance, accounting, and budgeting in relation to the
field of municipal management;

•

Knowledge of state and federal statutes affecting municipal governments including but not
limited to, financial, public works, and personnel practices;

•

Ability to work effectively with local, regional, and state agencies, non-profit organizations and
town citizens;

•

Commitment to Town's purposes and objectives as determined by its voters, Selectboard, and
commissions

•

Ability to communicate effectively, both orally and in writing, with a proficiency in public
speaking;

•

Ability to work with multiple interests on behalf of taxpayers, voters, and other stakeholders;

•

Ability to conduct and interpret legal research, and present findings;

•

Ability to motivate the Selectboard, other town officials, commissions, community groups,
legislators, etc.

•

Ability to manage and resolve conflict;

•

Ability to be creative and analytical; to analyze alternatives using appropriate tools and
techniques, and offer objective recommendations;

•

Ability to exhibit initiative, leadership, and judgment in the administration of all affairs placed in
his/her charge;

•

Ability to direct and supervise staff;

•

Ability to organize and use time effectively, and handle several significant responsibilities
simultaneously;

•

Ability to keep accurate, organized records;

•

Ability to work independently without direct supervision

•

Ability to manage confidential information in a professional manner;

•

Ability to listen to and accept criticism;

•

Attend appropriate training to maintain and improve skills;

•

Have a positive attitude and work well as part of a team;

•

Ability to positively interact with the general public, other town officials and employees,
volunteers and the media.

Working Conditions: This job is a salaried position as defined in the Town's Personnel Policy. It is
expected to be performed under normal office conditions for a period of forty hours per week. It is
recognized that there is considerable time spent beyond the normal working hours both in the field and
at various meetings.
Adoption: This job description has been reviewed and adopted by the Bristol Selectboard on March 24,
2014.
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Town of Proctor Administrator Job Description
The Town Administrator is hired, as needed, by the Selectboard and is charged with managing the affairs
of the Town of Proctor under the direction of the Selectboard. This is a full-time, salaried position
requiring a flexible schedule that may include night meetings. This is an "exempt" position under the
Federal Fair Labor Standards Act.
Qualifications and Training
The Town Administrator shall have:
• Knowledge of intergovernmental relations, finance, accounting, budgeting, in relation to the field of
municipal management;
•

Knowledge of State and Federal statutes affecting municipal governments, including, but not limited
to, financial, public works, and personnel practices;

•

Commitment to the Town's purposes and objectives, as determined by the voters and its boards and
commissions;

•

Ability to communicate effectively orally and in writing with the Selectboard, Town officers and
employees, the media, and the public;

•

Ability to work with multiple interests on behalf of taxpayers and stakeholders;

•

Ability to conduct legal research, interpret, and present findings

•

Ability to motivate the Selectboard, other Town boards and commissions, community groups,
legislators, etc. ;

•

Ability to resolve conflict;

•

Ability to be creative and analytical;

•

Ability to exhibit initiative, leadership, and judgment in the administration of all affairs placed in
his/her charge;

•

Ability to direct and supervise staff;

•

Possession of public relations skills and publication knowledge;

•

Ability to organize and use time effectively, and handle several significant responsibilities
simultaneously;

•

Ability to keep accurate records;

•

Ability to manage confidential information in a professional manner;

•

Ability to negotiate contracts;

•

Ability to plan both long and short term and assess needs of the municipality;

•

Ability to listen to and accept criticism;

•

Attend appropriate training sessions to update skills;

•

Positive attitude and be able to work well as part of a team;

•

Knowledge of computers and computerized accounting, communications, and other applications; and

•

A degree in public administration, political science, or business management and/or municipal
management experience.

Essential Duties and Responsibilities
The Town Administrator shall:
• Assist the Highway and Water/Wastewater Department heads in preparing and submitting an annual
budget to the Selectboard;
•

Monitor the budget during each fiscal year and provide periodic budget status reports to the
Selectboard;

•

Attend all regular and special Selectboard meetings and participate as required by the Selectboard;

•

Take minutes during all regular and special Selectboard meetings;

•

Working with the Selectboard Chair, supply the Selectboard with a meeting agenda and any agenda
related information in report format where necessary;

•

Facilitate Selectboard goal setting and promote better informed decision making by the board during
meetings;

•

Attend meetings of other boards and commissions of the town, state, and region as necessary;

•

Provide administrative support to all town departments, as needed;

•

Assist employees in various town matters and encourage professional development;

•

Make recommendations to Selectboard regarding possible revisions to town policies and or
ordinances and recommend implementation of new policies or programs;

•

Research and present findings to the Selectboard on grant opportunities;

•

Upon direction of the Selectboard, write grant applications and administer grants awarded to the
town;

•

Maintain Town website, provide the Selectboard with information for the Annual Town Report, and
provide public information to the media when requested;

•

Administer all municipal insurance policies, which includes review of current coverage, maintaining
competitive premiums, and pursuing necessary additions or deletions to insurance policies;

•

Communicate with state, federal, and regional officials on behalf of the Selectboard;

•

Inform the Selectboard of relevant changes in State policy that will affect the town;

•

Pursue questions of legal nature with the Vermont League of Cities and Towns or the town's attorney
where necessary;

•

Be kept informed of any legal proceedings, questions, or cases that currently involve the town;

•

Perform a vital public relations function for the Town in dealing with complaints, criticisms and
suggestions of citizens, businesses, industries, developers and builders;

•

Perform other duties, from time to time, as required by the Selectboard.

Relationship with Others
The Town Administrator:
• Work collaboratively with other Town employees to ensure effective and efficient municipal
operations;
•

Assist department heads in communicating or consulting with State and Federal officials as
necessary; and

•

Receive citizen inquiries or complaints and attempt to resolve the issues.

From:

To:

Vermont Municipal Government Discussion Network on behalf of Grafton Administrator
MUNINET@LJST.UVM.EDU

Subject:
Date:

Job Opportunity: Town Administrator
Thursday, February 04, 2016 1:26:05 PM

TOWN OF GRAFTON
TOWN ADMINISTRATOR
The Town of Grafton is seeking a qualified person to serve as Town Administrator. The position
reports to the Board of Selectmen and is responsible for maximizing the potential for Grafton's
select board, committees, and staff to respond effectively to the community and individual citizen
needs. The position requires attention to detail, initiative and ability to work with little
supervision. This full time position (32 +hours per week) offers a competitive salary/benefits
package commensurate with background and experience. Please contact Rachel Williams, Town
Administrator (802) 84 3/ 2552 with any inquiries.
Resumes and cover letters must be received by 3pm on Monday, February 22.
Town of Grafton, PO Box 180, Grafton, VT 05146, Attn: Town Administrator / or/ emailed to
grafton@vermontel.net

Town of Grafton
Town Administrator Job Description
Position Summary
The Town Administrator (TA) is an employee of the Town of Grafton (Town) who
serves at the will and discretion of the Select Board (SB, performing administrative duties
and, in some instances, serving as its representative. The TA shall implement the policies
decided upon by the SB and facilitate communication between members of the SB and other
employees, government entities and citizens. The TA performs complex clerical duties
requiring considerable decision making and a thorough knowledge of the needs and
responsibilities of the Town and its departments. The TA is expected to work a thirty/two
(32) hour work week and attend night meetings as necessary.
Specific Duties and Responsibilities
• Review, administer and coordinate employee benefits programs and maintain records.
• Administer and maintain personnel management records, workplace and personnel
policies, oversee compliance with laws and regulations. Manage general employee
relations (such as employee information requests) investigating and resolving various
personnel problems, administer employee wage and salary plans, completion of
employee pay, leave time and records.
• Maintain personnel records and files, preparation of payroll and tax documentation,
distribution of payroll checks, and completion of federal, state and local tax filing
requirements.
• Administer and maintains the Emergency addressing system (E911) for the Town.
• Coordinates maintenance of employee drug testing and maintain records.
• Preparation of financial reports, annual Town budget, Town Reports and meeting
scheduling.
• Researching and applying for additional funding sources for the Town such as grants,
low interest loans, and funding programs. With Select Board approval, the TA shall
apply and administer the grant, loan or program.
• Performs various administrative duties, which may include those of a confidential

•

•
•
•
•
•
•
•
•
•
•
•
•
•
•

•
•
•

nature.
Establishes and maintains sound and efficient office management procedures,
including compiling and updating the procedures manual, employee policies, and the
Town Policies and Ordinances manual.
Investigates methods for improving cost control and containment and increasing
efficiency of Town services. Institutes such methods as approved by the SB.
Prepare and carry out bid requests, request for proposals, quotes, legal notices,
announcements and classified ads.
Prepares, distributes and mails correspondence, documents, applications, or other
necessary paperwork at the request of the SB. Maintains records and files of such.
Reviews and prepares correspondence, documents, reports, legal documents and
materials for the SB.
Prepares for meetings including agendas, research and gathering of information for the
SB and community.
Processes bills, invoices and purchase orders to ensure proper payment of Town
liabilities. Prepares invoices for payments due to the Town.
Assist in the negotiation of contracts, agreements and purchases.
Assist in the development and review of Town policies, procedures and regulations.
Implements and facilitates policies for the SB
Acts as a liaison between the SB and federal or state agencies, other Town boards,
municipal officials and employees, organizations, non-profits and the Town Attorney.
Attends state, regional and local meetings as a representative of the SB when
requested.
Assists other Town Departments with performance of their duties.
Holds office hours and answers questions and information requests for the public.
Develops and maintains skills required for routine computer and programming use.
Maintain and update the Town web-page and Facebook page with current events,
agendas, minutes, information and documents.
Maintains membership in professional management associations for the betterment of
the Town of Grafton.
Must receive NIMS (National Incident Management Training) and ICS (Incident
Command System) training.
Other tasks and duties requested by the SB or Town Departments.

General Expectations
• The TA is hired by and is subject to the authority of the SB.
• The TA may not be supervised by, or supervise another who is, an immediate family
member.
• The TA may not serve on the Sb to avoid supervisory conflict of interest.
• The TA shall remain neutral in all manners concerning the Town.
• The TA shall be called upon to recommend or give general advice to the SB with regard
to policy making, quasi-judicial determinations, or other areas where legislative
decisions must be made. However, in no event, shall the TA interfere with the
statutory duties and roles of the SB, neither through public challenge or using
subterfuge to undermine their authority.
• The TA shall not, during office hours or while on official duty, outwardly display
favoritism or antagonism toward any political party, nor any body of persons known
collectively to favor or oppose any controversial or pending proposal or issue
concerning the Town.
• When necessary, the TA will follow personnel grievance process as outlined in the

Grafton Personnel Manual.
Qualifications
• Minimum of two years' experience in an administrative or managerial capacity in
either government, business or non-profit, or a combination of equivalent experience.
• Computer skills must be proficient in MS Word and Excel for the execution of daily
tasks. Experience with NEMRC accounting software a plus.
• A BA or BA is preferred.
• Must be willing to acquire the working knowledge of Vermont Town government and
the roles and duties of the SB.
• Ability and willingness to learn and apply oneself to the job at hand.
• Good planning, multi-tasking and administrative skills.
• Good writing and oral presentation skills.
• Excellent research and analytical skills, with relevant experience in developing
policies and procedures and in the interpretation of complex laws and regulations.
• Ability to establish and maintain a harmonious working relationship with other
employees and the public (courteous, tactful, objective and impartial attitude
necessary).
• Ability to attend night meetings.
• Ability to travel for work, conferences and meetings.
Disclaimer
The information in this job description is intended to describe the general nature of this
position and is not considered to be a complete statement of duties, responsibilities and
requirements.

(J(crche! CJX?zlliams
Town Administrator
Town of Grafton
P.O. Box 180

Grafton. Vermont 05146
802-843-2552
grafton@vermontel.net

SAINT GEORGE
TOWN ADMINISTRATOR
JOB DESCRIPTION
Position:
Hourly Pay:

Part-Time (20 hours I week)
$20 I hour

NATURE AND SCOPE OF POSITION

The Town Administrator is the Chief Administrative Officer for Saint George. This position performs administrative and
supervisory work in directing and coordinating the activities of the town.
He/she works closely with the Selectboard to develop an annual budget and work plan. He/she is the administrative
head of all departments, except those that are headed by an elected officer.
In all matters, the Town Administrator is the principal representative of the Selectboard and is charged with ensuring
accountability and performance among town employees and administering town policies. The Administrator is directly
accountable to the Selectboard.
DUTIES AND RESPONSIBILITIES
General Management:
• Represent the interests of the town before local, state, and federal officials, community leaders, town
employees, and the general public.
• Exercise administrative authority over the operations of the town in conformance with policies and objectives
set forth by the Selectboard.

•
•
•
•
•
•
•
•

Facilitates the flow and understanding of ideas and information between and among elected officials,
employees and citizens.
Maintain complete records of his/her office and make reports to the Selectpersons when requested.
Advise and recommend to the Selectpersons those needs, policies, programs and actions he/she deems
necessary or expedient.
Serves as the Chief Procurement Officer; serves as the approval agent for Town purchasing.
Perform public relations duties with interested concerned parties.
Responsible for advising the Selectboard and general public on current status of all affairs of the Town.
Responsible for implementing all Board of Selectperson's policy decisions and providing staff in all departments
with the clear and efficient operating procedures necessary to carry out Board policy mandates.
Works closely with Town Clerk, Town Treasurer, and Tax Collector in Town related activities.

Personnel Management:

•
•
•
•
•

Supervise all appointed department heads and administrative staff; ensure coordination and
communication among all departments.
Organize, reorganize, consolidate, abolish or establish departments, commissions, boards, and offices under
his/her supervision with permission from the Selectboard.
Offer recommendations to the Selectboard regarding hiring and termination of staff.
Oversee human resource administration including all personnel problems, benefits administration, worker's
compensation, etc.
Offer recommendation to the Selectboard on annual performance evaluations and implement any performance
management system adopted by the Selectboard.

Financial / Property Management:
• Develop and present an annual budget to the Selectboard.
• Ensure accurate accounting of expenditures for all town departments; monitors the budget and all financial
affairs of the Town; works closely with Selectpersons, and department heads to develop a comprehensive
budget and work program.
• Oversees and manages property and assets; maintain jurisdiction and responsibility for all Town property but

•
•
•
•
•
•
•

the schools.
Assist Selectboard with policy making by identifying problems I opportunities, analyzing options, and offering
recommendations to the Selectboard.
Applies for and administers federal, state and private grant funds; works with department heads to obtain
grants; complete documentation for multi-department grants.
Ensure implementation of capital planning program.
Provide Selectboard with regular financial reports.
Direct community and economic development efforts of the town.
With the approval of the Selectboard, prosecute, defend and compromise all litigation (except tax assessments
and abatements) to which the Town is a party.
Assume responsibility for negotiating agreements under his/her jurisdiction.

Meeting Management:
• Facilitate regular leadership team meetings; as necessary, facilitate regular staff meetings.
• Attends meetings of the Board of Selectpersons, preparing and providing supporting documents and
information pertinent to agenda items; accomplishes minutes of the meeting.
• Prepare warnings for annual and special meetings.
Other:
• Attends meetings and conventions on behalf of the Town.
• Perform other duties as assigned by the Selectboard.
REQUIREMENTS OF WORK

•
•
•
•
•
•
•
•
•
•
•

Ability to direct the work of professional and non-professional subordinates.
Ability to represent the interests of the town effectively and appropriately.
Ability to effectively communicate with the public.
Ability to work with employees and the general public under stressful conditions.
Outstanding judgment.
Ability to maintain positive relations with town personnel and to direct, supervise and motivate staff.
Must be able to accept constructive criticism and have the ability to communicate and work well with others.
Knowledge of application process for state and federal grant programs.
Working knowledge of purchasing principles and practices, including the bid process.
Working knowledge of computers, including word processing and data entry.
Ability to organize and use time effectively and to be creative and analytical.

EDUCATION, TRAINING AND EXPERIENCE

•
•
•
•
•
•

Bachelor's degree in related discipline.
Five years of experience as a Manager/Administrator or similar position in public or non-profit organizations
with supervisory experience.
Considerable knowledge of municipal operations.
Knowledge of public finance, personnel policies and practices, and grants.
Ability to communicate effectively orally and in writing, including research capability and reporting ability.
Management experience in an office environment.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

This is an office-based job in a dynamic municipal office. While performing the duties of this job, the employee is
required to communicate frequently with the public and other staff members, operate office equipment, and move
throughout the municipal office. The employee must occasionally lift and or move up to 25 pounds. The employee may
occasionally be required to perform moderate physical effort and must be comfortable on a construction site.
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EAST MONTPELIER
TOWN ADMINISTRATOR
JOB DESCRIPTION
QUALIFICATIONS

• BA/BS in public or business administration, finance or related field.
• Five years experience in an independent administrative capacity with financial
responsibilities in a public or business environment or comparable combination of
education and experience.
• Must be able to organize and work independently on many tasks and projects
concurrently.
• Must be able to interact successfully with the public often in difficult situations
and to work well as part of a group.
• Must demonstrate strong communication skills, both verbal and written.
• Excellent computer skills including facility with MS Excel spreadsheet and other
MS Office applications.
• Demonstrated knowledge of general municipal operating procedures and Vermont
statutes regarding municipal responsibilities preferred.
• Alternatives to the above qualifications as the Selectboard may find appropriate
and acceptable.
OTHER REQUIREMENTS: Recommendations reflecting the candidate's experience
working with people.
REPORTS TO: Selectboard
PURPOSE: To assist the Selectboard to carry out more effectively its duties and
responsibilities by providing staff support and services.
LIMITS OF AUTHORITY: The Town Administrator has no authority to spend town
funds or make policy decisions.
TERMS OF EMPLOYMENT: Part-time at the discretion of the Selectboard.
Compensation to be determined based upon qualifications and experience.
EVALUATION: Performance ofthis job will be evaluated at the end of six months and
annually thereafter.
RESPONSIBILITIES:
Administrative

1 Reads, organizes, and summarizes materials sent to the Selectboard.
2. Alerts and/or researches topics of concerns for the Selectboard.
3. Prepares action recommendations as needed and when requested by the Selectboard.

C:\Users\Deb Spinosa\Downloads\E. Montpelier_TOWN ADMINISTRATOR (1).doc
4. Reviews, evaluates, and drafts policies and administrative regulations and makes
recommendations. Prepares and maintains accurate job descriptions.
5. Serves as representative/contact with state and federal agencies and other
municipalities.
6. Handles correspondence on behalf of the Selectboard.
7. Grant Administration: Researches, prepares and manages applications and
responsible for implementation and administration of grant activities.
8. Establishes and maintains sound office management practices, procedures and
controls in coordination with the Town Clerk and Treasurer, road foreman, listers, zoning
administrator, sewage officer and other town officials.
9. Is responsible for risk management activities for the Town, including preparation of
liability coverage applications, insurance audits, and coordination of health and safety
issues for Town officials and employees.
10. Acts as liaison with Town Attorney on legal matters.
11. Researches and drafts documents for the Selectboard including Town Meeting
Warning, policies, ordinances, etc.
12. Prepares market analysis for annual salary review of full- and part-time positions for
the Selectboard. Provides assistance to Selectboard in personnel matters.
13. Attends all meetings of the Selectboard and prepares agendas and minutes thereof.
14. Prepares Articles of Warning.
15. Supervises the management and repair of the municipal building.
16. Communicates and coordinates with Planning Commission, Conservation Board, and
Zoning Board of Adjustment.
17. Recruits for Selectboard appointments to Town Offices.
Financial
1. Prepares and manages annual Town budget, financial program, and Capital Reserve
Plan for the review of the Selectboard. Alerts Selectboard to over-expenditures of budget
items and other discrepancies.
2. Reviews Selectboard orders for authorization, reasonableness, identification, agreed
price, accuracy, etc.
3. Coordinates major purchasing, including contractor negotiations and preparation of
bid documents and contracts.
4. Applies for State Municipal Equipment Loans.
Computers

1.
2.
3.
4.

Small systems administrator.
Hardware technical assistance.
Coordinate with computer consultants as needed.
Troubleshoots and provides "help desk" for office staff on systems, MS products,
NEMRC, Internet, hardware, and e-mail if contracted agent not available.

Town of Danville
Job Description Town Administrator
The purpose of the Town Administrator position is to render the Selectboard more
effective in its governance, essentially by acting as its eyes and hands in the day-to-day
functioning of town government. Any Powers held by the Town Administrator are
derived from the Selectboard, and are specifically delegated by the board to him/her, the
position to be full time with benefits as authorized by the board. The areas of job
responsibility are, therefore, somewhat fluid, and may vary over time as the needs of the
Selectboard changes. In general they include, but not necessarily limited to, the
following:
To implement and carry out decisions of the Selectboard.
Prepare the agendas for Selectboard meetings, and gather information and present
issues that require board attention. Assist in development of solutions or actions
to be taken and undertake follow-up activities as authorized by the Board. Prior to
board meetings, review and approve all bills for payment and advise the board of
any that should be brought to their attention. As Clerk of the Board maintain an
accurate record of board decisions and actions to be taken of all meetings.
Monitor the progress of all projects and actions taken, keeping board members
updated on issues of concern as needed between regular meetings. Maintain good
records of all town business conducted by the Selectboard or Town Administrator.
Assist the Selectboard in the development of the annual town budgets. Review
and monitor the budgets, once approved by the voters.
Work closely with the road commissioner to assist with major road and bridge
projects, assist with major equipment purchases; write highway grant
applications; assist with personnel and equipment problems; collect information
on highway problems and projects for the Selectboard.
Maintain contact and communication with state and federal agencies as required
for special projects, grant availability, FEMA requirements, Emergency
Management requirements, NVDA, Waste Management District, etc. Represent
the Selectboard in meetings with state, federal and other agencies.
As Emergency Management Coordinator, assist in all towns ' efforts in emergency
situations; keep town records updated with the state as required.

Assist with the management of town property. Facilitate and oversee
maintenance, repair, and improvements to the town buildings as required. Oversee
rental and usage requests for the town hall, the town green, and Hill Street Park.
Monitor the Waste Water Treatment Plant operation and interface with Earth
Tech as required with their implementation of the operational contract.
Review town policies and ordinances, update and revise as necessary, and write
new ones as the Selectboard requests.
Assist various branches of town government and organizations, on special
projects and grants as they arise i.e.: town plan revisions; planning grants; parcel
mapping; GIS mapping; Zoning revisions; fire dept grants; highway grants;
reappraisal; recycling; bulky waste - greenup day; town fair; autumn on the green;
Write grants, raise money, and arrange financing for town projects as requested
by the Selectboard.
Hear concerns, complaints or requests of the townspeople, employees, and other
town officials and provide interface with Selectboard as necessary.
Designated as the Selectboards Duly authorized agent to sign vehicle Excess
Weight Permits.

Approved by the Selectboard December, 2006

TOWN OF JERICHO, VT
JOB DESCRIPTION
TOWN ADMINISTRATOR
Nature and Scope of Position
The Town Administrator is the Chief Administrative Officer for Jericho. This position
performs administrative and supervisory work in directing and coordinating the activities
of the town.
He/she works closely with the Selectboard to develop an annual budget and work plan.
He/she is the administrative head of all departments, except those that are headed by an
elected officer.
In all matters, the Town Administrator is the principal representative of the Selectboard
and is charged with ensuring accountability and performance among town employees and
administering town policies. The Administrator is directly accountable to the Selectboard.

Duties and Responsibilities
• Exercise administrative authority over the operations of the town in conformance
with policies and objectives set forth by the Selectboard.
• Develop and present an annual budget to the Selectboard.
• Supervise all appointed department heads and administrative staff; ensure
coordination and communication among all departments.
• Offer recommendations to the Selectboard regarding hiring and termination of staff.
• Facilitate regular leadership team meetings; as necessary, facilitate regular staff
meetings.
• Ensure accurate accounting of expenditures for all town departments.
• Implement the town personnel policy.
• Represent the interests of the town before local, state, and federal officials,
community leaders, town employees, and the general public.
• Assist Selectboard with policy making by identifying problems I opportunities,
analyzing options, and offering recommendations to the board.
• Prepare warnings for annual and special meetings.
• Ensure implementation of capital planning program.
• Perform public relations duties with interested I concerned parties.
• Provide Selectboard with regular financial reports.
• Offer recommendation to the Selectboard on annual performance evaluations and
implement any performance management system adopted by the Selectboard.
• Direct community and economic development efforts of the town.
• Work with department heads to obtain grants; complete documentation for multidepartment grants.
• Oversee human resource administration including all personnel problems, benefits
administration, worker's compensation, etc.
• Perform other duties as assigned.

Appendix G

Sample Job Descriptions Collected
From Other Towns

TOWN OF BRISTOL
Job Description
Town Administrator

Job Summary: The Town Administrator is a highly responsible administrative and supervisory position
overseeing the overall operations of the Town under the direction and at the discretion of the
Selectboard. The Town Administrator shall be subject to the Town's personnel policies, but also may be
subject to the terms of a contract negotiated between the Selectboard and employee.
Essential Duties and Responsibilities:

1. Act as the chief executive officer of the Town and carry out the policies established by the Selectboard
and be responsible to the Selectboard in such matters.
2. Attend all meetings of the Selectboard except when the Administrator's compensation, evaluation,
contract or removal is being considered, or when t he Selectboa rd allows or requests an absence. The
Administrator shall keep the Selectboard inform ed of all important matters involving the Town and shall
make reports and recommendations to the Boa rd as it so directs or as the Administrator deems
advisable.
3. Be an ex-officio member of all standing committees of the Town, with the right to attend and
participate in all meetings, but shall have no vote in any such committee .
4. Perform all other duties required by his/her employment contract, Town policies and ordinances, by
state statute or by resolution of the Selectboard.
5. Prepare, with input from all subordinate department heads and associated groups such as the
Planning Commission, Fire Department, Library and Town committees, an annual budget for the Town;
submit it to the Selectboard for review and approval, and be responsible for its administration after
adopt ion; except where other entities are responsible by statute or Selectboard policy.
6. Oversee the gathering of information for and preparation of the annual Town Report for distribution
in accordance with statute prior to Town Meeting, and including such information as the Selectboard
may direct.
7. Work w ith the Treasurer to assure that monthly budget repo rts and a preliminary year end budget
report are furnished to the Selectboard in a timely manner.
8. Be responsible for the efficient and well-managed operation of all departments and functions of the
Town with the exception of the schools and library, including but not limited to the road department,
police department, recreation department, fire department, water and sewer districts, and landfill.
9. Be the general purchasing agent fo r the Town with the exception of the schools and library, subject to
the Purchasing Policy adopted by t he Selectboard.
10. Work with the Treasurer t o administer a system of accounts to faci litate good budget management
and records.

11. Act as the Selectboard's agent in the supervision of employees. Advise the Selectboard and make
recommendations in regard to the appointment and hiring of employees, the fixing of salaries and
wages, the management of benefits, and the discipline or discharge of employees. The Town
Administrator may reprimand and suspend employees subject to the provisions of the Town's Personnel
Policy. The Administrator may delegate to subordinate employees any duties conferred upon the
Administrator unless otherwise directed by the Selectboard. The Selectboard will endeavor to work
through the Town Administrator in the direction and supervision of all employees. In no case shall
individual Selectboard members give orders publicly or privately to any department head or employee
of the Town who is under the supervision of the Town Administrator.
12. May with the approval of the Selectboard act as the Town's agent in the signing of contracts,
purchase orders, legal matters, Revolving Loan Fund loan closings, and similar matters.
13. Prepare long range planning documents or capital plans as directed by the Selectboard and with
input from various department heads and committees.
14. Be responsible for developing policies for the general direction ofTown affairs at the request of the
Selectboard.
15. Ensure that all Town and special service district ordinances are enforced.
16. Serve as a liaison between the general public and the Selectboard.
17. Act on behalf of the Town in making application for and the administration of any grants applied for
and received by the Town or special service districts after Selectboard approval.
18. Prepare agendas for Selectboard meetings in cooperation with the Selectboard Chair. The Town
Administrator shall make such arrangements for all Town Meetings that are not the responsibility of the
Town Clerk as the statutory supervisor of elections.
19. Be responsible for the proper use and scheduling of public buildings and property.

Qualifications: Bachelor's or Masters Degree preferred, with a preferred course of study in public or
business administration, political science or equivalent subjects. Five years experience in local
government planning or administration, or equivalent experience in business or government.
Combinations of the above qualifications or other qualifications may be acceptable as determined by
the Selectboard.

Knowledge, Skills and Abilities
•

Knowledge of intergovernmental relations, finance, accounting, and budgeting in relation to the
field of municipal management;

•

Knowledge of state and federal statutes affecting municipal governments including but not
limited to, financial, public works, and personnel practices;

•

Ability to work effectively with local, regional, and state agencies, non-profit organizations and
town citizens;

•

Commitment to Town's purposes and objectives as determined by its voters, Selectboard, and
commissions

•

Ability to communicate effectively, both orally and in writing, with a proficiency in public
speaking;

•

Ability to work with multiple interests on behalf of taxpayers, voters, and other stakeholders;

•

Ability to conduct and interpret legal research, and present findings;

•

Ability to motivate the Selectboard, other town officials, commissions, community groups,
legislators, etc.

•

Ability to manage and resolve conflict;

•

Ability to be creative and analytical; to analyze alternatives using appropriate tools and
techniques, and offer objective recommendations;

•

Ability to exhibit initiative, leadership, and judgment in the administration of all affairs placed in
his/her charge;

•

Ability to direct and supervise staff;

•

Ability to organize and use time effectively, and handle several significant responsibilities
simultaneously;

•

Ability to keep accurate, organized records;

•

Ability to work independently without direct supervision

•

Ability to manage confidential information in a professional manner;

•

Ability to listen to and accept criticism;

•

Attend appropriate training to maintain and improve skills;

•

Have a positive attitude and work well as part of a team;

•

Ability to positively interact with the general public, other town officials and employees,
volunteers and the media.

Working Conditions: This job is a salaried position as defined in the Town's Personnel Policy. It is
expected to be performed under normal office conditions for a period of forty hours per week. It is
recognized that there is considerable time spent beyond the normal working hours both in the field and
at various meetings.
Adoption: This job description has been reviewed and adopted by the Bristol Selectboard on March 24,
2014.
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Town of Proctor Administrator Job Description
The Town Administrator is hired, as needed, by the Selectboard and is charged with managing the affairs
of the Town of Proctor under the direction of the Selectboard. This is a full-time, salaried position
requiring a flexible schedule that may include night meetings. This is an "exempt" position under the
Federal Fair Labor Standards Act.
Qualifications and Training
The Town Administrator shall have:
• Knowledge of intergovernmental relations, finance, accounting, budgeting, in relation to the field of
municipal management;
•

Knowledge of State and Federal statutes affecting municipal governments, including, but not limited
to, financial, public works, and personnel practices;

•

Commitment to the Town's purposes and objectives, as determined by the voters and its boards and
commissions;

•

Ability to communicate effectively orally and in writing with the Selectboard, Town officers and
employees, the media, and the public;

•

Ability to work with multiple interests on behalf of taxpayers and stakeholders;

•

Ability to conduct legal research, interpret, and present findings

•

Ability to motivate the Selectboard, other Town boards and commissions, community groups,
legislators, etc. ;

•

Ability to resolve conflict;

•

Ability to be creative and analytical;

•

Ability to exhibit initiative, leadership, and judgment in the administration of all affairs placed in
his/her charge;

•

Ability to direct and supervise staff;

•

Possession of public relations skills and publication knowledge;

•

Ability to organize and use time effectively, and handle several significant responsibilities
simultaneously;

•

Ability to keep accurate records;

•

Ability to manage confidential information in a professional manner;

•

Ability to negotiate contracts;

•

Ability to plan both long and short term and assess needs of the municipality;

•

Ability to listen to and accept criticism;

•

Attend appropriate training sessions to update skills;

•

Positive attitude and be able to work well as part of a team;

•

Knowledge of computers and computerized accounting, communications, and other applications; and

•

A degree in public administration, political science, or business management and/or municipal
management experience.

Essential Duties and Responsibilities
The Town Administrator shall:
• Assist the Highway and Water/Wastewater Department heads in preparing and submitting an annual
budget to the Selectboard;
•

Monitor the budget during each fiscal year and provide periodic budget status reports to the
Selectboard;

•

Attend all regular and special Selectboard meetings and participate as required by the Selectboard;

•

Take minutes during all regular and special Selectboard meetings;

•

Working with the Selectboard Chair, supply the Selectboard with a meeting agenda and any agenda
related information in report format where necessary;

•

Facilitate Selectboard goal setting and promote better informed decision making by the board during
meetings;

•

Attend meetings of other boards and commissions of the town, state, and region as necessary;

•

Provide administrative support to all town departments, as needed;

•

Assist employees in various town matters and encourage professional development;

•

Make recommendations to Selectboard regarding possible revisions to town policies and or
ordinances and recommend implementation of new policies or programs;

•

Research and present findings to the Selectboard on grant opportunities;

•

Upon direction of the Selectboard, write grant applications and administer grants awarded to the
town;

•

Maintain Town website, provide the Selectboard with information for the Annual Town Report, and
provide public information to the media when requested;

•

Administer all municipal insurance policies, which includes review of current coverage, maintaining
competitive premiums, and pursuing necessary additions or deletions to insurance policies;

•

Communicate with state, federal, and regional officials on behalf of the Selectboard;

•

Inform the Selectboard of relevant changes in State policy that will affect the town;

•

Pursue questions of legal nature with the Vermont League of Cities and Towns or the town's attorney
where necessary;

•

Be kept informed of any legal proceedings, questions, or cases that currently involve the town;

•

Perform a vital public relations function for the Town in dealing with complaints, criticisms and
suggestions of citizens, businesses, industries, developers and builders;

•

Perform other duties, from time to time, as required by the Selectboard.

Relationship with Others
The Town Administrator:
• Work collaboratively with other Town employees to ensure effective and efficient municipal
operations;
•

Assist department heads in communicating or consulting with State and Federal officials as
necessary; and

•

Receive citizen inquiries or complaints and attempt to resolve the issues.

From:

To:

Vermont Municipal Government Discussion Network on behalf of Grafton Administrator
MUNINET@LJST.UVM.EDU

Subject:
Date:

Job Opportunity: Town Administrator
Thursday, February 04, 2016 1:26:05 PM

TOWN OF GRAFTON
TOWN ADMINISTRATOR
The Town of Grafton is seeking a qualified person to serve as Town Administrator. The position
reports to the Board of Selectmen and is responsible for maximizing the potential for Grafton's
select board, committees, and staff to respond effectively to the community and individual citizen
needs. The position requires attention to detail, initiative and ability to work with little
supervision. This full time position (32 +hours per week) offers a competitive salary/benefits
package commensurate with background and experience. Please contact Rachel Williams, Town
Administrator (802) 84 3/ 2552 with any inquiries.
Resumes and cover letters must be received by 3pm on Monday, February 22.
Town of Grafton, PO Box 180, Grafton, VT 05146, Attn: Town Administrator / or/ emailed to
grafton@vermontel.net

Town of Grafton
Town Administrator Job Description
Position Summary
The Town Administrator (TA) is an employee of the Town of Grafton (Town) who
serves at the will and discretion of the Select Board (SB, performing administrative duties
and, in some instances, serving as its representative. The TA shall implement the policies
decided upon by the SB and facilitate communication between members of the SB and other
employees, government entities and citizens. The TA performs complex clerical duties
requiring considerable decision making and a thorough knowledge of the needs and
responsibilities of the Town and its departments. The TA is expected to work a thirty/two
(32) hour work week and attend night meetings as necessary.
Specific Duties and Responsibilities
• Review, administer and coordinate employee benefits programs and maintain records.
• Administer and maintain personnel management records, workplace and personnel
policies, oversee compliance with laws and regulations. Manage general employee
relations (such as employee information requests) investigating and resolving various
personnel problems, administer employee wage and salary plans, completion of
employee pay, leave time and records.
• Maintain personnel records and files, preparation of payroll and tax documentation,
distribution of payroll checks, and completion of federal, state and local tax filing
requirements.
• Administer and maintains the Emergency addressing system (E911) for the Town.
• Coordinates maintenance of employee drug testing and maintain records.
• Preparation of financial reports, annual Town budget, Town Reports and meeting
scheduling.
• Researching and applying for additional funding sources for the Town such as grants,
low interest loans, and funding programs. With Select Board approval, the TA shall
apply and administer the grant, loan or program.
• Performs various administrative duties, which may include those of a confidential

•

•
•
•
•
•
•
•
•
•
•
•
•
•
•

•
•
•

nature.
Establishes and maintains sound and efficient office management procedures,
including compiling and updating the procedures manual, employee policies, and the
Town Policies and Ordinances manual.
Investigates methods for improving cost control and containment and increasing
efficiency of Town services. Institutes such methods as approved by the SB.
Prepare and carry out bid requests, request for proposals, quotes, legal notices,
announcements and classified ads.
Prepares, distributes and mails correspondence, documents, applications, or other
necessary paperwork at the request of the SB. Maintains records and files of such.
Reviews and prepares correspondence, documents, reports, legal documents and
materials for the SB.
Prepares for meetings including agendas, research and gathering of information for the
SB and community.
Processes bills, invoices and purchase orders to ensure proper payment of Town
liabilities. Prepares invoices for payments due to the Town.
Assist in the negotiation of contracts, agreements and purchases.
Assist in the development and review of Town policies, procedures and regulations.
Implements and facilitates policies for the SB
Acts as a liaison between the SB and federal or state agencies, other Town boards,
municipal officials and employees, organizations, non-profits and the Town Attorney.
Attends state, regional and local meetings as a representative of the SB when
requested.
Assists other Town Departments with performance of their duties.
Holds office hours and answers questions and information requests for the public.
Develops and maintains skills required for routine computer and programming use.
Maintain and update the Town web-page and Facebook page with current events,
agendas, minutes, information and documents.
Maintains membership in professional management associations for the betterment of
the Town of Grafton.
Must receive NIMS (National Incident Management Training) and ICS (Incident
Command System) training.
Other tasks and duties requested by the SB or Town Departments.

General Expectations
• The TA is hired by and is subject to the authority of the SB.
• The TA may not be supervised by, or supervise another who is, an immediate family
member.
• The TA may not serve on the Sb to avoid supervisory conflict of interest.
• The TA shall remain neutral in all manners concerning the Town.
• The TA shall be called upon to recommend or give general advice to the SB with regard
to policy making, quasi-judicial determinations, or other areas where legislative
decisions must be made. However, in no event, shall the TA interfere with the
statutory duties and roles of the SB, neither through public challenge or using
subterfuge to undermine their authority.
• The TA shall not, during office hours or while on official duty, outwardly display
favoritism or antagonism toward any political party, nor any body of persons known
collectively to favor or oppose any controversial or pending proposal or issue
concerning the Town.
• When necessary, the TA will follow personnel grievance process as outlined in the

Grafton Personnel Manual.
Qualifications
• Minimum of two years' experience in an administrative or managerial capacity in
either government, business or non-profit, or a combination of equivalent experience.
• Computer skills must be proficient in MS Word and Excel for the execution of daily
tasks. Experience with NEMRC accounting software a plus.
• A BA or BA is preferred.
• Must be willing to acquire the working knowledge of Vermont Town government and
the roles and duties of the SB.
• Ability and willingness to learn and apply oneself to the job at hand.
• Good planning, multi-tasking and administrative skills.
• Good writing and oral presentation skills.
• Excellent research and analytical skills, with relevant experience in developing
policies and procedures and in the interpretation of complex laws and regulations.
• Ability to establish and maintain a harmonious working relationship with other
employees and the public (courteous, tactful, objective and impartial attitude
necessary).
• Ability to attend night meetings.
• Ability to travel for work, conferences and meetings.
Disclaimer
The information in this job description is intended to describe the general nature of this
position and is not considered to be a complete statement of duties, responsibilities and
requirements.

(J(crche! CJX?zlliams
Town Administrator
Town of Grafton
P.O. Box 180

Grafton. Vermont 05146
802-843-2552
grafton@vermontel.net

SAINT GEORGE
TOWN ADMINISTRATOR
JOB DESCRIPTION
Position:
Hourly Pay:

Part-Time (20 hours I week)
$20 I hour

NATURE AND SCOPE OF POSITION

The Town Administrator is the Chief Administrative Officer for Saint George. This position performs administrative and
supervisory work in directing and coordinating the activities of the town.
He/she works closely with the Selectboard to develop an annual budget and work plan. He/she is the administrative
head of all departments, except those that are headed by an elected officer.
In all matters, the Town Administrator is the principal representative of the Selectboard and is charged with ensuring
accountability and performance among town employees and administering town policies. The Administrator is directly
accountable to the Selectboard.
DUTIES AND RESPONSIBILITIES
General Management:
• Represent the interests of the town before local, state, and federal officials, community leaders, town
employees, and the general public.
• Exercise administrative authority over the operations of the town in conformance with policies and objectives
set forth by the Selectboard.

•
•
•
•
•
•
•
•

Facilitates the flow and understanding of ideas and information between and among elected officials,
employees and citizens.
Maintain complete records of his/her office and make reports to the Selectpersons when requested.
Advise and recommend to the Selectpersons those needs, policies, programs and actions he/she deems
necessary or expedient.
Serves as the Chief Procurement Officer; serves as the approval agent for Town purchasing.
Perform public relations duties with interested concerned parties.
Responsible for advising the Selectboard and general public on current status of all affairs of the Town.
Responsible for implementing all Board of Selectperson's policy decisions and providing staff in all departments
with the clear and efficient operating procedures necessary to carry out Board policy mandates.
Works closely with Town Clerk, Town Treasurer, and Tax Collector in Town related activities.

Personnel Management:

•
•
•
•
•

Supervise all appointed department heads and administrative staff; ensure coordination and
communication among all departments.
Organize, reorganize, consolidate, abolish or establish departments, commissions, boards, and offices under
his/her supervision with permission from the Selectboard.
Offer recommendations to the Selectboard regarding hiring and termination of staff.
Oversee human resource administration including all personnel problems, benefits administration, worker's
compensation, etc.
Offer recommendation to the Selectboard on annual performance evaluations and implement any performance
management system adopted by the Selectboard.

Financial / Property Management:
• Develop and present an annual budget to the Selectboard.
• Ensure accurate accounting of expenditures for all town departments; monitors the budget and all financial
affairs of the Town; works closely with Selectpersons, and department heads to develop a comprehensive
budget and work program.
• Oversees and manages property and assets; maintain jurisdiction and responsibility for all Town property but

•
•
•
•
•
•
•

the schools.
Assist Selectboard with policy making by identifying problems I opportunities, analyzing options, and offering
recommendations to the Selectboard.
Applies for and administers federal, state and private grant funds; works with department heads to obtain
grants; complete documentation for multi-department grants.
Ensure implementation of capital planning program.
Provide Selectboard with regular financial reports.
Direct community and economic development efforts of the town.
With the approval of the Selectboard, prosecute, defend and compromise all litigation (except tax assessments
and abatements) to which the Town is a party.
Assume responsibility for negotiating agreements under his/her jurisdiction.

Meeting Management:
• Facilitate regular leadership team meetings; as necessary, facilitate regular staff meetings.
• Attends meetings of the Board of Selectpersons, preparing and providing supporting documents and
information pertinent to agenda items; accomplishes minutes of the meeting.
• Prepare warnings for annual and special meetings.
Other:
• Attends meetings and conventions on behalf of the Town.
• Perform other duties as assigned by the Selectboard.
REQUIREMENTS OF WORK

•
•
•
•
•
•
•
•
•
•
•

Ability to direct the work of professional and non-professional subordinates.
Ability to represent the interests of the town effectively and appropriately.
Ability to effectively communicate with the public.
Ability to work with employees and the general public under stressful conditions.
Outstanding judgment.
Ability to maintain positive relations with town personnel and to direct, supervise and motivate staff.
Must be able to accept constructive criticism and have the ability to communicate and work well with others.
Knowledge of application process for state and federal grant programs.
Working knowledge of purchasing principles and practices, including the bid process.
Working knowledge of computers, including word processing and data entry.
Ability to organize and use time effectively and to be creative and analytical.

EDUCATION, TRAINING AND EXPERIENCE

•
•
•
•
•
•

Bachelor's degree in related discipline.
Five years of experience as a Manager/Administrator or similar position in public or non-profit organizations
with supervisory experience.
Considerable knowledge of municipal operations.
Knowledge of public finance, personnel policies and practices, and grants.
Ability to communicate effectively orally and in writing, including research capability and reporting ability.
Management experience in an office environment.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

This is an office-based job in a dynamic municipal office. While performing the duties of this job, the employee is
required to communicate frequently with the public and other staff members, operate office equipment, and move
throughout the municipal office. The employee must occasionally lift and or move up to 25 pounds. The employee may
occasionally be required to perform moderate physical effort and must be comfortable on a construction site.
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EAST MONTPELIER
TOWN ADMINISTRATOR
JOB DESCRIPTION
QUALIFICATIONS

• BA/BS in public or business administration, finance or related field.
• Five years experience in an independent administrative capacity with financial
responsibilities in a public or business environment or comparable combination of
education and experience.
• Must be able to organize and work independently on many tasks and projects
concurrently.
• Must be able to interact successfully with the public often in difficult situations
and to work well as part of a group.
• Must demonstrate strong communication skills, both verbal and written.
• Excellent computer skills including facility with MS Excel spreadsheet and other
MS Office applications.
• Demonstrated knowledge of general municipal operating procedures and Vermont
statutes regarding municipal responsibilities preferred.
• Alternatives to the above qualifications as the Selectboard may find appropriate
and acceptable.
OTHER REQUIREMENTS: Recommendations reflecting the candidate's experience
working with people.
REPORTS TO: Selectboard
PURPOSE: To assist the Selectboard to carry out more effectively its duties and
responsibilities by providing staff support and services.
LIMITS OF AUTHORITY: The Town Administrator has no authority to spend town
funds or make policy decisions.
TERMS OF EMPLOYMENT: Part-time at the discretion of the Selectboard.
Compensation to be determined based upon qualifications and experience.
EVALUATION: Performance ofthis job will be evaluated at the end of six months and
annually thereafter.
RESPONSIBILITIES:
Administrative

1 Reads, organizes, and summarizes materials sent to the Selectboard.
2. Alerts and/or researches topics of concerns for the Selectboard.
3. Prepares action recommendations as needed and when requested by the Selectboard.

C:\Users\Deb Spinosa\Downloads\E. Montpelier_TOWN ADMINISTRATOR (1).doc
4. Reviews, evaluates, and drafts policies and administrative regulations and makes
recommendations. Prepares and maintains accurate job descriptions.
5. Serves as representative/contact with state and federal agencies and other
municipalities.
6. Handles correspondence on behalf of the Selectboard.
7. Grant Administration: Researches, prepares and manages applications and
responsible for implementation and administration of grant activities.
8. Establishes and maintains sound office management practices, procedures and
controls in coordination with the Town Clerk and Treasurer, road foreman, listers, zoning
administrator, sewage officer and other town officials.
9. Is responsible for risk management activities for the Town, including preparation of
liability coverage applications, insurance audits, and coordination of health and safety
issues for Town officials and employees.
10. Acts as liaison with Town Attorney on legal matters.
11. Researches and drafts documents for the Selectboard including Town Meeting
Warning, policies, ordinances, etc.
12. Prepares market analysis for annual salary review of full- and part-time positions for
the Selectboard. Provides assistance to Selectboard in personnel matters.
13. Attends all meetings of the Selectboard and prepares agendas and minutes thereof.
14. Prepares Articles of Warning.
15. Supervises the management and repair of the municipal building.
16. Communicates and coordinates with Planning Commission, Conservation Board, and
Zoning Board of Adjustment.
17. Recruits for Selectboard appointments to Town Offices.
Financial
1. Prepares and manages annual Town budget, financial program, and Capital Reserve
Plan for the review of the Selectboard. Alerts Selectboard to over-expenditures of budget
items and other discrepancies.
2. Reviews Selectboard orders for authorization, reasonableness, identification, agreed
price, accuracy, etc.
3. Coordinates major purchasing, including contractor negotiations and preparation of
bid documents and contracts.
4. Applies for State Municipal Equipment Loans.
Computers

1.
2.
3.
4.

Small systems administrator.
Hardware technical assistance.
Coordinate with computer consultants as needed.
Troubleshoots and provides "help desk" for office staff on systems, MS products,
NEMRC, Internet, hardware, and e-mail if contracted agent not available.

Town of Danville
Job Description Town Administrator
The purpose of the Town Administrator position is to render the Selectboard more
effective in its governance, essentially by acting as its eyes and hands in the day-to-day
functioning of town government. Any Powers held by the Town Administrator are
derived from the Selectboard, and are specifically delegated by the board to him/her, the
position to be full time with benefits as authorized by the board. The areas of job
responsibility are, therefore, somewhat fluid, and may vary over time as the needs of the
Selectboard changes. In general they include, but not necessarily limited to, the
following:
To implement and carry out decisions of the Selectboard.
Prepare the agendas for Selectboard meetings, and gather information and present
issues that require board attention. Assist in development of solutions or actions
to be taken and undertake follow-up activities as authorized by the Board. Prior to
board meetings, review and approve all bills for payment and advise the board of
any that should be brought to their attention. As Clerk of the Board maintain an
accurate record of board decisions and actions to be taken of all meetings.
Monitor the progress of all projects and actions taken, keeping board members
updated on issues of concern as needed between regular meetings. Maintain good
records of all town business conducted by the Selectboard or Town Administrator.
Assist the Selectboard in the development of the annual town budgets. Review
and monitor the budgets, once approved by the voters.
Work closely with the road commissioner to assist with major road and bridge
projects, assist with major equipment purchases; write highway grant
applications; assist with personnel and equipment problems; collect information
on highway problems and projects for the Selectboard.
Maintain contact and communication with state and federal agencies as required
for special projects, grant availability, FEMA requirements, Emergency
Management requirements, NVDA, Waste Management District, etc. Represent
the Selectboard in meetings with state, federal and other agencies.
As Emergency Management Coordinator, assist in all towns ' efforts in emergency
situations; keep town records updated with the state as required.

Assist with the management of town property. Facilitate and oversee
maintenance, repair, and improvements to the town buildings as required. Oversee
rental and usage requests for the town hall, the town green, and Hill Street Park.
Monitor the Waste Water Treatment Plant operation and interface with Earth
Tech as required with their implementation of the operational contract.
Review town policies and ordinances, update and revise as necessary, and write
new ones as the Selectboard requests.
Assist various branches of town government and organizations, on special
projects and grants as they arise i.e.: town plan revisions; planning grants; parcel
mapping; GIS mapping; Zoning revisions; fire dept grants; highway grants;
reappraisal; recycling; bulky waste - greenup day; town fair; autumn on the green;
Write grants, raise money, and arrange financing for town projects as requested
by the Selectboard.
Hear concerns, complaints or requests of the townspeople, employees, and other
town officials and provide interface with Selectboard as necessary.
Designated as the Selectboards Duly authorized agent to sign vehicle Excess
Weight Permits.

Approved by the Selectboard December, 2006

TOWN OF JERICHO, VT
JOB DESCRIPTION
TOWN ADMINISTRATOR
Nature and Scope of Position
The Town Administrator is the Chief Administrative Officer for Jericho. This position
performs administrative and supervisory work in directing and coordinating the activities
of the town.
He/she works closely with the Selectboard to develop an annual budget and work plan.
He/she is the administrative head of all departments, except those that are headed by an
elected officer.
In all matters, the Town Administrator is the principal representative of the Selectboard
and is charged with ensuring accountability and performance among town employees and
administering town policies. The Administrator is directly accountable to the Selectboard.

Duties and Responsibilities
• Exercise administrative authority over the operations of the town in conformance
with policies and objectives set forth by the Selectboard.
• Develop and present an annual budget to the Selectboard.
• Supervise all appointed department heads and administrative staff; ensure
coordination and communication among all departments.
• Offer recommendations to the Selectboard regarding hiring and termination of staff.
• Facilitate regular leadership team meetings; as necessary, facilitate regular staff
meetings.
• Ensure accurate accounting of expenditures for all town departments.
• Implement the town personnel policy.
• Represent the interests of the town before local, state, and federal officials,
community leaders, town employees, and the general public.
• Assist Selectboard with policy making by identifying problems I opportunities,
analyzing options, and offering recommendations to the board.
• Prepare warnings for annual and special meetings.
• Ensure implementation of capital planning program.
• Perform public relations duties with interested I concerned parties.
• Provide Selectboard with regular financial reports.
• Offer recommendation to the Selectboard on annual performance evaluations and
implement any performance management system adopted by the Selectboard.
• Direct community and economic development efforts of the town.
• Work with department heads to obtain grants; complete documentation for multidepartment grants.
• Oversee human resource administration including all personnel problems, benefits
administration, worker's compensation, etc.
• Perform other duties as assigned.

