Town Manager

Job Description

The Town of Readfield adopted the Town Manager form of Government at the March 18, 1967 in Article 22 and Article 23a was also adopted, stating that the Town Manager would also serve as Treasurer, Tax Collector, Road Commissioner and Overseer of the Poor (now most commonly referred to as Welfare Administrator).   

Nature of Work

The Town Manager of Readfield is the Chief Administrative Officer of the town, under the direction of the Select Board.  The Town Manager is responsible for directing all the town’s business and supervises all of the town’s employees with the exception of the Fire Chief.  The Town Manager may also serve as the Treasurer, Tax Collector, Road Commissioner, and Welfare Administrator and Transfer Station Manager.  Work performance must be in accordance with the Maine Revised Statutes, local ordinances and town policies.


This is responsible and varied professional work as the chief administrative officer in managing the affairs of the Town of Readfield under the direction of the Select Board in keeping with State and Federal laws, Town ordinances, and Town policies including the Roles and Responsibilities of the Readfield Town Manager.


The Manager is charged with the identification of service and policy needs of Readfield and has the responsibility for the development of the program or action directed by the Select Board to meet the identified needs of the community.  The Manager shall act in such capacity as the Select Board may direct on municipal, state, federal and other policy issues affecting the Town.


The Manager is responsible for the annual preparation of the proposed budget and administration of the budget once it is approved.  The Manager is also responsible for developing administrative procedures and for ensuring adherence to these procedures by all departments and employees,


The Manager is charged with the responsibility of advising the Select Board and general public on the current status of affairs of the Town and is responsible for preparing an annual report of the previous year’s activities.


The Manager is responsible for the maintenance of sound, positive public relations between the Town and its citizens; between Readfield and other governmental agencies and between the various boards, committees and commissions that make up Readfield Town Government. 

Scope of Work


This is responsible managerial, administrative and fiscal work in directing all aspects of the operation of the Town as well as the handling and accounting of Town Funds.


The Town Manager is responsible for the achievement of tangible results through people, so maintaining a high level of integrity is essential.  Work involves planning, budgeting, problem solving and organizing with the authority to make decisions as well as delegate to others.   The environment is relatively unpredictable and requires the ability to manage many projects at once.  Although governed by policies, the Manager must frequently act without precedent.

Essential Duties and Responsibilities

· Maintains the administrative organization of the Town to ensure efficiency of operation;

· Oversees the expenditure and accounting of all monies of the Town;

· Executes all laws and ordinances of the Town;

· Annually prepares a proposed budget and work program for the Town to include recommendation and annual salaries for all Town employees and presents the proposed budget to the Select Board;

· Appoints, with Select Board approval, all department heads and supervises their performance on a day-to-day basis;

· As personnel officer for the Town, is directly involved in the hiring, evaluating performance of duties per their individual job descriptions, promoting, and disciplining of employees;

· Plans, directs and reviews all repair, maintenance, construction and reconstruction of Town roads and bridges, contracting for services when necessary;

· Acts as Welfare Administrator, in accordance with State Laws, assuring the security and confidentiality of all records and requests for Town assistance; 

· Develops the annual tax commitment figures and presents them to the Select Board for approval;

· Reviews on an ongoing basis, the collection of municipal taxes and takes appropriate steps to assure and adequate revenue stream (cash flow) for the Town;

· Oversees and directs the overall operation of the Transfer Station to assure compliance with all environmental laws and regulations, efficiency of operation, and promoting maximum recycling, and contracting for services where required;

· Maintains a sound public relations posture between the Town and its citizens, the press and other state, federal and local government agencies;

· Acts as purchasing agent for all municipal departments, and oversees the bid process on major purchases;

· Identifies the service and policy needs of Readfield and brings them to the attention of the Select Board with recommendations for action;

· Keeps Town-owned buildings in good repair, and equipment maintained and replaced as needed;

· Works closely with the snow removal contractor to assure the safety of winter roads;

· Prepares an annual report of the previous year’s activities for presentation to the Select Board and citizens of Readfield;

· Attends meetings of the Select Board, preparing its agendas, providing supporting documents and information pertinent to agenda items;

· Carries out the directives of the Select Board within timeframe assigned;

· Prepares federal and state grant requests and administers grant programs;

· Enforces municipal and state codes in conjunction with Code Enforcement Officer;

· Recommends possible changes to personnel policy to Select Board for consideration.

Requirements of Work

· Thorough knowledge of municipal management and community problem resolution;

· Thorough understanding of administrative organization, design and evaluation;

· Detailed, specialized and extensive knowledge of the practices and procedures of cash management, investment, budgeting and municipal accounting;

· Thorough knowledge of financial administration and the design of financial accounting and reporting system;

· Thorough knowledge of the theory and practice of public personnel administration

· Thorough knowledge of municipal government programs and decision-making processes;

· Knowledge of municipal waste management and recycling;

· Knowledge of municipal taxation including tax lien requirements;

· Knowledge of Maine municipal laws and rules;

· Knowledge of road construction and maintenance;

· Working knowledge of state and federal programs;

· Ability to communicate effectively orally and in writing;

· Ability to listen effectively to others;

· Ability to direct and supervise others and to delegate work effectively;

· Ability to organize and use time effectively;

· Ability to give and accept constructive criticism;

· Ability to remain poised and even tempered;

· Ability to effectively run meetings;

· Ability to react independently and without precedent in the face of a problem;

· Ability to react quickly to changing situations which may be physically taxing;

· Skill in resolving disputes while maintaining integrity.
(Next section added at request of Allen Curtis for review Feb. 10, 2014):
General Disciplinary Procedures and Principles

             The Town Manager is responsible to perform the Requirements of Work as indicated in the section above. Failure to complete any items set forth under the Requirements of Work, Essential Duties and Responsibilities, and or complete goals or objectives set forth by the Readfield Select Board, will enter into the “progressive discipline” process. Progressive discipline includes the following procedures:

•
Informal meeting

•
Verbal warning/reprimand

•
Written warning/reprimand

•
Suspension

•
Discharge

Ref: Maine Municipal Association, Municipal Officers Manual Chapter 9 Page 182

Minimum Qualifications

Graduation from a four year college or university program in public administration or related field, and at least five years experience as chief administrative officer in a municipal government which provided and exercised/utilized the above listed knowledge, skills and abilities; or an equivalent combination of training and experience.
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