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TOWN MANAGER

GENERAL DESCRIPTION 
The Town Manager is responsible for the efficient management and operation of the affairs of the Town in accordance with the State Law, Town Policy and Ordinances.  The Manager is also responsible for such directives, regulations and policies as the Town Council may from time to time adopt.  The Town Manager shall be appointed by the Council and shall in all matters be subject to its direction and supervision.

The Manager performs the full range of administrative responsibilities in planning, organizing and directing the business of a Town. Work includes planning and directing all departments as well as the municipally owned telephone and electric companies. Work includes responsibility for researching and recommending long and short range plans and facilities, various budgets, personnel and operations policies and procedures, and daily operations. Work involves contacts with a broad variety of federal, state, and local officials and community and business groups in representing the Town.
           

ESSENTIAL JOB FUNCTIONS     
Directly and indirectly supervises all Town employees. Responsibilities include planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems. Responsibilities also include the oversight of the process of interviewing, hiring, and training employees.

Provides research and recommendations to the Council in a variety of policy issues; identifies options, strategies and associated costs; presents the annual budget and makes recommendations; and carries out council decisions.

Directs and administers the Town budget; develops and projects the annual budget based on input from the Finance Director and department heads; recommends allocations to each department; oversees annual budget process. Oversees the fiscal controls and reporting of the organization.

Works with Human Resources to recommend personnel policies, compensation, personnel studies and processes, benefits, training and other programs for maximizing organizational productivity; directs and recommends recruitment, hiring, advancement and disciplinary actions within Council policy.

Works closely with the public, receiving inquiries and complaints and attending to the resolution of same.

Directs and participates in planning for new service delivery, organizational structure, capital facilities, land use and development for the Town; develops and recommends contracts with state agencies and/or private utilities to supplement professional planning and delivery services.

Monitors and implements local, state, and federal legislation and regulations and telephone and electric utility regulations; advises the Council; and represents and meets with elected officials, etc. to represent the Town.
Establishes and maintains effective communications with a variety of state, local and federal agencies for joint planning, fiscal action, and mutual benefit; represents the Town in business and civic community.

Oversees the preparation of agendas, minutes, and official Town records; prepares a variety of reports on Town operations and financial matters for Council information; attends Council meetings and recommends measures for consideration and adoption.

Directs the maintenance, repair, and construction of Town buildings and facilities.

Perform related tasks as required        

KNOWLEDGE, SKILLS AND ABILITIES
Comprehensive knowledge of public management and organization theories, principles, practices, and techniques at the municipal level; thorough knowledge of the organization, functions and methods of operation of the Town; thorough knowledge of the laws, statutory authorities, and ordinances, and regulations underlying Town government;  ability to plan, organize, supervise, and inspect the work of professional, technical and support personnel; ability to delegate responsibility; thorough knowledge of effective employee motivation, communication, hiring, performance coaching and evaluation, and discipline techniques and practices; ability to prepare and present technical and statistical reports; ability to negotiate and resolve disputes effectively; ability to exercise creativity and initiative in resolving Town problems and issues and in carrying out administrative responsibilities; considerable knowledge of budgetary and fiscal control principles and procedures; ability to gather, analyze, and interpret a wide variety of information and data to prepare reports, to make sound recommendations and to prepare working procedures; ability to establish and maintain effective working relationships with a wide variety of public officials, businesses, community groups, employees, and citizens.
PHYSICAL REQUIREMENTS
Must be able to physically perform the basic life operational support functions of stooping, kneeling, reaching, walking, standing, fingering, grasping, talking, hearing and repetitive motions.

EDUCATION AND EXPERIENCE
Graduation from an accredited college or university and three to five years management experience; OR any equivalent combination of education and experience that demonstrates possession of the required knowledge, skills, and abilities.

SPECIAL REQUIREMENTS
Must have either a valid North Carolina or South Carolina’s driver’s license and be able to maintain a safe driving record.
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