
 

POSITION DESCRIPTION 

Town of Swanzey, New Hampshire 

 

Position Title: ​ Town Administrator   

Department:​ Executive  

Classification:​ Regular Full Time Salaried Position (FLSA exempt)  

Labor Grade:​ 19 

        ​ ​ ​ ​ ​ ​   

JOB SUMMARY  

The Town Administrator is responsible for overseeing the daily operations of 

the Town, serves as administrative and business officer to the Board of 

Selectmen (the Board) and as a general resource to the employees and citizens 

of the Town. The Administrator works under the authority of the Board of 

Selectmen.      

 

SUPERVISION RECEIVED  

The Town Administrator works under the broad supervision of the Board of 

Selectmen.  The Town Administrator exercises a considerable degree of 

independent judgment and is evaluated by the Board through conferences, 

reports and administrative procedures.   

 

SUPERVISION EXERCISED  

Coordinates activities of departments and directly supervises Town Hall staff. 

Works with the Board of Selectmen in supervision of the Department Heads, 

providing day to day oversight and informing the Board of matters of 

importance and concern.  

  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Serves as the Board of Selectmen’s chief administrative officer and acts as their 

day-to-day representative.  

 

Works with the chair and other staff to prepare the Board meeting agenda, the 

meeting packet with supporting information, and serves as a non-voting 

advisor during Board Meetings.  

 

Assists the Board of Selectmen with employee hiring, training, evaluation and 

discipline for all departments of the Town. Advises Selectmen on personnel 

matters. Enforces personnel policies of the Town.   

 

Oversees various Town operations, including but not limited to: 

●​ the Town’s Human Resources functions through the Human Resources 

Coordinator, including recruitments, performance evaluations, labor grade 
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management, and associated matters. 

●​ the Town’s Financial operations through the Finance Division, including 

tax rate setting and collection/deeding, fund balance management, compliance 

with purchasing policy, and annual financial audit.  

●​ the development of the Annual Town Report, periodic newsletters, and 

website and social media through the Administrative Assistant. 

●​ the Town’s land use and economic development functions through the 

Planning & Economic Development Division.  

●​ the Town’s general assessments through the Assessing Coordinator and 

contracted assessor.  

●​ the Town’s technology functions through the Technology Coordinator 

and managed service provider, including cyber security measures and IT 

equipment management.  

●​ Coordinates the daily administrative functions of Town Hall by 

supervising staff. 

 

 

●​ human resources, finance, assessing, collecting, code, planning/land 

use, police, fire, recycling, public works, wastewater, recreation,  

 

 

 

Coordinates with departments on the development and adoption of policies and 

procedures, ordinances, and by-laws for Selectmen’s consideration as 

necessary.  

 

Oversees the Town’s grant management from application to completion, 

including compliance. 

 

Serves as a liaison between the Board and Department Heads, sharing 

information and providing day to day oversight.   

 

Serves as a point of contact with various regional and state contacts, including 

State legislators, State departments, County, and other regional entities.  

 

Coordinates with Town Counsel on legal matters or inquiries including 

preparation of any deeds, agreements, rights of way or land for town use.   

 

Works with the Board, Department Heads, and Capital Improvement Plan 

Committee to identify priority projects and help update the six-year capital 

improvement plan. 
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Communicates official plans, policies and procedures to staff and the general 

public.  Represents Selectmen whenever they are unavailable.  Prepares press 

releases and reports as required.     

 

Answers public inquiries and complaints notifying Selectmen as necessary.   

 

Coordinates preparation of the Town budget and warrant with direction from 

the Board and in coordination with other staff. Oversees budget  

administration, analyzes expenditure trends, and reports potential problems to 

Selectmen.  Completes and submits required MS and budget forms and reports 

to the Department of Revenue Administration.   

 

May establish procedures for and coordinate all purchasing to include review of 

purchases and drafting of specifications. Coordinates publication of 

advertisements and legal requirements for departments. Assists Selectmen in 

evaluating competitive bids. Monitors department budgets to avoid 

over-expenditures by reporting areas of concern to Selectmen.  

 

Provides leadership and direction in the development of short and long range 

plans; gathers, interprets, and prepares data for studies, reports and 

recommendations; assists in implementing audit and/or related 

recommendations.  

 

Maintains professional membership in at least one municipal management 

association, such as the Municipal Management Association of New Hampshire 

or the International City/County Management Association.  

 

Monitor proposed and new legislation and make the Board aware as needed. 

Provide feedback to State legislators under the Board's direction. 

 

Performs other related duties as required.   

 

DESIRED MINIMUM QUALIFICATIONS 

Education and Experience:  

●​ Degree from an accredited four year college or university with a 

concentration/major in public administration, political science, business 

management or closely related field.  

●​ At least five (5) years of experience in the field of municipal 

administration at either a director or Town Administrator/Town Manager level 

that demonstrates Knowledge/Ability/Skills successful to oversee municipal 

administration.  
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May possess a unique or atypical mix of experience and education that 

demonstrates an ability to be successful in the role, including military service. 

 

NECESSARY KNOWLEDGE,SKILLS AND ABILITIES 

​ (A) Considerable knowledge of modern policies and practices of public 

administration; working knowledge of municipal finance, human resources, 

public works, public safety, community development, and communication; 

​ (B) Skill in preparing and administering municipal budgets,  planning, 

directing and administering municipal programs, and operating the below 

listed tools and equipment; 

​ (C) Ability to prepare and analyze comprehensive reports, carry out 

assigned projects to their completion, communicate effectively verbally and in 

writing, establish and maintain effective working relationships with employees, 

city officials and the public, and ability to efficiently and effectively administer 

a municipal government. 

 

TOOLS AND EQUIPMENT USED 

Requires frequent use of personal computer, including word processing and 

spreadsheet programs; calculator, telephone, copy machine and fax machine. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be 

met by an employee to successfully perform the essential functions of this job. 

Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions.  

  

While performing the duties of this job, the employee is frequently required to 

sit and converse. The employee is occasionally required to walk; use hands to 

finger, handle, or feel objects, tools, or controls; and reach with hands and 

arms.  

  

The employee must occasionally lift and/or move up to 10 pounds. Specific 

vision abilities required by this job include close vision and the ability to adjust 

focus.  

  

WORK ENVIRONMENT  

The work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of this 

job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions.  

  

The noise level in the work environment is usually moderately quiet.                     
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SELECTION GUIDELINES  

Resumes, consideration and/or rating of education and experience; oral 

interview and reference checks; job related tests or evaluations may be 

required. 

 

The duties listed above are intended only as illustrations of the various types of 

work that may be performed. The omission of specific statements or duties 

does not exclude them from the position if the work is similar, related or a 

logical connection to the position. 

 

The job description does not constitute an employment agreement between the 

employer and employee and is subject to change by the employer as the needs 

of the employer and requirements of the job change.  
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