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Swanzey, New Hampshire 
Town Administrator Job Profile

OVERVIEW 

The Town of Swanzey Board of Selectmen invite you to

learn about the opportunity to serve as our Town

Administrator.

We are looking for an enthusiastic, creative, and

organized, early to mid career local government

professional to continue the progress we’ve made in

our community by sustaining our history of

professional and stable leadership.

Current priority areas include economic development,

infrastructure, facilities, historic and open space

preservation, grants, staff development, and more.

We encourage you to explore our latest Town Reports

and meetings to learn more about what’s happening. 

We look forward to hearing from you.

~ $8M BUDGET~ 7,270+ RESIDENTS ~ 50 FTES 45 SQ MILES

The Town of Swanzey is the second largest community in Cheshire County, located in the

southwest corner of New Hampshire near Keene and close to both Massachusetts and Vermont. 

Swanzey includes the villages of Swanzey Center, North Swanzey, East Swanzey, West Swanzey,

and Westport. Scattered throughout the beautiful countryside of Swanzey are four historic

covered bridges, a number of historic buildings, as well as beautiful natural & recreation areas. 

Swanzey is busy and growing, with approximately 500 housing units under construction or slated

for approval. Swanzey is the largest community in the Monadnock Regional School District.

Swanzey is a historic and growing small town. Adjacent to abundant nature but  still close

to some of New Hampshire and Vermont’s commercial and cultural centers. 

ABOUT SWANZEY, NEW HAMPSHIRE

POSITION SUMMARY

The Town Administrator works under the direction of the

three-member Board of Selectmen. Swanzey is an

Official Ballot SB2 community. 

The Town Administrator serves as the day-to-day leader

of the full-service municipal organization as its Chief

Administrative Officer, supporting the Board of

Selectmen, coordinating and overseeing projects and

policies in Town departments, providing advice in a wide

range of areas, and ultimately helping the Board

organize and implement an agenda that is driving

Swanzey’s growth.

Our Board of Selectmen and the community value and

support our employees. The board is enthusiastic about

supporting the Town Administrator’s growth by making

professional development a priority.

Photo credits: Town of Swanzey

http://swanzeynhta.com/
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SWANZEY, NEW HAMPSHIRE |  TOWN ADMINISTRATOR JOB PROFILE

ESSENTIAL FUNCTIONS

As the CAO of an active full service municipal

government, the Town Administrator,

Acts as the day-to-day representative of the Board

of Selectmen, helps prepare agendas and attends

and advises at all Board meetings. 

Assists the Board of Selectmen with employee

hiring, training, evaluation and discipline for all

departments of the Town. Enforces personnel

policies of the Town. 

Oversees the day-to-day operations of all Town

departments and functions, including: human

resources, finance, assessing, collecting, code,

planning/land use, police, fire, recycling, public

works, wastewater, recreation. 

Coordinates with departments on the management

of projects and development and adoption of

policies and procedures, ordinances, and by-laws

for Selectmen’s consideration as necessary.

Serves as a point of contact with various regional

and state contacts.

Communicates official plans, policies and

procedures to staff and the general public. 

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. 

Coordinates and oversees procurement.

Maintains professional membership in at least one

municipal management association.

Monitors proposed and new state legislation

NEXT STEPS AND APPLY

POSITION DETAILS

CANDIDATE QUALIFICATIONS

Required qualifications: 

Degree from an accredited four year college or

university with a concentration/major in public

administration, political science, business

management or closely related field. 

Five (5) or more 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

for municipal administration. 

We encourage candidates who have a unique or

atypical mix of experience and education that

demonstrates an ability to be successful in the role

apply, including those with military service. 

This position is a fulltime, primarily in-office position

with occasional remote work. Town Hall is open M-Th

8-5 and 8-12 on Friday, and this position will

periodically require work outside of those hours. The

Town Administrator attends all Board of Selectmen

meetings and other meetings as needed. 

The salary range for the Town Administrator is

between $100,000 - $130,000 DOE. 

Swanzey offers comprehensive and competitive

benefits, including health, dental, vision, retirement,

PTO, and a generous health insurance buy-out. 

There is no residency requirement, but ideal

candidates will live within reasonable commuting

distance to Swanzey.

Learn more: Visit SwanzeyNHTA.com

To apply: Visit SwanzeyNHTA.com and fill out the brief

application form with resume, cover letter, and

professional references. 

Timeline: Applications will be reviewed on a rolling basis

beginning on March 3rd, 2025.

MORE INFORMATION

Full job description (pdf)

Town website

Town reports 
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