
Town of Westford​
TOWN ADMINISTRATOR​

JOB DESCRIPTION​
Last updated: May 2025 

Nature of Position 
The Town Administrator manages daily operations of the Town and supports the Selectboard in 
fulfilling its responsibilities. This role oversees functions not specifically assigned elsewhere and 
works with staff, volunteers, and officials to implement Board policies. 

Appointment, Supervision, and Evaluation 
Appointed, supervised, and evaluated by the Selectboard. Subject to Town personnel policies 
and must comply with state eligibility laws (17 V.S.A. §2647). 

Primary Responsibilities and Duties: 
●​ Implements Selectboard policies and oversees Town functions; keeps the Board 

informed and makes recommendations. 
●​ Attends Selectboard meetings and prepares agendas for Selectboard meetings and 

ensures compliance with open meeting laws. 
●​ . 
●​ Acts as liaison between the Selectboard and Town staff, committees, and the public. 

Serves as an ex-officio member of all Town committees, with the right to attend and 
participate in meetings as desired or directed by the Selectboard. 

●​ Prepares and administers the annual Town budget and capital planning in coordination 
with the Treasurer and other Town departments; submits the budget to the Selectboard 
for review and approval. 

●​ Supports, in coordination with the Treasurer, financial operations, audits, tax collection, 
and purchasing in accordance with Town policies and where not managed by other Town 
departments. 

●​ Prepares the annual Town Report with input from the Selectboard, other Town 
departments, and outside entities; distributes the Town Report prior to the Town Meeting 
and in accordance with State Statute. 

●​ Oversees, with Selectboard input, all departments and staff not managed by others, 
including HR functions and employee supervision. 

●​ Manages Town properties. 
●​ Represents the Town to the public, other municipalities, and outside agencies and 

coordinates public communication. 
●​ Manages grants, develops and carries out an action program and calendar of projects, 

enforces ordinances and policies, maintains the website, and assists with annual Town 
Meeting logistics. 

●​ Maintains certifications assigned by the Selectboard including Emergency Management 
and CDL Alcohol & Drug Testing Coordinator; participates in continuing education. 

●​ Performs other duties as assigned by the Selectboard. 



Qualifications and Skills 
Preferred qualifications include an associate degree in public/business administration or related 
field, and 3–5 years of relevant experience. Strong knowledge of municipal finance, government 
operations, and state/federal laws is expected. The Administrator should have excellent 
customer service, communication, leadership, and problem-solving skills, be organized, 
tech-savvy, and capable of working both independently and collaboratively. A commitment to 
confidentiality, professionalism, and ongoing development is essential. 

Working Conditions 
This is a salaried, exempt position per the Town Personnel Policy. The role includes regular 
office hours as well as evening and off-site obligations. See Town’s Personnel Policy for more 
information.  

Acknowledgment 
I acknowledge that I have received and read this job description. 
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