
OVERVIEW 

The Town of Westford Selectboard 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 help us

drive several projects, modernize our

operations, engage with the community,

and facilitate staff retention and

recruitments.

We encourage you to explore our latest

Town Reports and meetings to learn more

about what’s happening. 

~ $2.6M BUDGET~ 2,000 RESIDENTS ~10 FTES 40 SQ MILES

ABOUT WESTFORD, VERMONT

KEY PRIORITIES

Photo credits: Town of Westford

Create and implement plan for Town-owned

properties. The new TA will need to develop plans with

stakeholders for the ‘1705’ property next to Town

Offices, and identify, fund, and implement several

facility upgrades and renovations as part of broader

capital planning efforts. 

Create digital communication tools. Ranging from

more online permit/processes to electronic

communication platforms, the new TA will be

responsible for continuing to modernize Westford’s

operations and engagement with the public.  

A focus on hiring and retention. The new TA will be

responsible for continuing to find ways to support and

retain existing staff, as well as to identify hiring needs

and help the town become as close to fully staffed as

possible. 

The Town of Westford is located about 20 miles away from Burlington. One of the last rural towns

in Chittenden County, Westford offers beautiful Vermont landscapes and nature without being

too far from the City. 

Westford is a very engaged community with collaborative volunteers, and a dedicated and

welcoming staff that almost all live in Westford and who are deeply connected to the community. 

Westford is a desirable place to live, with a small local elementary school which is part of the

Essex Westford School District, a great local goods store, vibrant farmer's market, and several

active civic organizations. 
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WESTFORD, VERMONT |  TOWN ADMINISTRATOR JOB PROFILE

ESSENTIAL FUNCTIONS

As the CAO to the Town government, the Town

Administrator,

Implements Selectboard policies and oversees

Town functions; keeps the Board informed and

makes recommendations.

Prepares agendas and attends and advises at all

Board meetings. 

Acts as liaison between the Selectboard and Town

staff, committees, and the public. 

Prepares and administers the annual Town budget

and capital planning in coordination with the

Treasurer and other Town departments.

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 and distributes the annual Town Report.

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.

NEXT STEPS AND APPLY

POSITION DETAILS

CANDIDATE REQUIREMENTS

Preferred Qualifications: 

Associates or Bachelors degree with a

concentration/major in public administration,

political science, business management or  related. 

Prefer 3-5 years of experience in the field of

municipal administration or similar field, at either a

director or Town Administrator/Town Manager or

related experience 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. 

Successful candidates will be personable, good

listeners, and detailed oriented, able to be self-

motivated/organized and skilled with balancing being a

friendly and direct manager. 

This position is a fulltime, primarily in-office position

with occasional remote work. Town Offices are open

M-Th 8:30-4:30pm and 8:30-1 on Friday. This position

will periodically require work outside of those hours.

The Town Administrator attends all Selectboard

meetings.

The salary range for the Town Administrator is

between $70,000 - $90,000 DOE. 

Westford offers comprehensive and competitive

benefits, including health, dental, vision, retirement,

PTO. 

There is no residency requirement, but the TA should

live within reasonable commuting distance

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

application form with resume, cover letter &  references.

Timeline: Applications will be reviewed on a rolling basis

beginning on June 13th. 

LEARN MORE 

Full job description (pdf)

Town website

Profile website

The Town of Westford is an Equal Opportunity Employer

A quick overview from your recruiter and

Westford’s Selectboard Chair
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