
Draft Position Description  
Town of Waterville Valley  

Town Manager 
Position Summary 
The Town Manager provides professional management, administrative, and supervisory 
functions for the  Town of Waterville Valley. Pursuant to RSA 37:6 and Select Board 
assignments, the primary responsibilities include coordinating the activities of the Town  
departments, developing long and short range plans, developing and administering budgets,  
overseeing economic development plans, and performing a variety of complex administrative  
and managerial functions to operations to ensure for efficient operation of the Town. 

Supervision Received  
Employee works pursuant to RSA 37:6, and acts under the policy direction of the Select 
Board. 
 
Supervision Given 
Employee is responsible for the direct supervision of Assistant Town Manager, department 
heads (currently six), and for the indirect supervision of all Town employees (currently 31 
FTEs). 

Essential Functions  
 

●​ Serves as the Chief Administrative Officer of the Town pursuant to RSA 37:6, 
responsible for the general administration of all Town affairs placed under the Town 
Manager’s charge by the Select Board. 

●​ Oversees the coordination of Select Board meetings, agendas, minutes and affairs.  
●​ Prepares Warrant Articles for annual Town Meeting and works with Town Moderator 

on Town Meeting logistics. 
●​ Implements the policies, ordinances, and votes of Town Meeting and the Select 

Board, and advises the Select Board on administrative, financial, and operational 
matters. 

●​ Works with Finance/Administrative Services to prepare, present, and administer the 
annual operating and capital budgets in accordance with RSA 32, including 
long-range financial planning, capital improvement planning, grant coordination, and 
financial reporting.  

●​ Ensures compliance with applicable federal, state, and local laws and regulations, 
including coordinating RSA 91-A issues and requests, municipal finance statutes, 
employment law, and applicable reporting requirements. 

●​ Serves as the primary liaison between the Select Board, Town staff, residents, 
visitors, and external partners, including state agencies, regional organizations, and 
neighboring municipalities, and takes point on public outreach and communications 
initiatives.  

●​ Works with Administrative Services to oversee HR/personnel administration 
●​ Represents the Town in intergovernmental, legal, and community settings, and 



maintains a visible and accessible presence within the community. 
●​ Provides operational leadership responsive to the unique needs of a resort-oriented 

community, including coordination of seasonal services, visitor impacts, 
infrastructure demands, and special events. 

●​ Supports long-range planning, housing initiatives, infrastructure investment, and 
community development efforts in coordination with appointed boards, commissions, 
and regional partners. 

●​ Other duties as may be assigned by the Select Board 
 

Minimum Qualifications 

A candidate for this position must have a Bachelor's Degree, with a Master’s Degree in  
Public Administration or Business Administration preferred; a minimum of five to seven 
years of  experience as a chief administrative officer for a municipality or comparable 
employer; or any combination of education, training and experience which provides the 
required  knowledge, skills and abilities to perform the essential functions of the job. Must be 
able to obtain a valid NH Motor Vehicle Operator’s License.  
 
 
Judgment  
 
Work is performed according to administrative or organizational policies, general principals,  
legislation or directives as they pertain to municipal operations. Extensive judgment and  
ingenuity are required to develop new, or adapt existing methods and approaches for  
accomplishing objectives or to deal with new or unusual requirements within the limits of the  
guidelines or policies. The Town Manager is recognized as the Town’s authority in  
interpreting the guidelines, in determining how they should be applied, and in developing  
operating policies. Errors can result in adverse public relations, delay or loss of service, legal  
repercussions and monetary loss to the Town.  

Work Environment 

Administrative work is performed in an office environment. There is  some outside work 
when visiting work sites, but work is primarily indoors. The position has  frequent contact 
with the public in person, in writing, via computer, the media, or on the  telephone, for the 
purpose of responding to inquiries, requests or complaints regarding  municipal operations. 
The position has frequent contact with members of the Select Board, Department Heads, 
representatives of local, state or federal agencies, members of  the local business community, 
the media, vendors and consultants doing business with the Town, legislators, members of 
Town boards/committees, and various groups and  organizations. Contacts usually occur in 
person, on the phone, in writing or via e-mail for  the purpose of giving or receiving 
information, coordinating and administering work,  resolving problems or responding to 
inquiries.   

 

 



Knowledge, Skills and Abilities  

 
Knowledge – A candidate for this position should have knowledge of:  

• Principles and practices of municipal government, personnel management,  
administration and finance (budgeting).  

• State and Federal statutes applicable to the jurisdiction and responsibilities of  
municipal government  

Skills – A candidate for this position should have skills in:  
• Public relations, presentation, public speaking and communication skills  
• Management, supervisory, organization, analysis, finance, and negotiation  
• Self motivation and discipline  
• Excellent organization skills  

Abilities – A candidate for this position should have the ability to:  
• Supervise subordinates in a positive and effective manner and to delegate  

authority effectively  
• Deal with disgruntled staff and citizens in a tactful manner  
• Establish and maintain harmonious and productive working relationships with  

municipal officials, law enforcement officials, state and federal agencies,  
legislators and the public  

• Negotiate and build consensus amongst a wide range of people including  members 
of Town boards and/or committee, Town employees and members of the  
community.  

• Effectively and diplomatically communicate both verbally and in writing.  

Physical and Mental Requirements  
 
Little or no physical demands are required to perform the work. Work effort principally  
involves sitting to perform work tasks, with intermittent periods of stooping, walking, and  
standing. There may also be some occasional lifting of objects such as office equipment or  
photocopy and computer paper (up to 30lbs.). Duties may involve assignments requiring  
application of a basic level of hand and eye coordination with finger dexterity and motor  
coordination. Examples include driving a motor vehicle or using a computer. Visual  
demands require the employee to constantly read and interpret documents for general  
understanding and for analytical purposes.  

Position Status – Permanent Full-time. Salaried Position. Full Benefits.  

Pay Range – No set pay grade or pay range. Salary established by Select 

Board 
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