TOWN OF HARTFORD
JOB DESCRIPTION

TOWN MANAGER

FLSA Designation: Exempt
Revised: June 1, 2023

Nature and Scope of Position

The Town Manager serves as the Chief Executive Officer of the Town of Hartford and is charged
with the efficient and effective administration of town departments as outlined in the Hartford
Town Charter and the Town Manager Statute (24 V.S.A. § 1231-1243).

The Manager is responsible for all day-to-day operations of the Town across a wide spectrum of
operational areas. The Manager is ultimately responsible for developing and managing the
annual budget, overseeing all personnel matters, implementing Selectboard decisions, delivering
town services in a cost-effective manner, and identifying strategic opportunities for the Town.

Essential Job Functions

The Manager serves as the critical link between the Selectboard and the staff and is responsible
for the following duties and responsibilities:

Serve as the principal advisor and staff member to the Selectboard; ensure that
Selectboard meetings are well staffed with clear, concise materials and action items that
facilitate the work of the board.

Facilitate the development of policy-oriented goals and objectives at the Selectboard
level and implement those goals and objectives through the Department Heads and other
staff.

Cultivate an accomplished team of Department Heads and facilitate their collaboration in
support of Town priorities; provide the supervision and performance management
necessary to build a high-performance organization.

Ensure the preparation and implementation of various Town budgets and capital
programs and periodic reporting on the financial condition of the Town; serves as chief
procurement officer for the Town.

Develop or maintain a deep knowledge of Vermont municipal management and the laws,
best practices, and emerging trends in the field; serve as resident expert on Town
government that supports all citizens ability to serve on the Selectboard.

Take a leadership role, directly or indirectly, on major Town agreements such as union
contracts, insurance settlements, and legal matters.



Serve as primary press contact for the Town, unless a Department Head or Selectboard
Chair is more appropriate due to the subject matter.

Serve as a principal representative of the Town; regularly engage with stakeholders,
partner organizations, and the general public. Appear formally and informally at Town

and community events.

Develop and maintain an organizational culture that is inclusive and accessible to all
perspectives.

Provide the Selectboard with strategic advice that includes professional expertise of the
staff, operational constraints, and legal requirements.

Provide the Selectboard with regular status reports on priority projects.

Knowledge, Skills, and Abilities

Strong, working knowledge of local government.

Ability to think strategically and anticipate possible outcomes based on knowledge and
experience.

Ability to build consensus and find common ground between different perspectives.
Strong project management skills.
Ability to gain the trust and respect of others.

Ability to use tact and diplomacy to express disagreement or concerns to others while still
serving as a strong collaborator.

Ability to inspire confidence of others.
Ability to accept constructive criticism, communicate, and work well with others.

Ability to build and maintain effective relations with State and Federal agencies, Town
leadership, business leaders, and community stakeholders.

Ability to drive and travel locally and statewide.



Education, Training, and Experience

e Bachelor’s Degree required; a relevant advanced degree such as public administration,
business management, or public policy may be helpful.

e At least seven years of public management experience.
e Working knowledge of principles and practices of public administration.

Physical Demands / Work Environment

This is an office-based position. The Manager is expected to have a physical presence throughout
the Town. While performing the duties of this job, the employee is required to communicate
frequently with the public and other staff members, operate office equipment, move throughout
the Town, and travel throughout the State. The employee is often required to sit for long periods
of time. The employee must occasionally lift and or move up to 25 pounds.
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