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Town of Warwick

Job Description
Job Title:
Town Coordinator / Clerk to the Selectboard

Reports To: 
Selectboard

Hours:
20 Hours per Week (preferably 3 office hours per weekday (ideally including Monday evenings) plus dedicated
 hours.)
Position Summary 
Provides management assistance and counsel to the Selectboard in the efficient operation of town business.  The Town Coordinator / Clerk to the Selectboard shall act on behalf of the Selectboard in any manner they may assign relating to the administration of the affairs of the town or of any town office or department under their supervision and control.  The Town Coordinator / Clerk to the Selectboard is hired by the Selectboard and serves as an at-will employee under their direction.
Essential Duties
Is responsible for the day to day operation of Town government, including managing the Town Hall on scheduled work days, (e.g. oversee scheduling of auditorium, kitchen, and Boards Room, ensure proper maintenance, draw up a schedule of equipment maintenance, etc.) and setting up and maintaining a filing system for Selectboard papers.
Facilitates communication among townspeople, boards, committees, departments, and other town entities.
Assists town officials in the preparation of annual operating and capital budgets and, in a timely manner, provides them in a tabular (MS Excel®) format to the Finance Committee.
Researches and prepares grant applications and, as required, administers grants.
Provides administrative and planning assistance and coordination to boards and committees regarding Town issues as directed by the Selectboard.

Researches, analyzes and prepares reports as required and submits recommendations to the Selectboard.

Provides administrative information and assistance and coordination with various boards and committees as directed by the Selectboard.

Prepares agendas and supporting documents for Selectboard meetings, posts draft agendas throughout the intervals between meetings as issues arise; in coordination with Selectboard chair, attends these and other meetings as required.

Receives citizen and employee inquiries and concerns and refers them to the Selectboard for action, as needed, reporting significant incidents and trends to the Selectboard.
Serves as Chief Procurement Officer, securing goods and services for the town and preparing information for the Selectboard’s review for more costly goods and services.
Works with department heads to develop specifications, provide bidding documents, and advertise and coordinate bidding procedures. 

Monitors all insurance and bonding policies and practices and makes recommendations to the Selectboard.

Suggests solutions to municipal problems, based on past experience, state law and local bylaws, factors unique to the local situation and standard management guidelines.

Studies provisions of the Massachusetts General Laws related to Town matters and consults with Town Counsel regarding the interpretation and impact of laws and agency regulations when so directed by the Selectboard.
Serves as a liaison with local, state, county or federal agencies, committees or departments as the Selectboard directs.
Acquires and maintains professional competencies through participation in relevant workshops and seminars.

Coordinates annual licensing activities. 

May assist department heads in resolving personnel issues.

Assists the Selectboard in policy development.

Supervisory Responsibilities

Supervises Town Secretary, Town Hall Custodian, all volunteers, and any others delegated by the Selectboard.

Education, Experience and License Requirements

Working knowledge of the procedures and principles of municipal government and public administration preferred.
Working knowledge of applicable state and federal laws and regulations, town by-laws and federal and state grants preferred.
Excellent oral and written communication skills. 

Excellent interpersonal skills and ability to work effectively and with tact in dealing with diverse groups of people, including state and federal agency personnel, town officials, employees and citizens.

Bachelor's degree in public or business administration or related field or equivalent experience. 
Three to five years related municipal government, public administration experience, private business experience or a combination thereof strongly preferred.

Computer competency required.

Physical Demands 

The physical demands here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

The employee must occasionally lift and/or move up to 30 pounds:

While performing the duties of this job, the employee is regularly required to sit and move about, squat, bend, reach and twist; use hands to finger, handle or feel objects, tools or controls; reach with hands or arms and talk and hear.

Specific visual abilities required by this job include close vision, depth perception and ability to adjust focus.


Employee must be able to operate standard office equipment, including but not limited to: personal computer, telephone, calculator, fax machine, typewriter and copy machine.

Work Environment 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

Continuous contact with, and interruptions by, the public and other Town Hall office workers is an expected part of each workday.

Travel outside of Franklin County will be considered a regular part of employment; access to appropriate transportation required; the Town will pay a mileage allowance for travel approved by the Selectboard. 

Must have ability to adjust work schedule to accommodate periods of extreme activity.

Selection Guidelines 

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statement of duties does not exclude them from the position of the work that is similar, related or a logical assignment to the position.

This job description does not constitute an employment agreement between the employer and employee, and is subject to revision by the employer if there is a change in the needs of the employer and requirements of the job.

Affirmative Action: The Town of Warwick is an Equal Opportunity/Affirmative Action Employer.  Town Coordinator
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� Hours when the Coordinator is unavailable except by appointment to allow for uninterrupted concentration.
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