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POSITION DESCRIPTION
Town Coordinator








 
Appointed Position, Grade 18
Time: 40 hours per week

GENERAL PURPOSE   
Provides professional routine and complex administrative management and technical assistance to the Select Board.

SUPERVISION RECEIVED 
Works under the general supervision of the Select Board.

ESSENTIAL DUTIES AND RESPONSIBILITIES
The employee may have access to confidential and/or sensitive information, the disclosure of which would cause a significant breach of trust and seriously damage the reputation of the department. Accordingly, the employee must ensure the confidentiality and security of sensitive information. 

ADMINISTRATIVE:

Prepares and posts agenda, and attends Select Board meetings; prepares minutes and performs follow-up administrative tasks as directed. Maintains Select Board meeting minutes electronically and in hard copy format. 
Represents Select Board in responding to inquiries from the public. Acts as liaison to Town Employees, Boards, Committees, and Department Heads.
Keeps important Town contact information updated as needed and distributes any changes to all departments/committees.
Plans, researches, recommends, and implements policies and procedures as directed by Select Board. Disseminates information as needed. Maintains policies in electronic and hard copy format.

Provides research, analysis, recommendations, coordination, and oversight on special projects as needed.
Serves as liaison to county, state, federal, and regional agencies on behalf of the Town and as directed by the Select Board; may include liaison to state and federal representatives; may include attending meetings and/or training as needed.
Procures office supplies/equipment and assures appropriate stock of materials, as necessary. Administrates municipal purchasing accounts.
Manages budget accounts under the authority of the Select Board; prepares bill schedules bi-weekly for payment; ensures timely submittal and checks for accuracy. Contacts vendor as needed for discrepancies. Reviews operating and special accounts on a periodic basis and works with the Town Accountant to ensure accuracy.
Under direction from the Select Board, assists Boards, Committees, and Department Heads with researching and development of Town bylaws. Acts as liaison with Town Counsel on legal issues for Boards, Committees, and Department Heads.
Functions as Personnel Officer as directed by Select Board. Tasks include Employment postings, administering appointment letters and forms, maintaining confidential personnel files, job description updates, maintains personnel policy, and distributes changes upon approval of Select Board. Meets annually with insurance representative; manages worker’s comp, auto and building claims, ensures policies are updated as needed including auto fleet and property & casualty. Acts as administration official where insurance policies are concerned as voted by Select Board in 2003 – makes inquiries, updates coverage as needed, provides annual budget numbers and keeps apprised of coverage changes and relays same to Select Board for review. Attend trainings as needed.
Assures compliance with equal opportunity, federal and state Department of Labor requirements and reports to Select Board as appropriate.
Maintains Select Board files and correspondence. Collects daily mail and distributes to all departments. Supervises keys to all Town buildings and offices. 
Maintains and troubleshoots Town website. Updates regularly with meeting postings, announcements, town events. Assists other employees with website use.

IT troubleshooting as needed. Liaison to Town’s IT provider.
ANNUAL TOWN MEETING:

Responsible for coordination and preparation of Annual Town Report: Initiates and coordinates departmental, school, and regional submissions, edits as needed and ensures timely receipt to meet deadline for layout and printing. Coordinates layout, printing, and distribution.

Drafts Annual Town Meeting and Special Town Meeting warrants with input from Town Clerk and Accountant as needed. Ensures accuracy and timely posting with adherence to MGL Ch. 39, s. 9, and the Heath General Bylaws.
Prepares and distributes departmental budget requests for input by department heads. Relays all budget requests to Select Board and Finance Committee for review. 
Prepares and updates annual budget spreadsheet for review by Select Board and Finance Committee. Accuracy critical. Includes operating accounts, warrant article items, salary information and all departmental budget requests. Schedules budget hearings and makes any updates as required.

Prepares annual salary/payroll budgets for review by Select Board and Finance Committee. Updates Heath’s portion of FRCOG salary survey annually. Provides comparison data as requested by Select Board.
CONTRACT MANAGEMENT AND BUILDING MAINTENANCE:
Researches and advises Select Board and other departments of grant opportunities; assists with preparation of essential components of application, and administration. Assists with lobbying efforts through contact with legislators. Schedules hearings and timely posting of meetings.
Follows up on building maintenance items as directed by the Select Board including bids for installation/repairs, communication with contractors, elevator, fire safety equipment, security alarm inspections and/or heating issues, etc. Coordinates with Building Maintenance Coordinator as needed.

DESIRED MINIMUM QUALIFICATIONS
Graduation from a college or university with a bachelor's degree in public administration, political science, or a closely related field, and two (2) years of related experience; or any equivalent combination of education and progressively responsible experience. Working knowledge of the principles and practices of modern public administration; working knowledge of modern records management techniques. Skill in operation of listed tools and equipment. Ability to accurately record and maintain records; ability to establish and maintain effective working relationships with employees, supervisors, other departments, officials, and the public. Ability to communicate effectively verbally and in writing. Accurate typing skills and interpersonal skills are essential for effective communication with town personnel and the public. Attention to detail and deadline oriented/effective time management critical to ensure smooth operation of Select Board business. Ability to regain focus following frequent interruptions.

SPECIAL REQUIREMENTS
None


TOOLS AND EQUIPMENT USED
Personal computer, including word processing, spreadsheet, and database software; calculator; phone; copy/scan/fax machine; website management.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is frequently required to sit and talk or hear, use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to walk.
The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus. 

WORK ENVIRONMENT
The work environment characteristics described 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 noise level in the office work environment is usually quiet to moderate. Frequent interruptions are to be expected. 

SELECTION GUIDELINES 
Formal application, rating of education and experience; oral interview and reference check; job related tests may be required. 
The duties listed above are intended only as illustrations of the diverse types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.
The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 
APPROVED BY THE SELECT BOARD:  FEBRUARY, 2003, FEBRUARY, 2005, 
FEBRUARY, 2014, JULY, 2019,
MARCH 2022
DRAFT REVISION AUGUST 2025
