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Mission: 

The mission of Town Management is to professionally implement council policies, oversee daily operations, manage 

resources (staff, budget, assets), and ensure efficient delivery of essential public services (police, fire-rescue, public works, 

and parks) to achieve the community's vision, acting as a non-partisan link between elected officials and staff to foster 

ethical, effective, and financially sound community development.  

 

Services Provided: 

▪ Policy Implementation: Execute laws and ordinances and implement policies set by the Town Council. 

▪ Operational Oversight: Supervise all Town departments and staff, ensuring smooth day-to-day functioning. 

▪ Financial Management: Prepare budgets, manage expenditures, and ensure fiscal accountability and transparency. 

▪ Service Delivery: Oversee essential services like public safety, public works, sanitation, recreation, and utilities. 

▪ Strategic Planning: Work with elected officials to develop long-term vision and goals for community growth. 

▪ Community Liaison: Serve as a link between the governing body, department heads, staff, and the public. 

▪ Human Resources: Recruit, hire, train, on-board, and fairly compensate employees; develop and distribute policies 

and oversee municipal insurances,  Department of Labor (DOL) safety compliance, and Social Services.   

▪ Performance Improvement: Develop metrics to measure service effectiveness and drive continuous improvement.  

Staff: 

Staff in the Town Manager's office include the Town Manager, Assistant Town Manager, Executive Assistant/Website 

Coordinator, Finance Director, Assistant Finance Director, Finance Coordinator, Human Resources Director, Payroll and 



Benefits Manager, Safety and Wellness Coordinator, Special Projects Administrative Assistant, and Social Services staff all 

working to implement Council policies, manage daily operations, budgets, and staff, and serve as the link between the 

Manager, departments, and the public.  

 

 

Key Roles & Responsibilities: 

Town Manager: The chief executive, responsible for day-to-day operations, implementing policies, managing finances, and 

overseeing all departments. 



Assistant Town Manager: Supports the Town Manager, handles special projects, policy implementation, and often acts 

as a deputy. 

Executive Assistant: Provides administrative support to the office; oversees special projects, provides website updates; 

and provides support to the Town Manager and/or Assistant Town Manager in their role as Municipal Ombudsman; speaking 

with residents regarding their concerns.  

Finance Department: Handles budgets, taxes, investments, and financial reporting. 

Human Resources: Manages personnel, hiring, payroll and benefits, oversees Social Services and compliance for all Town 

employees. 

Administrative Assistants/Coordinators:  Provide clerical support, manage communications (phones, mail), schedule 

meetings, and handle public inquiries.  

Equipment and Assets: 

The Town Manager’s office equipment consists of office computers and cell phones for senior staff.  

Budget Narrative: 

Essentially, the Town Manager's office is the central hub for running the Town's administration, ensuring services are 

delivered efficiently, and translating Council decisions into actionable government functions. Core functions include: 

 

▪ Public Relations: Communicating with residents and acting as a liaison for the elected officials.  

▪ Policy Implementation: Executing laws and ordinances set by the council/select board. 

▪ Budget Management: Preparing and managing the Town's annual budget. 

▪ Inter-departmental Coordination: Ensuring smooth operations across all municipal departments (Police, Public 

Works, Parks, etc.). 
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