Town of Kenansville

Job Position:Town Manager

Description
Performs Highly Responsible Professional And Administrative Work Directing And

Managing All Operations Of The Town of Kenansville. The Town Manager Serves As The
Chief Administrative Officer And Is Responsible For Providing Strategic Leadership,

Ensuring Efficient And Effective Municipal Operations, Maintaining Strong Relationships
With The Town Board, Staff, Residents, And Community Stakeholders, And Fostering A
Culture Of Accountability, Transparency, And Public Trust. Work Is Performed Under The
General Supervision Of The Town Board. Supervision Is Exercised Over All Town Staff.

Essential Functions/Typical Tasks:

Manages And Directs All Daily Operational Activities Of The Town Through Direct
Communication With Department Heads, Ensuring The Professional Administration
Of All Town Affairs.

Ensuring That All Ordinances, Regulations, Policies, And Directives Of The Town
Board Are Faithfully, Fairly, And Consistently Administered And Enforced.

Provides Visible, Engaged Leadership By Maintaining A Regular Presence Within
Town Departments, Participating In Community Events, And Representing The Town
At Public Functions, Meetings, And Regional Organizations.

Demonstrates Sound Judgment And Practical Decision-making In Addressing
Operational, Personnel, Financial, And Community Matters.

Directs The Activities Of All Town Departments And Promotes Collaboration,
Accountability, And High-Performance Service Delivery.

Develops, Reviews, And Recommends Town Policies, Procedures, Ordinances, And
Operational Improvements To The Town Board.

Reviews Department Operating Budgets And Prepares And Submits An Annual
Balanced Budget To The Town Board For Approval.

Oversee The Town’s Financial Management, Including Budget Administration, Long-
range Financial Planning, Capital Improvement Planning, And Fiscal Accountability.

Identifies, Pursues, Prepares, And Administers Grant Opportunities To Support Town
Projects, Infrastructure Improvements, And Community Development Initiatives.
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¢ Attends And Participates In Town Board Meetings, Board Meetings, Public Hearings,
And Other Official Functions, Providing Professional Recommendations And
Necessary Information.

¢ Reviews And Prepares Reports, Agenda Materials, And Recommendations For The
Town Board And Various Boards, Commissions, And Committees.

o Meets And Confers With Citizens, Businesses, Civic Organizations, And Community
Groups To Address Concerns, Promote Communication, And Build Public
Confidence.

o Serves As The Town's Liaison With Local, State, And Federal Agencies, Regional
Organizations, And Community Partners.

o Reviews, Approves, And Signs Documents Related To Personnel Actions,
Expenditures, Contracts, Purchasing, Use Of Town Facilities, And Other
Administrative Matters.

¢ Receives And Responds To Citizen Inquiries, Complaints, And Requests For
Information In A Professional And Timely Manner.

¢ Performs Related Duties As Assigned.

Qualifications
¢ Comprehensive Knowledge Of The Principles And Practices Of Public
Administration And Municipal Government.

e Comprehensive Knowledge Of Municipal Budgeting, Finance, Accounting
Principles, And Financial Management.

e Comprehensive Knowledge Of The Laws, Ordinances, And Regulations Governing
Municipal Corporations.

¢ Knowledge Of Grant Research, Grant Writing, Grant Administration, And
Compliance Requirements.

e Strong Leadership And Organizational Skills With The Ability To Motivate, Mentor,
And Develop Staff While Fostering Teamwork And Accountability.

o Demonstrated Integrity, Professionalism, And The Ability To Earn And Maintain The
Trust And

¢ Confidence Of The Town Board, Employees, Residents, And Community
Stakeholders.
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e Ability To Exercise Sound Judgment, Practical Decision-making, And Common
Sense In Addressing Complex Issues.

e Ability To Analyze Complex Problems And Develop Effective, Practical Solutions.

¢ Excellent Written And Verbal Communication Skills With The Ability To Prepare Clear
Reports, Memoranda, Correspondence, And Presentations.

e Ability To Establish And Maintain Effective Working Relationships With Town Board,
Department Heads, Employees, Governmental Agencies, Businesses, And The
Public.

e Ability To Represent The Town Professionally Through An Active Presence In
Departments, Meetings, Community Events, And Public Engagements.

Education And Experience
o Bachelor’s Degree In Public Administration, Business Administration, Political
Science, Finance, Or A Closely Related Field Is Required. A Master’s Degree In
Public Administration, Business Administration, Or A Related Field Is Preferred.

e Minimum Of Two (2) Years Of Experience In A Executive Leadership Role Within A
Local Or Municipal Government Organization Is Required.

e Experience In Municipal Budgeting, Financial Management, Strategic Planning,
Personnel Administration, Grant Writing And Administration, And Economic Or
Community Development Is Highly Desirable.

Special Requirements
¢ Possession Of A Valid North Carolina Driver's License Or The Ability To Obtain One.

Work In This Position Is Generally Sedentary, But May Require Occasional Exertion Of Up To
10 Pounds Of Force, And A Negligible Amount Of Force Frequently Or Constantly To Move
Objects; Work Requires Reaching, Standing, Fingering, Grasping, Walking, And Repetitive
Motions, With Reasonable Accommodation If Requested. Work In This Position Requires
The Ability To See, Hear, Lift, Move Between Job Sites, And Talk To Perform The Tasks Listed
Above. Work Requires Dexterity In The Hands For Typing And Operation Of Standard Office
Equipment.

Salary
Compensation is Negotiable.

Benefits
State Managed Retirement Plan, 5% Contribution To 401k, Health, Dental, Vision And Life
Insurance, Paid Sick, Vacation And Holiday Leave.
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