


Town Manager
General Definition of Work
Performs highly responsible professional and administrative work directing and managing all operations of the Town. 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 Council, 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 Council. 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 Council are faithfully, fairly, and consistently administered and enforced.
· Provides visible, engaged leadership by maintaining a regular presence within Town departments, attending staff meetings, 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 Council.
· Reviews department operating budgets and prepares and submits an annual balanced budget to the Town Council 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.
· Attends and participates in Town Council meetings, committee 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 Council and various boards, commissions, and committees.
· Meets and confers with citizens, businesses, civic organizations, and community groups to address concerns, promote communication, and build public confidence.
· Serves as the Town's liaison with local, state, and federal agencies, regional organizations, and community partners.
· Facilitates community member and stakeholder participation in and contributions to Town committees, activities, and initiatives.
· 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.
Knowledge, Skills and Abilities
· Comprehensive knowledge of the principles and practices of public administration and municipal government.
· Comprehensive knowledge of municipal budgeting, finance, accounting principles, and financial management.
· Comprehensive knowledge of the laws, ordinances, and regulations governing municipal corporations.
· Knowledge of grant research, grant writing, grant administration, and compliance requirements.
· Strong leadership and organizational skills with the ability to motivate, mentor, and develop staff while fostering teamwork and accountability.
· Demonstrated integrity, professionalism, and the ability to earn and maintain the trust and confidence of the Town Council, employees, residents, and community stakeholders.
· Ability to exercise sound judgment, practical decision-making, and common sense in addressing complex issues.
· 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.
· Ability to establish and maintain effective working relationships with Town Council, department heads, employees, governmental agencies, businesses, and the public.
· Ability to represent the Town professionally through an active presence in departments, meetings, community events, and public engagements.
Education and Experience
· 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.

· Minimum of two (2) years of experience in a executive leadership role within a local or municipal government organization is required.

· 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.
· Residency within the Town limits is preferred but not required.
· Residency within Hertford County is required within twelve (12) months of employment.
Physical Requirements
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. 
The Town of Ahoskie is an equal opportunity employer. No applicant for employment shall be deprived of employment opportunities or otherwise adversely affected as an employee because of such individual's race, religion, color, sex, national origin, sexual orientation, age, veteran status, marital status, political affiliation, non-disqualifying disability, genetic information, or on the basis of actual or perceived gender as expressed through dress, appearance or behavior.




