TOWNSHIP MANAGER

RESPONSIBILITIES

Administer the day-to-day operations of the Township government Delegating responsibility and authority for performance of assigned functions to Township staff.

Prepare short term and long term Township government objectives and recommend them to the Board of Supervisors.

Prepare plans and programs for attainment of the objectives approved by the Board of Supervisors.

Determine priorities of projects to meet objectives approved by Board of Supervisors and program expenditures based on cash flow.

Serve as liaison between Board of Supervisors and all Township Authorities, Commissions and Committees.

Develop and administer Township personnel policies, procedures and programs.

Originate and maintain contacts with Federal, State and County agencies, and other organizations, with whom the Township conducts business.

Maintain public relation contacts with Township residents.

Serve as contact with current, and potential, Township business people and land developers to maintain affirmative public/private relationship.

Prepare specifications and bid proposals for all Township projects required to be performed by contact.

Supervise performance and faithful execution of all contracts let by the Township.

Serve as purchasing officer of the Township.

Prepare the agenda, and provide all necessary information, for all meetings of the Board of Supervisors and all commissions and committees of the Township.

Review applications of prospective Township employees, interview and hire, with approval of the Board of Supervisors.

Prepare and submit to Board of Supervisors, annual budget including capital improvement program.

