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GENERAL DESCRIPTION: 
The Township Manager is the Chief Administrative Officer of the Township, appointed by a five 
(5) member Board of Supervisors. The Manager receives direction from the Board and is
responsible for the general oversight and day-to-day Township operations, which includes full
management responsibility, leadership, and accountability for all Township departments,
including: Administration, Finance, Fire Services, Human Resources, Planning, Zoning and
Code Enforcement, Police, Public Works, Recreation (including a Community and Recreation
Center), and Technology.

SUPERVISION RECEIVED: 
Reports to the Board of Supervisors. 

SUPERVISION EXERCISED: 
Direct supervision of the Township department heads and indirect supervision of all other 
Township employees. 

ESSENTIAL JOB FUNCTIONS: 
Implements and oversees all policies and programs established by the Board. 

Directs and supervises the activities of all municipal departments and functions. 

Develops, manages, and balances annual operating and capital expenditure budget, 
administers the budget as approved, keeps the Board informed as to the financial condition 
and needs of the Township. 

Manages and supervises public improvements, works and undertakings of the Township. 

Appoints, suspends, removes, or otherwise disciplines Township employees below the level of 
Department Head; disciplines Department Heads with Board approval. 

Recommends policies for approval by the Board. 

Keeps the Board and the public informed regarding Township affairs. 

Prepares the agenda and attends all meetings of the Board with the right to take part in 
discussion but not to vote. 
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Ensures that all laws with respect to Township matters, as well as all acts of the Board, are 
faithfully observed.  

Negotiates contracts for the Township subject to the approval of and execution by the Board. 

Pursuant to the Board’s direction, participates in collective bargaining negotiations. 

Receives and investigates/oversees the investigation of internal and external complaints and 
suggestions, informs the Board of such matters, provides appropriate response.  

Researches grant and assistance programs available from other governmental agencies and 
keeps the Board informed as to the availability of these programs. 

Performs related duties and responsibilities as required and performs such other duties as are 
designated by the Board. 

The above are intended to describe the general nature and level of work being performed in 
this position; they are not intended to be an exhaustive list of all duties, responsibilities, and 
qualifications of this position.   

JOB STANDARDS: (Minimum qualifications needed to perform essential functions) 

Ability to fulfill bond requirement. 

Experience developing, managing, and balancing an annual operating and capital expenditure 
budget of similar complexity to the Township's.  

Excellent communication skills (verbal and written). 

Ability to analyze and interpret complex financial information. 

Ability to establish and maintain effective relationships with Department Heads and other 
internal Township staff as well as external contacts with the general public and others. 

Ability to provide high level of customer service to members of the public. 

Knowledge of laws, regulations and standards pertaining to local governments. 
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Demonstrated leadership ability. 

JOB LOCATION: (Place where work is performed) 
Montgomery Township Building, 1001 Stump Road, Montgomeryville,  PA. 

EQUIPMENT: (Examples of machines, devices, tools, etc., used in job performance) 
Telephone, cellular phone, computer and peripherals, Township vehicle. 

EDUCATION, EXPERIENCE, AND TRAINING: 
Four-year degree from an accredited college in Public or Business Administration, Finance, 
Planning, or a related field required.  

Master's Degree in Public or Business Administration, Political Science, or a closely related 
field or equivalent degree strongly preferred. 

Minimum of ten (10) years of direct experience as a municipal manager or assistant 
manager/senior executive, with experience in planning, organizing, and directing administrative 
and operational services, as well as municipal finance administration required.  

Professional credentialing and active involvement in municipal government professional 
organizations. 

Must possess or have the ability to obtain a valid Pennsylvania driver’s license. 

EMPLOYEE ACKNOWLEDGMENT: 

Per signatures below, I acknowledge that my manager has reviewed my job description with 
me, and I have been given the opportunity to ask any questions which I may have regarding 
this job description and any such questions were answered to my satisfaction. 

I understand that my signature below indicates that I have read and understand my job 
description and I have received a copy of my records. 

Employee Date 

Board of Supervisors Date 


