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Employment Opportunity
Town Manager
Department: Administration
Category: Management
Anticipated Hiring Range: $85,000–$100,000 DOQ
Status: Full-Time, Exempt
Closing Date: The Town of Coats will begin reviewing applications and conducting interviews as deemed appropriate. Applications will be accepted until the position is filled.
POSITION SUMMARY
The Town Manager serves as the Chief Administrative Officer of the Town of Coats and is responsible for the overall administration and day-to-day management of Town operations in accordance with policies established by the Board of Commissioners and applicable federal, state, and local laws, ordinances, regulations, and guidelines.
The Town Manager provides strategic, professional, and hands-on leadership for the efficient and effective operation of the Town. The position directs Town departments and employees; administers Town policies and programs; oversees financial and personnel operations; coordinates and administers the annual budget; implements policies and directives of the Board of Commissioners; and maintains effective relationships with residents, businesses, governmental agencies, and community stakeholders.
A primary responsibility of this position is the administration and coordination of the Town's planning, land use, zoning, development, and code enforcement activities. The Town Manager is expected to play an active role in guiding the orderly growth and development of the Town.
Work is performed under the general direction of the Board of Commissioners. The Town Manager exercises supervision, either directly or through department heads, over Town departments, operations, and employees.



ESSENTIAL DUTIES AND RESPONSIBILITIES:
This job description is not intended to be all-inclusive. The Town Manager may perform other related duties as assigned or required to meet the needs of the Town.
Municipal Administration and Leadership
· Directs and manages the day-to-day operations and administration of the Town and ensures the professional and efficient delivery of municipal services.
· Provides leadership and direction to Town departments and employees and promotes accountability, collaboration, professionalism, and high-quality public service.
· Develops, recommends, and administers Town policies, procedures, ordinances, and operational improvements.
· Ensures that applicable laws, ordinances, regulations, policies, and directives of the Board of Commissioners are faithfully and consistently administered and enforced.
· Identifies operational, organizational, financial, and community issues and develops practical solutions and recommendations.
· Represents the Town at meetings, public functions, professional organizations, and regional activities.
Planning, Zoning, Development and Code Enforcement
· Serves as the Town's primary administrative official responsible for coordinating and administering planning, land use, zoning, development, and code enforcement activities.
· Provides leadership and guidance for the orderly growth and development of the Town consistent with adopted plans, ordinances, infrastructure needs, and community goals.
· Administers and interprets Town ordinances and regulations related to zoning, land use, development, subdivisions, property maintenance, and other municipal codes.
· Reviews and coordinates development proposals, site plans, subdivision plans, rezoning requests, permit applications, and other land-use matters with property owners, developers, residents, consultants, engineers, attorneys, and governmental.
· Directly administers or oversees the Town's code enforcement activities, including the investigation and resolution of ordinance violations.
· Conducts or coordinates site visits and inspections as necessary in connection with planning, zoning, development, property maintenance, and code enforcement matters.
· Assists with long-range planning, development regulations, infrastructure planning, and community development initiatives.
· Prepares reports and recommendations for the Board of Commissioners regarding planning, zoning, development, and code enforcement matters.
Financial and Organizational Management
· Assists in development, preparation, and administration of the annual Town budget and provides oversight of financial operations, capital planning, and fiscal accountability.
· Reviews expenditures, purchasing activities, contracts, and budgetary matters within the scope of authority delegated by the Board of Commissioners.
· Identifies and pursues grants and other funding opportunities to support Town projects, infrastructure improvements, planning initiatives, and community development.
· Provides leadership, supervision, performance management, and professional development for Town employees and department heads.
· Administers personnel policies and procedures and takes or recommends appropriate personnel and organizational actions in accordance with Town policy and applicable law.
Board, Community and Intergovernmental Relations
· Attends and participates in meetings of the Board of Commissioners, public hearings, committee meetings, and other official functions; represents the Town in community, regional, and intergovernmental activities and promotes transparency, accountability, and public confidence in Town government.
· Provides professional information, reports, analysis, and recommendations to the Board of Commissioners regarding municipal operations and policy matters.
· Prepares and reviews agenda materials, reports, ordinances, resolutions, and other documents for consideration by the Board.
· Serves as a liaison with citizens, businesses, governmental agencies, regional organizations, and community stakeholders; receives and responds to citizen inquiries, complaints, and requests for information in a professional and timely manner.
Knowledge, Skills and Abilities
· Thorough knowledge of the principles and practices of public administration and municipal government.
· Knowledge of municipal budgeting, finance, personnel administration, strategic planning, and capital improvement planning.
· Knowledge of planning, zoning, land use, development review, property maintenance, and code enforcement practices.
· Knowledge of applicable federal, state, and local laws, ordinances, and regulations affecting municipal operations.
· Ability to provide effective leadership and supervision to Town employees and departments.
· Ability to analyze complex operational, financial, planning, and development issues and develop practical solutions.
· Ability to interpret and apply laws, ordinances, regulations, policies, and procedures.
· Ability to prepare clear reports, recommendations, correspondence, and presentations.
· Ability to communicate effectively and professionally, both orally and in writing.
· Ability to establish and maintain effective working relationships with the Board of Commissioners, employees, citizens, businesses, developers, governmental agencies, and the public.
· Ability to exercise sound judgment, discretion, tact, diplomacy, and professionalism in sensitive situations.


MINIMUM QUALIFICATIONS
Bachelor's degree from an accredited four-year college or university in Public Administration, Business Administration, Planning, Political Science, Finance, Economics, or a closely related field.
A minimum of five (5) years of progressively responsible experience in municipal or local government administration, including experience in municipal management, planning, zoning, land use, development, code enforcement, finance, personnel administration, or related municipal functions.
An equivalent combination of education, training, certifications, and progressively responsible experience that provides the required knowledge, skills, and abilities may be considered.
PREFERRED QUALIFICATIONS
· Master's degree in Public Administration, Business Administration, Planning, or a closely related field.
· Experience serving in a senior-level municipal management, planning, or administrative position.
· Experience in municipal planning, zoning, land-use administration, development review, and/or code enforcement.
· Experience in municipal budgeting, financial management, capital improvement planning, grant administration, personnel administration, or economic and community development.
· Completion of the UNC School of Government Municipal and County Administration Course or similar professional training.
· ICMA, AICP, or other relevant professional certification.

COMPENSATION AND BENEFITS
The Town of Coats offers a competitive salary and comprehensive benefits package. The anticipated salary range for this position is $85,000.00– $100,000.00, depending upon qualifications and experience.
Benefits may include:
· Health, dental, and vision insurance;
· Participation in the North Carolina Local Government Retirement System;
· 401(k) retirement plan and applicable Town contributions;
· Paid vacation leave;
· Paid sick leave;
· Paid holidays;
· Life insurance;
· Short-term and/or long-term disability benefits, as applicable;
· Professional development and training opportunities; and
· Other benefits as provided in accordance with Town Policies.

HOW TO APPLY
Interested candidates should provide a detailed employment history demonstrating progressively responsible leadership experience, supervisory and management experience, strong organizational and financial management skills, and significant accomplishments in local government or public administration.

A completed Town of Coats employment application, a detailed resume, a cover letter, and any other materials requested should be sent to: Jade Stone, Human Resources Administrator, at: 

	Via Mail:
Attn: Human Resources Dept.
Town of Coats
P.O. Box 675, Coats, NC 27521
	Via Email: 
hrtownclerk@coatsnc.org
Please include “Town Manager” in the subject line of your email.
	In Person:
25 East Main St.
Coats, NC 27521



The Town of Coats is an Equal Opportunity Employer.
This job description is intended to describe the general nature and level of work performed in this position. It is not intended to be an exhaustive list of all duties, responsibilities, qualifications, or working conditions associated with the position. Duties may be assigned or modified as operational needs require.
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