Chapter 19
Article XII

TOWNADMINISTRATOR

§19-26. Duties.

The Town Administrator shall be appointed by the Select Board and shall have the following duties:

A.

Chief Administrative Officer. The Town Administrator shall serve as the Town's Chief Administrative
Officer, shall act as the agent for the Select Board and shall be responsible to the Select Board for the
proper operation of Town affairs for which said Town Administrator is given responsibility under this
bylaw. The Town Administrator shall supervise, direct and be responsible for the efficient
administration of all departments and employees under the jurisdiction of the Select Board and all
functions for which the Administrator is given responsibility, authority or control by the Town of
Boxford bylaws, Town Meeting vote, or by vote of the Select Board. He/she shall coordinate with all
committees, commissions and officials not under the jurisdiction of the Select Board.

Chief Personnel Officer. The Town Administrator shall exercise overall responsibility for human
resources for the Town including, but not limited to: supervision and evaluation of Town employees
appointed by and under the jurisdiction of the Select Board. The Town Administrator shall administer
the Town's Personnel Bylaw, including maintenance of centralized personnel records, preparation of
annual evaluation of Town employees and recommendation of compensation. The Town
Administrator shall direct the Town's contract negotiations and collective bargaining. He or she may
inquire at any time into the conduct of any officer, employee, special employee, independent
contractor, department, board commission or agency with regard to any matters affecting Town
administration and have open and free access to all documents, and records from any source, electronic
or otherwise, that are relevant to said inquiry.

Chief Financial Officer. The Town Administrator shall serve as Chief Financial Officer. The Town
Administrator is responsible to prepare, propose and submit to the Select Board and Finance Committee
the fiscal documents pertaining to the annual operating budget and proposed capital outlay program
for all municipal departments. The Town Administrator is responsible for the preparation and
maintenance of the Town’s Capital Improvement Program, preparing recommendations for annual
capital request and an annual 5-year capital plan for purchase and maintenance of capital assets. The
Town Administrator oversees the Town’s Financial Team and may, pursuant to authority delegated
by the Select Board, appoint a Director of Municipal Finance to oversee daily budgetary functions.

Chief Procurement Officer. The Town Administrator shall act as Chief Procurement Officer in
accordance with the provisions of Chapter 30B of the Massachusetts General Laws, and may appoint
such assistant procurement officers as provided in Chapter 30B of the Massachusetts General Laws.
Contacts shall be subject to execution by the Select Board unless otherwise provided by law.

Under policy direction of the Select Board, coordinates with Town Counsel on legal matters affecting
the Town.

Responsible for the management of all properties under the authority of the Select Board.

Responsible for media and public relations; to establish and maintain positive community relations
with local organizations, groups and residents; act as Town liaison with local, regional, state and
federal agencies

Responsible for the coordination of Town-wide information technology and systems.



Shall have access to all municipal books, papers and documents or information necessary for the
proper performance of the duties of the administrator. The Town Administrator may, without notice,
cause the affairs of any division or department under the Town Administrator’s supervision, or the
conduct of any officer or employee thereof, to be examined.

Appointments. the Town Administrator shall provide guidance and recommendations to the Select
Board regarding appointment of Town employees appointed by and under the jurisdiction of the Select
Board; provided, however, that the Select Board shall, in its sole discretion, appoint, hire, remove and
discipline, subject any applicable collective bargaining agreements, officers and employees under the
jurisdiction of the Select Board.

Recommend to the Select Board, who are granted the authority to make such changes upon majority
vote, the reorganization, consolidation or abolishment of Town departments or agencies, to provide
for new departments or agencies and to recommend a reassignment of powers, duties and
responsibilities among such departments or agencies so established or existing;

Perform any other duties as are required to be performed by the Town Administrator by by-laws,
administrative code, votes of the Town Meeting, or votes of the Select Board, or otherwise.






