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Ele c t e d  Offic ia ls  & 
t he  Ma na g e r –  Your 
Le a d e rsh ip  Role  a nd  
Working  wit h  Your 
Profe ss iona l St a ff



Suc c e ss  Be g ins  wit h  your 
Re la t ionsh ip  wit h  Your 
Ma na g e r/ Ad m in is t ra t or



Re la t ionsh ip  Must  Ha ve s ...



Ele c t e d  O ffic ia ls  a re  t h e  
Ke y  P o lic y  De ve lo p e rs  
a n d  P o lit ic a l Le a d e rs

Who’s  Runn ing  
Town Ha ll?

Th ro u g h  r ig o ro u s  ve t t in g  p ro c e s s , 
Ele c t e d  O ffic ia ls  a re  re s p o n s ib le  fo r  

t h e  h ir in g  o f a  Ma n a g e r / Ad m in is t ra t o r  



Ma n a g e r / Ad m in is t ra t o r  b e a rs  a n  
o b lig a t io n  t o  s u p e rvis e  t h e  d a ily  

o p e ra t io n s  w it h  in t e g r it y , 
e ffic ie n c y , a n d  t ra n s p a re n c y

Who’s  Runn ing  
Town Ha ll?

Ma n a g e r  a n d  De p a r t m e n t  He a d s  
c o n s t it u t e  yo u r  m a n a g e m e n t  t e a m



C rit e r ia  u s e d  b y  Ele c t e d  O ffic ia ls  t o  s e le c t  a  
Ma n a g e r / Ad m in is t ra t o r  

   Q u a lific a t io n s  a n d  P e rfo rm a n c e  – n o t  s k illfu l n a vig a t io n  o f   
   p o lit ic s
   P ro fe s s io n a l Ma n a g e r / Ad m in is t ra t o r  u s e s  h is / h e r  
   e d u c a t io n , e x p e r ie n c e  a n d  t ra in in g  t o  s e le c t  d e p a r t m e n t  
   h e a d s  a n d  o t h e r  k e y  p e rs o n n e l t o  h e lp  o ve rs e e  t h e  
   e ffic ie n t  d e live ry  o f s e rvic e s

He lp s  Ma in t a in  C h e c k s  a n d  Ba la n c e s  t o  e n s u re  
a c c o u n t a b ilit y  t h ro u g h o u t  t h e  o rg a n iz a t io n

At t rib ut e s  of t he  
Ma na g e r/ Ad m in is t ra t or



Ma n a g e r / Ad m in is t ra t o r  is  
h ire d  t o  s e rve  t h e  

c o u n c il/ c o m m it t e e  a n d  
t h e  c o m m u n it y

Role  of t he  Townsh ip  
Ma na g e r/ Ad m in is t ra t or 

Brin g s  t h e  b e n e fit s  o f 
t ra in in g  a n d  e x p e r ie n c e  in  

a d m in is t e r in g  lo c a l 
g o ve rn m e n t  p ro je c t s  a n d  
p ro g ra m s  o n  b e h a lf o f t h e  

g o ve rn in g  b o d y



Typ ic a l Dut ie s  of t he
Ma na g e r/ Ad m in is t ra t or 

Ma n a g e  Mu n ic ip a l Fin a n c e s , 
P re p a re  An n u a l Bu d g e t  a n d  

s u b m it  t o  t h e  e le c t e d  
o ffic ia ls  fo r  a p p ro va l, 

o ve rs e e  c a p it a l b u d g e t s

Hu m a n  Re s o u rc e s , 
s u p e rvis e  d e p a r t m e n t  

h e a d s , re c ru it m e n t  a n d  
re t e n t io n  o f e m p lo ye e s , 
c o n t ra c t  n e g o t ia t io n  & 

e m p lo ye e  re la t io n s

Ma n a g e  Da y-t o -Da y  o p e ra t io n s  
o f t h e  t o w n , e n s u re  t h e  

d e live ry  o f e s s e n t ia l s e rvic e s  
t o  re s id e n t s  ra n g in g  fro m  

p u b lic  s a fe t y  t o  in fra s t ru c t u re  
m a in t e n a n c e

S t ra t e g iz e  fo r  c o m m u n it y  
d e ve lo p m e n t , b a la n c in g  

g ro w t h , re d e ve lo p m e n t  a n d  
p re s e rvin g  g re e n  s p a c e



Typ ic a l Dut ie s  of t he
Ma na g e r/ Ad m in is t ra t or 

Fo s t e r  in c lu s ivit y  a n d  
c o n s e n s u s  b u ild in g  a m o n g  
t h e  va r io u s  s t a k e h o ld e rs

S e rve  a s  a  lia is o n  b e t w e e n  
t h e  p u b lic  a n d  t h e  e le c t e d  
o ffic ia ls , s e e k in g  fe e d b a c k  

t o  a d d re s s  a n d  s o lve  
p ro b le m s

Ap p ly  fo r  a n d  a d m in is t e r  
fe d e ra l, s t a t e  a n d  lo c a l g ra n t s

Ma in t a in  b a la n c e  b e t w e e n  
h o n o r in g  t h e  p a s t , 

a d d re s s in g  c u r re n t  n e e d s  
a n d  p la n n in g  fo r  t h e  fu t u re



En s u r in g  Effe c t ive  
S e rvic e  De live ry  & 

Ac c o u n t a b ilit y

Ex e c u t in g  YO UR 
P la n s , Vis io n s  a n d  

G o a ls

Most  Im p ort a n t  Role s
Up h o ld  t h e  h ig h e s t  
e t h ic a l s t a n d a rd s , 

e x p e c t in g  t h e  s a m e  
fro m  o u r  s t a ff

S u p p o r t in g  YO U, 
s o  yo u  lo o k  g o o d



Th e  C r it ic a l Im p o r t a n c e

Your Re la t ionsh ip  
wit h  t he  St a ff



Wha t  YOU Ca n  Do For 
Your St a ff

• Co m m unic a te , c o m m unic a te , c o m m unic a te

• S e e k to  b uild  t rus t  a nd  ra p p o rt  w ith  yo ur 
Ad m inis t ra to r/ Ma na g e r

• S up p o rt  ne c e s s a ry inve s tm e nts  in  p e rs o nne l a nd  to o ls , 
e s p e c ia lly p ro fe s s io na l d e ve lo p m e nt  

• Mo s t  lic e ns e d  p o s it io ns  re q uire  CEUs  tha t  the  
m unic ip a lity s ho uld  s up p o rt  to  re ta in  g o o d  s ta ff



Wha t  YOU Ca n  Do For 
Your St a ff

• 3  Mo s t  Im p o rta nt  p e o p le  tha t  s up p o rt  e le c te d  o ffic ia ls :
     Ad m inis t ra to r/ Ma na g e r
       Cle rk
           At to rne y

• As k q ue s t io ns , e s p e c ia lly before  a  p ub lic  m e e t ing
• Co m m unic a te  p o lic y d ire c t io n c le a rly a nd  fre q ue nt ly
• Prio rit ie s  m us t  b e  e s ta b lis he d , a g re e d  up o n, re vie we d  

a nd  up d a te d  a s  ne e d e d  
• Re s p e c t  c ha in  o f c o m m a nd  with  s ta ff – it  a vo id s  

c o nfus io n a nd  fe a r
• Ma na g e r /  Ad m inis t ra to r m us t  b e  a  c o nd uit  fo r p o lic y
• Le t  us  b e  yo ur b uffe r



He lp ful Re m ind e rs  t o  Ma ke  
Your Job  Ea s ie r

Kn o w  Yo u r  Fo rm  o f 
G o ve rn m e n t

Do n ’t  b e  vic t im  t o  Tu n n e l 
Vis io n  – 

W h e n  yo u  o n ly  fo c u s  o n  
w h a t ’s  fa m ilia r , yo u  fa il t o  

n o t ic e  w h a t  is  b e yo n d  yo u r  
c o m fo r t  z o n e  

P u b lic  S e rva n t s  c a r ry  t h e  
b u rd e n  o f k n o w in g  t h a t  e ve n  

t h e  b e s t  d e c is io n s  w o n ’t  
p le a s e  e ve ryo n e

Your role isn’t to cave to 
every passing opinion. 
Our responsibility is to 

safeguard the public good . 



Clos ing  Thoug ht s……
Leadership in local 
government means 
more than maintaining 
operations. 

Leadership means 
making choices that 
sometimes  
challenge “the way it 
has always been.” 

Local government’s 
role is not to save the 
world;  instead provide 
the foundation so that 
your community can 
stand tall.

It means resisting the 
temptation to be 
everything to 
everyone and 
focusing instead on 
what truly  matters.



Thank You & Best of Luck!
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