
















Al!J!endix A 

Assisting in the administration, enforcement and execution of the policies and resolutions 
of the Board; supervising and directing the activities of the affairs of the divisions of township 
government under the control or jurisdiction of the Board; attending all meetings of the Board at 
which his attendance is required by the Board; recommending measures for adoption to the 
Board; preparing and submitting to the Board such reports as the Board requires or as the 
Employee considers advisable; and keeping the Board fully advised of the financial conditions of 
the Township, preparing and submitting a budget for the Township for the next fiscal year; 
representing the Township at various meetings; negotiating contracts and agreements for 
supplies and services on behalf of the Township as directed by the Board; promoting a positive 
public image of the Township; responding to citizen inquiries; establishing a strong relationship 
with local media in order to promote Township activity; serving as a liaison with other 
governmental agencies; actively participating in problem solving concerning community affairs; 
establishing and maintaining positive working relationships with other Township officials and 
employees; working closely with the Board and department heads to establish and meet annual 
goals; establishing performance plans and conducting performance appraisals for those 
Township employees who report directly to the Employee; participating in the assessment, 
interview and hiring process for key Township positions. This position will also provide basic 
human resources services including but not limited to, onboarding and offboarding employees of 
the township, serving as a liaison between employees and employee benefit providers when 
necessary, work closely with other supervisors to ensure appropriate promotional or disciplinary 
actions are taken when necessary in accordance with Township, State or Federal employment 
policies and laws. 
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