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JOB DESCRIPTION
Office of the First Selectman
Operations Department
Manager of Operations & Grants

GENERAL STATEMENT OF DUTIES:
This is varied administrative support work involved in performing a wide range of departmental office procedures for the Director of Operations & First Selectman.  This position is also expected to independently perform the full scope of duties associated with grant application and grant administration. 

ESSENTIAL DUTIES & RESPONSIBILITIES:
· Assists with all public Town buildings repairs, maintenance and invoices.  (Contractors: Plumbers, HVAC, Electricians, Fire Alarm, Sprinklers, Fire Extinguishers, etc.)
· Assists in the purchase and sale of equipment, supplies, services and contracts for all Town Departments.
· Administrative oversight of Public Works software program.
· Creates, distributes, and follows up on Work Orders. 
· Represents the First Selectman, Director of Operations, and the Town in the community and at professional meetings.

· Participate in maintaining a wide variety of correspondence, minutes and agendas of meetings, reports, and other materials.
· Performs research on a variety of administrative, fiscal, and operational problems. 
· Develop and implement new and revised office procedures and forms.
· Assists in maintaining social media pages & town website. 

· Researches new funding opportunities.
· Authors private, regional, and national foundation proposals, as well as local, state and federal government proposals.
· Coordinates pre-award and post-award activities; coordinates grant close-out, evaluation and audit requirements. 
· Verifies documents to assure grant-related clauses, certifications, and conditions are met. 
· Maintains, updates, and/or compiles all granting resource data, documents, reports and materials. Produces reports specific to needs of granting agencies.
· Produces and maintains calendar of grant activity.
· Assists contractors and consultants with questions regarding contract and agreements paperwork, guidelines, procedures, laws and regulations pertaining to grant requirements. 
· Participates in various meetings as necessary for grant matters. 
· Reports all funding opportunities, awards and denials to supervisor, the First Selectman of the Town of Seymour.
· Performs related work as required.

SUPERVISION RECEIVED:
· Works under the direct supervision of the Director of Operations and the First Selectman
SUPERVISION EXERCISED:
· Supervises and/or aids in overseeing office staff and custodians.
· Supervision of grant administration by other departments. 

QUALIFICATIONS:
KNOWLEDGE, SKILL, AND ABILITIES:
· Thorough knowledge of the organization and operation of Seymour’s municipal government
· Highly skilled in Microsoft Word, Excel, PowerPoint, Publisher, & Outlook
· Ability to use Google Docs & Google Calendar
· Mail merge of documents and labels
· Thorough knowledge of the principles and practices of office management and record keeping
· Thorough ability to understand and follow written and oral instructions
· Thorough ability to maintain the records of a municipal executive office
· Ability to answer phone calls, take messages, and maintain eloquent speech
· Knowledge of grant writing to include application procedures and guidelines for state, federal and private and corporate foundation grants as well as administrative regulations for funded projects.
· Knowledge of principles and practices of grant administration and management to include applicable state or federal laws, rules and regulations.

EXPERIENCE AND TRAINING:
· High school diploma or GED equivalent required.
· A bachelor’s degree or equivalent in business, public administration, political science or other related field preferred.  
· Six years of experience in public sector administration. 
· At least two years of grants coordination experience.  
· Supervisory experience is desirable.

REVIEW PROCESS:
· Essential duties & responsibilities will be reviewed directly with employee’s department head in an annual meeting scheduled each January
· The First Selectman, in conjunction with the employee’s department head and HR, will conduct an annual employee performance review each January and mid-year review each July. 
· A formal, written report on the employee’s performance will be completed by the First Selectman and the Department Head.  The employee must sign off on the report (to show receipt of a copy, not agreement with the evaluation) and a copy will be placed in the employee’s personnel file.
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