Borough Manager
Job Description

Summary

The Borough Manager is the Chief Administrative Officer of the Borough and shall be
responsible to Council as a whole for the proper and efficient administration of the day-to-day
affairs of the Borough.

General Statement of Duties

Under general guidance from Borough Council, plans, organizes, integrates, fiscally controls,
directs, administers, reviews and evaluates the activities, operations, programs and services of
the Borough of Macungie; serves as the Chief Administrative Officer of the Borough,
responsible for carrying out the policies and programs determined by the elected Council;
ensures development and execution of the municipality’s comprehensive plan and budget;
ensures borough government operations and functions effectively to serve the needs of Macungie
residents and businesses, while complying with applicable laws and regulations; and performs
related duties as assigned by the Council.

Duties and Responsibilities:

Employee Oversight:

e Supervise and be responsible for the activities of all Borough departments except the
Police Department

e With the concurrence of Council, hire, and when necessary, suspend or discharge
employees

e Make recommendations to Council with respect to the compensation of all employees,
except police

e Perform annual employee performance evaluations for administrative staff and Public
Works Director

e Meet with staff to discuss evaluations and set goals for next year

e Review annual employee performance evaluations for public works staff as prepared by
Public Works Director; add additional comments and recommendations if necessary.

e Meet with Public Works Director and Public Works employees to discuss evaluations and
set goals for next year

e Implement policies to maintain efficient day to day operation of the Borough staff.

Fiscal Responsibilities:
e Serve as Borough Treasurer or Assistant Treasurer
e Obtain from each department head, staff personnel, board or agency estimates of
revenues and expenditures and other supporting duties for the purpose of preparing the
budget
e Prepare and submit to Council the annual fiscal budget for the next year and administer
same
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Monitor monthly expenses for compliance with adopted budget and if necessary, prepare
budget transfers for approval by Borough Council to maintain budget compliance
Secure payment to the Borough of all money owed and ensure that proper proceedings
are taken for the securing and collection of all the Borough’s claims

Serve as the purchasing officer of the Borough in accordance with the provisions of the
Borough Code

Manage and direct the finances of the Borough to insure proper investments of all
municipal funds in excess of immediate need as well as the administration of all loans
Keep an account of all purchases, when directed by Council make a full written report
Coordinate the annual audit processes

Prepare Management Discussion and Analysis for Borough and Water Authority Audits
Provide required documents and information as needed for the following audits:

1) Liquid Fuels Audit

2) Selective Insurance Audit

3) Uniform and Non-Uniform Pension Audits

4) Payroll Audit

Labor Relations:

Represent Borough Council in matters relative to collective bargaining, contract
administration and grievance administration

Serve on Borough’s negotiation team
Manage employee relations for non-union employees

Community/Public Relations:

Participate in professional and community organizations on behalf of the Borough and
maintain good working relationships with community businesses and organizations
Attend meetings of the Lehigh County Congress of Governments (quarterly), East Penn
Business Council (monthly) as representative for the Borough of Macungie

Direct and oversee the preparation of a wide variety of reports and presentations to
outside agencies; oversee the preparation of press releases and materials for
dissemination to the media and the public; maintain effective relationships with the media
Maintain intergovernmental relations with neighboring municipalities, government
entities, and public and private organizations

Attend monthly Lehigh Valley Municipal Manager Association (LVMMA) meetings to
network with peers

Recruit volunteers for annual Lehigh Valley Cleanup Day in Macungie

Participate in annual LV Cleanup Day

Grant Writing:

Research, prepare and submit grant applications

Monitor projects for satisfactory completion

Submit progress reports as required

Submit required documentation for receipt of grant funds
Prepare close out report
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Human Resources:

Administrator for Borough’s Health Insurance Plans

Attend Pennsylvania Municipal Health Insurance Coop (PMHIC) meetings

HIPAA (Health Insurance Portability and Privacy Act) Official, duties include
developing and implementing the privacy requirements of the Health Insurance
Portability and Accountability Act of 1996 (HIPAA), developing employee training
programs, publishing, and distributing the Notice of Privacy Practices and serving as the
designated decision maker for issues and questions involving interpretation of the privacy
rules in coordination with legal counsel as needed

Chief Administrative Officer for Uniform and Non-Uniform Pension Plans responsible
for the execution and administration of the plan

Borough Council:

Serve as Borough Secretary or Assistant Secretary

Execute and enforce the ordinances and resolutions of the Borough

Attend Borough Council meetings

Provide Council with any necessary information relative to or as a result of Council
meetings

Prepare the agenda for each Council meeting and supply pertinent information

Prepare Manager’s notes regarding activities of the Borough to Council for each meeting
Keep Council informed as to the conduct of Borough affairs

Email weekly recap reports to Borough Council on prior and upcoming weeks’ activities
Make recommendations to the Borough Council as deemed necessary and appropriate
Secure compliance with all franchises, leases, permits, and privileges granted by Council
Employ, with the approval of Council, experts, and consultants to perform work and
advise in connection with any of the functions of the Borough and to see to the letting of
contracts in accordance with the law

Supervise performance and faithful execution of all contracts

Issue rules and regulations, subject to the approval of Council, governing the requisition
and purchase of all municipal supplies and equipment

Investigate and dispose of all complaints regarding services of personnel of the Borough
in accordance with the complaint policy

Publish all notices, ordinances or other documents required by law to be published and
prepare all reports which the Borough or any officials are required by law to prepare
Maintenance of all Borough records and certification of said records when necessary

Water Authority:

Secretary/Treasurer of the Water Authority

Prepare the agenda for each Authority meeting and supply pertinent information

Attend all Water Authority meetings

Prepare annual fiscal budget for approval by the Authority

Monitor monthly expenses for compliance with adopted budget and if necessary, prepare
budget transfers for approval by the Water Authority to maintain budget compliance
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Macungie Institute:
e Attend all meetings of the Macungie Institute Trustees and report on Borough issues
e Assist with preparation of the annual budget for the Macungie Institute

e Oversee duties of the Macungie Institute Facility Manager and daily operation of
Macungie Institute

Sewer/Stormwater:
e Attend monthly Lehigh County Authority signatory meetings as Borough of Macungie
representative

e Oversee LCA sewer billing and compliance with agreements
e Administer NPDES MS4 Storm Sewer Program as mandated and submit yearly
compliance reports to DEP

Civil Service Commission:

e Administer Civil Service testing
Prepare newspaper advertisement for Civil Service testing
Review and update application documents if necessary
Maintain database of applicants, test results and scoring
Schedule physical and psychological testing
Schedule background investigations

Right To Know Officer:
e Serve as Borough and Authority Right to Know Officers
e Process submitted Right to Know requests in accordance with Right to Know Law

e Track the progress in responding to requests and issue interim and final responses under
the act

Miscellaneous:
e Prepare and submit annual Liquid Fuels report to PennDOT
Submit documentation on participants and garbage collected to Lehigh County
Research, prepare and advertise Refuse/Recycling bid
Review Borough’s refuse and recycling ordinances for any changes before advertise bid
Attend conferences and seminars to obtain the most up to date information and
knowledge to properly perform job duties.
e Address complaints from residents/business owners and nonresidents regarding various
matters of the Borough
e Any other duties as directed by Borough Council or required by the position

Ability, Knowledge & Qualifications:
e Minimum of five (5) years of experience in municipal management
e Bachelor’s degree or a combination of education and demonstrated experience
e Knowledge of PA regulations and local government principles

e Knowledge of government budgeting, accounting, finance, enforcement and procurement
practices

e Knowledge of computer and social media programs
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e Ability to lead and motivate a dedicated team of employees

e Organized team player who is considerate and able to work well with others

e Ability to work collaboratively with an active governing board and to maintain effective
working relations with Borough Council and other municipal officials

e Experience working collaboratively with all stakeholders in municipal environment,

including residents, employees, vendors, consultants, collective bargaining units, elected

officials, oversight agencies and contractor

Excellent written and verbal communication skills

Strong critical thinking and problem-solving skills

Strong time management abilities

A valid Pennsylvania Driver’s license

Residency required within a 20-mile radius of the Borough of Macungie

Preferred Qualifications:
e FEight years’ experience in municipal management or a related filed in Pennsylvania
e Five years’ experience as a manager, assistant manager in municipal government or a
related field
e Bachelor’s degree in public administration, business administration, or a related field
from a four-year accredited institution.
e A graduate degree in public administration or a related field.
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