
Town Treasurer/Human Resource Manager 

Position Summary: 

 

Treasurer:      

The Treasurer serves as the chief financial officer of the Town.  The Town Treasurer 

provides leadership, vision and direction in developing both long and short-term financial 

policies, procedures, and plans that support the town’s financial goals and strategies.  In this 

capacity, the Treasurer has responsibility for the lawful, effective and prudent disbursement, 

investment and management of Town funds, as well as, ensuring the Town’s compliance with all 

regulations governing the keeping of municipal financial records and the filing of reports. 

 

The essential functions or duties listed below are intended only as illustrations of the 

various types of work that may be performed.  The omission of specific statements of duties does 

not exclude them from the position if the work is similar, related, a logical assignment to the 

position, or assigned by the Board of Selectmen.  Performs duties too varied and diverse to be 

classified in any specific office.  

 

Essential Duties and Responsibilities: 

 Performs routine duties independently, setting priorities and scheduling own work 

in accordance with established and general policies and procedures; 
 

 Administers the receiving, recording, and reconciling of revenues received from 

taxes, fees, grants, investments, and other sources of town income; 
 

 Collects deposits from departments, prepares and makes deposits; 
 

 The Treasurer is expected to build and maintain strong relationships between  

elected and appointed town officials, town employees, and the general public; 
 

 Signs checks and reconciles all town bank accounts and funds; 
 

 Coordinates the annual and five year capital improvement program under the 

direction of the First Selectman; 
 

 Prepares and maintains a general fixed asset inventory; 
 

 Performs accounting and clerical tasks related to the efficient maintenance and 

processing of accounts payable transactions; 
 

 Reviews all invoices for accuracy to process payment.  Determines account line 

item to be paid from.  Issues checks and records check number on invoices.  Records 

to each budget line item, submits checks for signatures and files invoices; 
 

 Manage all financial accounting, reporting, revenue collection and disbursement, 

tax filing, investment and money management functions for the Town; 

 



 Prepares detailed financial information, schedules, statements and reports for the 

First Selectman which includes but not limited to budget information, including  

annual estimates of revenues and expenditures for each department by fund, tax 

rate analysis, and projections of fiscal year end fund balances along with  

providing related financial recommendations and guidance; 
 

 Working closely with department heads and other town officials to assist them in 

budget and fiscal concerns; 
 

 Assists First Selectman and the Board of Finance in development of annual budget 

and the creates a Microsoft Power Point presentation for the general public; 
 

 Develops automated accounting and reporting systems and procedures for town 

revenues, disbursements, and investments; 
 

 Processes authorized disbursements of town funds.  Prepares statistical information 

for bond offerings, and prepares and issues bonds; 
 

 Prepares financial statements, surveys and reports as requested; 
 

 Coordinates the year-end independent audit for the Town; 
 

 Assists town, state and federal auditors; 
 

 Invests town funds and debt management; 
 

 Any other duties as assigned. 

 

Position Summary: 

 

Human Resource Manager:      

The Human Resource Manager maintains and enhances the municipal human resources 

by planning, implementing, and evaluating employee relations and human resources policies, 

programs, and practices.     

 

Essential Duties and Responsibilities: 

 Assists the First Selectman in administering insurance programs, employee benefits, 

pension risk management,  policies and procedures, and grant writing; 
 

 Processes new employees including payroll, direct deposit, retirement, insurance, and 

Federal and State tax forms (I-9/W-4); 
 

 Any other duties as assigned. 

 

 

 



 

Qualifications: 

 Associate Degree or at least four (4) years relative experience in business or financial 

management; experience in municipal cash management desirable; or an equivalent 

combination of education and experience; 
 

 Proficiency in Microsoft Office, especially Word, Excel, and Powerpoint, also 

Quickbooks, and office methods in accounting and bookkeeping principals and practices;  
 

 Experience in grant writing; 
 

 Ability to deal cooperatively with the Board of Education, as well as, the general public 

and other employees; 
 

 Ability to maintain complex files and financial records to prepare clerical and financial 

reports and statements from the computer; 
 

 Effective communication; pleasant disposition; 
 

 Ability to deal with the public, multi-task capability; 
 

 Works independently, good organizational skills, meets deadlines; 
 

 Aptitude for numbers and detail, organization skills. 

 

 
 

 


