
BOARD OF TRUSTEES WORK SESSION 
March 11, 2024 

 
AGENDA ITEM SUMMARY 

 
SUBJECT:   Silt Water Treatment Plant Contingency Discussion 
 
PROCEDURE:     Discussion 
 
BACKGROUND OF SUBJECT MATTER:   
Staff received some expressions of concern with how field concerns and changes would now be 
handled on this project with Trey Fonner leaving the Town’s employment and not being 
available on-demand as a consultant. 
 
SUMMARY: 
In order to ensure that the Board of Trustees is informed and comfortable with the process by 
which field changes, change orders, requests for information and other potential anomalies are 
managed, we have scheduled this work session.  The session will be used to brief the Board on 
the process and documentation to be used to manage these eventualities.  
 
It is critical that the Board, working on behalf of the citizens of Silt, be confident in the 
management of this project. 
 
ORIGINATED BY:       Jeff Layman 
 
PRESENTED BY:     Trey Fonner, Toby Reid, Tony 

Zancanella, Sam Franzen 
 
TOWN ATTORNEY REVIEW:     /  / Yes   /x  /  No     
 
SUBMITTED BY:      REVIEWED BY: 
 

__J eff Layman________   __Sheila M. McIntyre__ 
Jeff Layman, Town Administrator   Sheila M. McIntyre, Town Clerk 



TOWN OF SILT 
BOARD OF TRUSTEES WORK SESSION AGENDA 

MONDAY, MARCH 11, 2024 – 6:00 P.M. 
MUNICIPAL BOARD ROOM 

 
EST. 
TIME 

DISCUSSION TOPIC PRESENTER 

6:00 
50 min 

Silt Water Plant Construction Contingency Discussion – 
Garney, Dewberry, Zancanella, et. al. 

 

Administrator 
Layman 

 
 

REGULAR BOARD OF TRUSTEES AGENDA - 7:00 P.M. 
 
 

ESTIMATED 
TIME 

AGENDA 
ITEM 

PUBLIC 
HEARING or 

ACTION 
ITEM 

STAFF 
PRESENTER 

 Agenda  Tab A 
7:00 Call to order  Mayor Richel 

 Roll call   
 Pledge of Allegiance and Moment of Silence   

7:05 Public Comments - Persons desiring to make public comment 
on items not on the agenda shall activate the “raise hand” function 
in the meeting program.  For persons who will participate in the 
meeting by telephone, they should send an email by 5:00 p.m. on 
the day of the meeting to sheila@townofsilt.org indicating their 
desire to make public comment. For those attending in person, a 
“Sign in Sheet” is available in the Council Chambers.  Each 
speaker will limit comments to no more than three (3) minutes, with 
a total time of 30 minutes allotted to public comments, pursuant to 
Section 2.28.020 of the Silt Municipal Code 
 

  

7:20 
5 min 

 

Consent agenda –  
 

1. Minutes of the February 26, 2024 Board of Trustees 
meeting  
 

  
Tab B 

Mayor Richel 

 Conflicts of Interest 
 

  

7:25 Agenda Changes 
 

  

7:25 
5 min 

Recognition of Sara Flores and Casey Marron as Water 
and Wastewater ORC’s 
 

Info 
Item 

Tab C 
Director 
Fonner 

7:30 
10 min 

Resolution No. 14, Series 2024, A RESOLUTION OF THE 
TOWN OF SILT REPEALING AND REPLACING 
RESOLUTION NO. 16, SERIES 2019, ADOPTING AN 
OFFICIAL STREET TREE LIST AND SUGGESTED SHRUB 
LIST FOR THE TOWN OF SILT – Adrian Brown 
 

Action 
Item 

Tab D 
Administrator 

Layman 

7:40 
20 min 

Town Manager Recruitment and Selection Process – Bill 
Efting 
 

Action 
Item 

Tab E 
 Administrator 

Layman 
8:00 

10 min 
Water / Wastewater Rate and Other Topics 
 

Action 
Item 

Tab F 
Jim Mann 

8:10 
15 min 

HR Sub-Committee Recommendation on a Revised 
Work Week 

Action 
Item 

Tab G 
Treasurer 

Tucker 



8:25 
5 min 

Administrator and Staff Reports 
 

Info 
Item 

Tab H 
Administrator 

Layman 
8:30 

10 min 
Updates from Board / Board Comments 
 

  

8:40 Adjournment 
 

  

The next regularly scheduled meeting of the Silt Board of Trustees is Monday, March 25, 2024.  Items on the 
agenda are approximate and intended as a guide for the Board of Trustees.  “Estimated Time” is subject to 
change, as is the order of the agenda.  For deadlines and information required to schedule an item on the 

agenda, please contact the Silt Town Clerk at 876-2353.   
 
 

Tentative upcoming meetings / work session topics: 
 

• March 25 - 2024 Parks Update Planning / Center Town Home Parks Discussion 
• March 25 - TRIP Update 
• April 8 – Traffic / Traffic Calming Discussion and Community Service Officer presentation 
• June 10 – Highwater Farms Tour 
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TOWN OF SILT 
REGULAR BOARD OF TRUSTEES MEETING 

FEBRUARY 26, 2024 – 7:00 P.M. 
 

The Silt Board of Trustees held their regular meeting on Monday, February 26, 2024.  Mayor Richel 
called the meeting to order at 7:05 p.m. 
_____ 
 
Roll call    Present Mayor Keith Richel 
       Mayor Pro-tem Hanrahan 

Trustee Justin Brintnall 
Trustee Chris Classen 
Trustee Samuel Flores 
Trustee Jerry Seifert 

     Absent  Trustee Andreia Poston 
           
Present were Town Administrator Jeff Layman, Town Clerk Sheila McIntyre, Town Treasurer Amie 
Tucker, Public Works Director Trey Fonner, Community Development Manager Nicole Centeno, Chief 
of Police Mike Kite, Lieutenant Matt Gronbeck, Attorneys Michael Sawyer and Lawrence Bond and 
members of the public. 
_____ 
 
Pledge of Allegiance and Moment of Silence 
_____ 
 
Public Comments – There were no public comments.   
_____ 
 
Consent Agenda –  
 

1. Minutes of the February 12, 2024 Board of Trustees meeting 
 
Trustee Seifert made a motion to approve the consent agenda as presented.  Trustee Classen 
seconded the motion, and the motion carried unanimously. 
_____ 
 
Conflicts of Interest – There were no conflicts of interest. 
_____ 
 
Agenda Changes – Trustee Brintnall asked to have a quick conversation about drafting a letter that 
addresses the concerns of moving the mail sorting center from Grand Junction to Denver.  There was 
a consensus to direct staff to prepare and submit a letter in support of the sorting center 
remaining in Grand Junction.    
_____ 
 
Resolution No. 11, Series 2024, A RESOLUTION OF THE BOARD OF TRUSTEES APPOINTING 
JAMES MANN AS THE INTERIM TOWN ADMINISTRATOR OF THE TOWN OF SILT, COLORADO 
and approval of Contract Agreement 
 
Attorney Bond went over the terms of the contract and the resolution that approves the hiring of Jim 
Mann as the Interim Town Administrator. 
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Trustee Seifert made a motion to approve Resolution No. 11, Series 2024, A RESOLUTION OF 
THE BOARD OF TRUSTEES APPOINTING JAMES MANN AS THE INTERIM TOWN 
ADMINISTRATOR OF THE TOWN OF SILT, COLORADO and approval of the Contract 
Agreement.  Mayor Pro-tem Hanrahan seconded the motion, and the motion carried 
unanimously. 
_____ 
 
Align Multimedia Review and Proposal for 2024 – Katie Mackley 
 
Katie & Ryan Mackley were present to provide an overview of their comprehensive marketing 
campaign for 2024.  They proceeded to go through their presentation of the services that they have 
been providing to the town and their marketing tactics.  It was discussed that their annual fee has 
already been included in this year’s budget.   
_____ 
 
Astera Project Update – Jennifer Stapp  
 
Attorney Bond provided his staff report and went over the Option Agreement that allows the town to 
repurchase the property should the buyer fail to meet certain conditions of the agreement.  He relayed 
that the buyer has not met two of the conditions: (a) to pull a valid building permit and (b) to pay in full 
for the required water and sewer taps for the permitted structure.  Mr. Bond stated that the town could 
exercise their right to repurchase the property during the option period which expires on February 18, 
2026 but he is not recommending to take any action at this time.   
 
Jennifer Stapp, representative of the buyer was present tonight to provide an update of the project 
that would be providing alternative fuels along with a coffee shop, café, work pods, fresh market and 
store.  Ms. Stapp stated that they hope to be open by the 1st quarter of 2025.   
  
The Board provided positive feedback for Astera to continue moving forward. 
_____ 
 
Approval of Master Services Agreement between the Town of Silt and Flock Group, Inc. 
 
Attorney Bond went over the Service Agreement contract with Flock and outlined areas talked about 
in previous meetings regarding a cost ceiling and if a camera goes down the time that it would take to 
have it repaired and/or replaced.  Lieutenant Gronbeck went over the language that touched on the 
areas of concern for the Board.  He stated that the town would have the ability to cancel the contract if 
Flock decides to increase the price after two years.  Also, if a camera goes down it would be repaired 
or replaced within seven days and that the cost to the town would be prorated for any time that the 
cameras are not functional.    
 
There was additional discussion about creating a policy that guards our residents’ rights and ensures 
the safety of our police department and to also provide the Board with a system report on a quarterly 
basis to start. 
 
Trustee Seifert made a motion to approve the Master Services Agreement between the Town of 
Silt and Flock Group, Inc.  Trustee Classen seconded the motion, and the motion carried 
unanimously. 
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_____ 
 
Second reading of Ordinance No. 1, Series 2024, AN ORDINANCE ANNEXING TO THE TOWN OF 
SILT, COLORADO CERTAIN REAL PROPERTY LOCATED AT 129 WEST HOME AVENUE, SILT, 
COLORADO, KNOWN AS THE MARIONI ANNEXATION   
 
Community Development Manager Centeno provided a brief overview and stated that nothing has 
changed since first reading.   
 
The public hearing was opened at 8:18 p.m.  There were no public comments and the hearing was 
closed at 8:19 p.m. 
 
Trustee Classen made a motion to approve second reading of Ordinance No. 1, Series 2024, 
AN ORDINANCE ANNEXING TO THE TOWN OF SILT, COLORADO CERTAIN REAL PROPERTY 
LOCATED AT 129 WEST HOME AVENUE, SILT, COLORADO, KNOWN AS THE MARIONI 
ANNEXATION.  Trustee Brintnall seconded the motion, and the motion carried unanimously. 
_____ 
 
Second reading of Ordinance No. 2, Series 2024, AN ORDINANCE OF THE TOWN OF SILT, 
COLORADO, ZONING AS R-2 – GENERAL RESIDENTIAL DISTRICT, A 0.18-ACRE PARCEL 
LOCATED AT 129 WEST HOME AVENUE, SILT, COLORADO, KNOWN AS THE MARIONI 
ANNEXATION WITHIN THE TOWN OF SILT, COLORADO 
 
Manager Centeno once again reported that no changes have been made since first reading. 
 
The public hearing was opened at 8:20 p.m.  There were no public comments and the hearing was 
closed at 8:21 p.m. 
 
Trustee Brintnall made a motion to approve second reading of Ordinance No. 2, Series 2024, 
AN ORDINANCE OF THE TOWN OF SILT, COLORADO, ZONING AS R-2 – GENERAL 
RESIDENTIAL DISTRICT, A 0.18-ACRE PARCEL LOCATED AT 129 WEST HOME AVENUE, 
SILT, COLORADO, KNOWN AS THE MARIONI ANNEXATION WITHIN THE TOWN OF SILT, 
COLORADO.  Trustee Classen seconded the motion, and the motion carried unanimously. 
_____ 
 
January 2024 Financial Report 
 
Treasurer Tucker went over the January 2024 financials. 
_____ 
 
Administrator and Staff Reports 
 
Administrator Layman reminded everyone of the upcoming State of the Community luncheon to be 
held on March 11.  He also went over the Strategic Planning grant that Debra Figeroa assisted with.  
He also stated that Public Works Director Fonner has submitted his letter of resignation and that his 
last day would be March 22.   
 
Director Fonner mentioned the upcoming yearly CDoT meeting with everyone in Garfield County that 
would be taking place on March 11 as well.    
_____ 
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Updates from Board / Board Comments 
 
There were comments about the status of the Grand Avenue and the remainder of Home Avenue 
overlays, the crosswalk signs with no stripes on Main at 5th & 6th Streets, an update on the Western 
Slope Veteran’s Coalition project, the status of the new overtime payout policy, what is going into the 
old Mr. Brunch location and where the town is on grants in relation to the Anderson property.  Staff 
was thanked for their hard work and the good job that they have been doing. 
_____ 
 
Executive Session 
 
There was no need for an executive session tonight. 
_____ 
 
Adjournment 
 
Trustee Brintnall made a motion to adjourn.  Trustee Seifert seconded the motion, and the 
motion carried unanimously.  Mayor Richel adjourned the meeting at 8:43 p.m. 
_____ 
 
Respectfully submitted, Approved by the Board of Trustees 
 
 
____________________________ ____________________________ 
Sheila M. McIntyre  Keith B. Richel 
Town Clerk, CMC Mayor  







BOARD OF TRUSTEES WORK SESSION 
March 11, 2024 

 
AGENDA ITEM SUMMARY 

 
SUBJECT:   Turf Replacement Incentive Program (TRIP) and Trees 

Resolution Discussion 
 
PROCEDURE:     Presentation, Discussion and Action Item 
 
SUMMARY AND BACKGROUND OF SUBJECT MATTER:   
The Board of Trustees was presented with a tree and shrub resolution on January 22, 2024.  
Trustees asked that we bring the resolution back to them with a redline version showing some 
minor revisions.  Attached is the reworked tree and shrub resolution in a redline format.  
Additionally, the attached “Suggested Tree Species” photographic guide document contains 
photos of the recommended species.   
 
Consultant Adrian Brown has re-worked the first version and generated this revised version to 
reduce confusion and to ensure consistency between the resolution and photographic guide.    
 
Mr. Brown is still working on his survey of Mesa View for the Turf Replacement Incentive 
Program and will report on his conclusions at a later date. 
 
RECOMMENDATION: 
We believe this document achieves the outcome that we set out to accomplish and would 
encourage the Board to inspect the list, ask clarifying questions and pass the resolution, if 
appropriate.   
 
Once passed, Staff will disseminate the news through its public information channels in time for 
this years’ prime planting months. 
 
ORIGINATED BY:             Jeff Layman  
PRESENTED BY:              Adrian Brown  
  
DOCUMENTS ATTACHED:     
1) Town of Silt Tree and Shrub Resolution (Redline)  
2) Town of Silt Suggested Tree Species  

 
TOWN ATTORNEY REVIEW [   ] YES  [ X ] NO       INITIALS:   
  
SUBMITTED BY:            REVIEWED BY:  
  

__Jeff Layman_______________                          ___Sheila M. McIntyre___  
Jeff Layman, Town Administrator       Sheila M. McIntyre, Town Clerk  





























BOARD OF TRUSTEES REGULAR MEETING 
March 11, 2024 

 
AGENDA ITEM SUMMARY 

 
SUBJECT:   Town Administrator Recruiting Discussion 
 
PROCEDURE:      
The purpose of this discussion is to gain the approval of the Board on various items related to the 
recruitment and selection of the Town’s next Town Manager.  Among them,  

• Recruitment solicitation 
• Schedule 
• Compensation Package (revisited) 

 
BACKGROUND OF SUBJECT MATTER:   
I have been working with consultant Bill Efting on developing the recruiting and selection 
material.  This work includes developing the recruiting material and testing procedures, as well 
as making initial inquiries to CML and other sources for the names of potential candidate and 
make sure that the information about the opening will hit the right sources.  
 
SUMMARY: 
Below, Trustees will find the DRAFT recruitment and selection schedule and a compensation 
discussion.  Attached, Trustees will find a “Position Announcement” and position description 
and an outline of the proposed recruitment and selection process.   
 

o Schedule 
 March 11 BoT mtg:   Board approves process 
 March 12:    Advertise opening; begin formal recruiting           
 April 8:   Applications Closed 
 April 9:   Distribute candidate packet for BoT review 
 April 15:   Special Executive Session:  Selection of 

    Semi-Finalists/Finalists* 
 Early May:  Interviews; Getting to know Finalists 
 Mid-May:   Due Diligence on top Finalists 
 Late May:   Extend job offer 
 June 29:   First day of work  

 
*Depending on the number of qualified applications received 
 
Compensation Package Discussion 
 

• Currently set at $95,000-$150,000 + town benefits, use of Town-owned condo. 
• After further review, recommendation to set salary at $125,000 to $155,000, DOQ + 

town benefit package and housing in a Town-owned condominium or housing assistance, 
as may be negotiated.  Other Town positions top end salaries are over $100,000, i.e., 
Town Clerk, Treasurer, Police Chief, Police Lieutenant, Public Works Director.  



• Recent survey of neighboring Towns discovered: 
o New Castle: $161,512 
o Parachute: $141,775 
o Gypsum: $215,000 
o Minturn: $150,000 
o Silt:  $134,918 

 
All include similar benefit packages, i.e., retirement, health insurance, vacation/sick time, etc.  
Minturn and Silt provide housing. 
 
ORIGINATED BY:       Jeff Layman 
 
PRESENTED BY:     Jeff Layman, Bill Efting 
 
TOWN ATTORNEY REVIEW:     /  / Yes   /x  /  No     
 
SUBMITTED BY:      REVIEWED BY: 
 

__J eff Layman________   ___Sheila M. McIntyre___ 
Jeff Layman, Town Administrator   Sheila M. McIntyre, Town Clerk 

 



Recruiting for the Town of Silt’s Next Town Manager! 

 

The Town of Silt, Colorado is seeking a qualified Town Manager.  Interested and qualified candidates are 
invited to review the information contained in this flyer and apply by Monday, April 8, 2024 at 8 AM. 

THE TOWN 
Silt is located in the Colorado River Valley, 18 miles west of Glenwood Springs, Colorado, on I-70 and the 
Colorado River.  It is home to 3,600 citizens and features a full-service slate of services.  Its Western quality 
lifestyle is enhanced by high quality municipal services, excellent schools, top healthcare and access to 
extensive public lands.   

TOWN GOVERNMENT 
The Town operates under a Council-Manager form of government led by a seven-member Board of Trustees.  
Silt is a full-service Town with five Departments, including Police, Public Works (Water/Wastewater/Irrigation, 
Parks, Streets), Town Clerk, Town Treasurer, Community Development (Planning, Zoning, Building, 
Recreation, Special Events).  Services for Town Attorney, Building Inspector, Planner and Engineer are 
contracted.  Fire prevention, suppression and EMS is provided by a regional fire district (Colorado River Fire 
Rescue) which maintains a staffed station in Silt.  The Town owns and maintains a 20-unit low-income senior 
apartment complex.  It is managed by the Garfield County Housing Authority.     
 
28 full-time, 2 part-time and 2 seasonal employees serve the Town. 
 
The Town has a 2024 General Fund budget of nearly $7.9 million, with a total budget of $9.4 million.  Another 
$20.4 million is expected to be spent on the construction of a new water treatment plant.  The plant is financed 
through the State’s revolving water/wastewater fund and was the recipient of some $11 million in grants and 
loan forgiveness.   

THE POSITION 
Working under the policy guidance and direction of the Town of Silt Board of Trustees, the Town Manager is the 
Chief Administrative Officer for the Town, providing executive leadership and representation on all matters 
concerning Town government.  This position is responsible for planning, directing, managing and reviewing all 
activities and operations of the Town.  This includes coordinating programs, services and activities among 
Town departments and outside agencies, ensuring the financial integrity of the organization, representing the 
Town’s interests and providing highly responsible and complex policy advice and administrative support to the 
Mayor and Board of Trustees.  This position is identified as “Town Administrator” in the Town’s Charter, but will 
commonly be referred to as “Town Manager”, by Board of Trustees consensus.     
 
 



QUALIFICATIONS 
The successful candidate for this position will be a team-player who values consensus-building, collaboration 
with staff to solve problems and focus on the Town’s strategic plan.  This person will exhibit strong 
communication skills, trust in the staff and the desire to do the right thing and to do things right.  The new Silt 
Town Manager will not rely on an autocratic supervisory style nor micro-manage others.  The Town of Silt 
Board of Trustees is not seeking a “change agent”, believing that the Town is staffed by the right people in the 
right positions.  
 
Candidates must possess a Bachelor’s Degree in public administration, business management or related field, 
with a concentration in local government preferred.  More than five years of responsible leadership/manager 
experience as a municipal manager or assistant manager, finance, government law, personnel administration, 
organizational development, or any equivalent combination of education and experience.  This experience may 
include private sector experience which is related to the public sector.  Any combination of education and 
experience that demonstrates the ability to perform the necessary requirements of the job may be considered.   
 
The salary range for the position is currently $125,000 to $155,000, with an excellent benefit package and 
housing in a Town-owned condominium or housing assistance, as may be negotiated.  
 
TO APPLY 
Interested persons should submit a cover letter, resume and contact information for three professional 
references to Town Clerk Sheila McIntyre at sheila@townofsilt.org, or 231 North 7th Street, Silt, Colorado, 
81652 by Monday, April 8, 2024 at 8 AM.  Questions may be directed to Silt Town Administrator Jeff Layman 
at jlayman@townofsilt.org or 970.876.2353 x 103, or Bill Efting at billefting1@gmail.com.

 

 

 

mailto:sheila@townofsilt.org
mailto:jlayman@townofsilt.org
mailto:billefting1@gmail.com.
mailto:billefting1@gmail.com.


 
 
 
EXPLORE SILT 
There are numerous beautiful locations in and around Town to explore, including the dog-friendly Silt Island 
Park, the rustic Silt River Preserve, Clayton Ranger Station, Harvey Gap State Park, Rifle Falls State Park, 
Rifle Mountain Park and Flat Tops Wilderness Area to name a few.  Silt has 14 parks within its Town 
boundaries.  

OUTDOOR RECREATION 
Silt is located on the cusp of three of Colorado’s recreational Regions—“Rockies Playground”, “Mountains and 
Mesas” and “The Great West”.  As such, residents have almost immediate access to world-class outdoor 
recreation including rafting, skiing, snowboarding, snowmobiling & snowshoeing, fishing, rock climbing, 
mountain biking and so much more!  There are few places in the country where you have such convenient 
access to world-class outdoor activities. 

DINING, SHOPPING & ENTERTAINMENT 
Silt offers a variety of local dining and shopping opportunities in town, with large retailers, restaurants, and 
supermarkets all nearby! Enjoy small town living without sacrificing convenience. 
 

 
 
LIFE IN SILT 
Silt provides residents a small-town atmosphere, ideal for those looking to escape the hustle & bustle of city 
life. Affordable housing, great schools, parks, dining, local events, shopping - Silt is truly a Simply Irresistible 
Little Town!  Silt is the ideal place to raise a family and enjoy the outdoors. 



CULTURE 
Silt offers a myriad of events and experiences year-round, including the Silt Historical Park, summer concerts, 
a farmer’s market and the Silt Heyday Festival. 
 

 
 
 
ABUNDANT HEALTHCARE OPTIONS 
Silt provides easy access to a variety of healthcare options, including The Silt Care Center, Valley View 
Hospital, Grand River Health and the Veterans Administration Hospital. 
 
RECREATION 
Enjoy our public parks and participate in organized events for both kids and adults. The Silt 
Recreation Department offers youth team sports programs, including soccer, basketball and baseball, and our 
skate park is a favorite for kids of all ages! Adult horseshoe and corn-hole tournaments are held each year as 
part of Silt Heydays. 
 
Should this opportunity not be of interest, forwarding it to someone who is would be very much 
appreciated!   
 
Questions may be directed to Silt Town Administrator Jeff Layman at jlayman@townofsilt.org or 970.876.2353 
x 103, or Bill Efting at billefting1@gmail.com. 

mailto:jlayman@townofsilt.org
mailto:billefting1@gmail.com


 
TOWN OF SILT 

JOB DESCRIPTION 
             
 
Job Title:  Town Manager 
Department:  Town Administration  
Reports to:  Board of Trustees  
FLSA Status:  Exempt 
Salary Range: $125,000 - $155,000 
Approved By: Board of Trustees 
Approved Date: March 2024 
 
SUMMARY 
This is a professional administration position responsible for the overall operation of the 
Town. The Manager is responsible for implementation of policies established by the 
Board of Trustees. Also develops and implements policies and procedures with the 
Board of Trustees and Department Heads.  Works with the public on a daily basis, and 
strives to maximize public satisfaction with municipal services. Directly supervises all 
Town Department Heads.  The Town Manager serves as liaison between the Board of 
Trustees the public, the Town and other public and private entities. Performs analytical 
policy research and is responsible for the coordination of legal matters with the municipal 
attorney. 
 
This position is identified as “Town Administrator” in the Town’s Charter, but will 
commonly be referred to as “Town Manager”, by Board of Trustees consensus.     
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, and other duties 
assigned. 
 
1)  Responsible for the overall coordination of all Town Departments and administration 
through each department head, and maintains that the administration of all Town 
departments is in accordance with established policies.  This includes achieving 
results in the pursuit of items contained in the Town’s Strategic Plan. 
 
2)  Attends meetings: of the Board of Trustees, various Town committees, the general 
public and meetings necessary for efficient and progressive municipal government. 
 
3)  Ensures proper administration and enforcement of municipal codes, contracts, 
ordinances, resolutions, and policies established by the Town.   
 
4)  Is responsible, in cooperation with the Town Treasurer, for the preparation and 
administration of the annual budget. 
 
5)  Works with the Board of Trustees, community, and Department Heads to establish 
and implement goals and objectives important to general municipal operations. 
 
6)  Responsible for tasks and duties assigned by the Board of Trustees. 
 
7)  Enforcement of all terms and conditions imposed in favor of the town in any contract 
or agreement.   
 
8)  Performs duties described by law, including contract negotiations, bond issue 
negotiations, franchise negotiations, etc. 
 



 
9)  Appoints, hires and terminates all Department Heads except as otherwise provided 
by law or ordinances. Assists Department Heads on termination of other municipal 
employees.   
 
10)  In conjunction with the Town Clerk, prepares Board of Trustee and other agendas. 
 
11)  Advises Board of Trustees on matters coming before them, and has the right to 
participate in the discussion of matters before the Board. 
 
12)  Makes policy recommendations to the Board of Trustees and often works with the 
department heads to do so. 
 
13)  Serve as principal inter-government affairs officer of the Town. 
 
14)  Serve as the principal public relations and public information officer of the Town. 
 
15)  Available to the public to respond to, and refer, complaints, comments and general 
public concerns. 
 
16)  Oversee professional and consulting agreements entered into the Town, including 
engineering, financial, and legal agreements.  
 
17) Management of employment litigation pending against the Town, including hiring 
outside attorneys, evaluating claims and negotiating settlements. Conducts internal 
investigations and resolves disputes. Advise Board of Trustees in handling of claims. 
Attends or provides for representation of organization at personnel related hearings and 
investigations. 
 
18)  All other duties as outlined in SMC 2.04.070 
 
19)  Adhere to all Town of Silt safety and loss/control guidelines. 
 
20) The duties listed above 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 or a logical assignment to the 
position. 
 
QUALIFICATIONS 
 
EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS  
Candidates must possess a Bachelor’s Degree in public administration, business 
management or related field, with a concentration in local government preferred.  
More than five years of responsible leadership/manager experience as a municipal 
manager or assistant manager, finance, government law, personnel 
administration, organizational development, or any equivalent combination of 
education and experience.  This experience may include private sector experience 
which is related to the public sector.  Any combination of education and 
experience that demonstrates the ability to perform the necessary requirements of 
the job may be considered.   
 
Understanding of municipal government and financial operations, demonstrated 
in written and oral communication skills. Ability to work with the public and 
various community groups.  
 



 
An ability to deal with personnel matters effectively and efficiently. 
 
Capacity and willingness to work beyond the standard 40-hour workweek. 
 
OTHER SKILLS, CERTIFICATIONS, AND KNOWLEDGE REQUIRED 
Knowledge of municipal budgeting analysis, and implementation. 
 
General knowledge of municipal law. 
 
Understanding of public sector management techniques and practices. 
 
Possession of excellent written and verbal communication skills. 
 
Knowledge of computer systems and ability to use them for analytical other purposes. 
 
DESCRIPTION OF WORK SCHEDULE, HOURS, OVERTIME REQUIREMENTS 
Work hours typically begin at 8:00 a.m. and often extend beyond 5:00 p.m. because of 
meetings, workload, or other unanticipated obligations. Regular and specially scheduled 
night meetings are to be expected. 
 
SUPERVISION RECEIVED 
Works with the direct supervision, but under general policy direction, established by the 
Board of Trustees. 
 
COMPLEXITY/RESPONSIBILITY 
Responsibility often requires an ability to deal with complex and delicate situations that 
may involve the public, staff, the Board, or other government entities.  This work 
environment requires a high level of credibility, leadership, analysis, and ethics.  
Strategic political thinking is often associated with the position. 
 
SCOPE OF INTERPERSONAL CONTACT 
This position requires excellent interpersonal skills.  Contacts are generally the broadest 
of any employee of the Town and include the Board of Trustees, public, staff, 
consultants, other governments, and other elected officials.  Information provided often 
can have important consequences for the Town.    
 
WORK ENVIRONMENT/PHYSICAL REQUIREMENTS 
Work is usually performed in a standard office environment.  There are circumstances in 
which fieldwork is necessary, which may include travel in and out of state.  Fieldwork 
and visits to various municipal facilities may require an ability to maneuver in 
construction sites, climb stairs or ladders, and ride in heavy equipment.  An ability to 
communicate over the phone is a necessity. 
 
COMMENTS 
The Town of Silt is an Equal Opportunity Employer.  Pursuant to the Immigrations 
Reform and Control Act, it is the Town’s intention to hire only individuals who are United 
States citizens or aliens authorized to work and live in the United States. 
 
EMPLOYEE ACKNOWLEDGEMENT 
I hereby acknowledge that I have read and understand the scope and intent of the job 
description for this position. 
 
             
I hereby acknowledge receipt of this job description   Date 



 
(as well as SMC 2.04.070) 
 
        
Town of Silt representative 
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