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 1997 1998 1999 2000 2001 2002 2003 2004 2005 2006 %Change 

Budget 641133 748606 811476 874766 893985 1115712 1247380 1552040 1671774 1825537 185% 

Dept.            

Admin 94580 85785 102852 126523 124635 130983 158826 168768 168400 181825 92% 

Buildings 10960 11065 10001 9085 18254 18805 17439 29255 35951 43060 293% 

Police 73454 94622 127335 138166 127785 174013 191720 212632 200108 241850 229% 

Fire 41138 40007 52524 51772 59685 60968 66933 67237 67053 73503 79% 

Highway 233335 236111 241700 228176 264586 349035 370024 407299 484649 456100 95% 

Solid Waste 47840 52435 57246 61154 61853 78102 73367 99531 109808 114851 140% 

Library 26106 28593 32044 38224 44784 52170 53421 55837 65072 85364 227% 

All Other  98720 141508 106190 111978 104689 120655 133989 145046 155207 195169 98% 

  626133 690126 729892 765078 806271 984731 1065719 1185605 1286248 1391722 122% 
             

Debt Service 0 43480 41584 39688 37714 40981 86661 296435 290226 338515  

Capital Reserve 15000 15000 40000 70000 50000 90000 95000 70000 95300 95300  

  641133 748606 811476 874766 893985 1115712 1247380 1552040 1671774 1825537 185% 

             
Offsets            

Police    -40771 -30150 -54385 -58187 -58436 -51651 -55000  

Waste    -12426 -10039 -11241 -11390 -17556 -18568 -18784  

Gold Star          -75000  
             

Valuation 97093124 97788730 100458596 102594920 105578278 108805755 111862259 118642898 121277290  25% 

Population 1800 1800 1847 1979 2007 2034 2130 2222 2235  24% 

CPI 161 163 167 172 177 180 184 189 195  22% 
             

Tax Rate 27.56 29.00 26.00 27.42 28.75 31.17 31.95 33.10 37.43  36% 

Town 3.56 4.13 4.93 4.91 4.91 4.91 5.20 5.20 6.76  90% 

County 2.22 2.24 2.17 2.44 2.98 3.12 3.33 4.04 4.50  103% 

School 21.78 22.63 18.90 20.07 20.86 23.14 23.42 23.86 26.17  20% 
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Open Letter to the Selectmen 
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1. Hire a part-time administrator 

2. Increase the hours of the current office staff 

3. Add a part-time bookkeeper 

4. Complete needed policies and procedures 

5. Meet more often with your staff 

6. Increase the role of the budget advisory committ ee 
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Objective 1:  Review of Town Meeting Notes, 2005 
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Objective 3:  Selectmen and Employee Interviews  
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Selectmen Interviews 
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Employee Interviews 
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 Town Committee Interviews 
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Analysis  

Objective 4:  Review the management structure of ot her towns in NH 
comparable to Canterbury. 
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Objective 5:  Assess the effectiveness of the vario us administrative 
alternatives currently in use in other towns. 
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Objective 6:  Identify the budgeted cost of town ad ministration in the 
case study towns and compare to Canterbury. 
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Objective 7:  Complete a risk/reward analysis for e ach option, including 
the option of doing nothing. 

Option 1 – Keep three-person Board of Selectman str ucture as currently devised. 
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Option 2 –  Expand to 5 member Board of Selectman 
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Option 3 – Expand hours of current office staff 
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Option 4 – Hire a part time town administrator. 
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Option 5 –  Hire a full time town administrator.  
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Action 2 – Increase Hours of Present Office Staff 
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Action 3 – Add Part Time Bookkeeping Staff 
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Action 5 – Meet More Often With Your Staff 
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Action 6– Increase the Role of the Budget Advisory Committee 
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Action 7 – If These Steps Are Not Enough 
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Appendix 1 – Cost of Additional Administrative Staf f  
�

  Hours 
Per 

Week 

Estimated  
Rate 
($/Hr) 

Current 
Annualized 

 ($) 

Proposed 
Annualized 

($) 

Increase 
($) 

Increase 
(hours) 

Current 20 16.00 16,640    Secretary / 
Bookkeeper 

Proposed 20 16.00  16,640 0 0 

Current 20 12.00 12,480    Assessor 

Proposed 30 14.00  21,840 9,360 10 

Current 0 0.00 0    Bookkeeper 

Proposed 10 16.00  8,320 8,320 10 

Current 0 0.00 0    Town 
Admin-
istrator Proposed half-

time 
salary 0 25,000 to 

35,000 
25,000 to 
35,000 

20 

Totals: 29,120 71,800 to 
81,800 

42,860 to 
52,860 

40 

Note:  Proposed salary expenses do not include benefits.  Benefit expense is estimated at 12% plus 
$386/month health insurance = $13,848. 
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Appendix 2 – Town Administrative Cost Comparison 
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Appendix 3 – Town Administrator Job Description 
Example  
JOB TITLE:  Town Administrator 

DEPARTMENT:  Administration 

STATUS:  Full-Time, Administrative Exemption 

JOB SUMMARY:  This position is responsible for the management and coordination of 
administrative activities for the Board of Selectmen and other departments under the 
control of the Board of Selectmen.  

MAJOR DUTIES: 
�  Serves as chief administrator for the Town. 
�  Carries out the orders and policies of the Board of Selectmen in accordance with all 

laws and Town rules, regulations, ordinances, policies and procedures. 
�  Supervises Town employees and provides administrative direction and general 

supervision to department heads under the control of the Board of Selectmen. 
�  Insures the uniform application of personnel policies and performance evaluations. 
�  Manages employee benefits and insurance policies, and maintains personnel files and 

records.  
�  Receives, investigates, and responds to citizen complaints, and seeks to resolve issues 

successfully, with guidance from the Board of Selectmen. 
�  Supervises the preparation of all budgets; reviews budget requests and makes 

appropriate changes before presentation to the Board of Selectmen and Budget 
Committee. 

�  Oversees purchasing activities, preparation of bid documents, and negotiates and 
administers contracts as requested and directed by the Board of Selectmen. 

�  Ensures the adequacy of all types of insurance coverage including fire, casualty and 
liability insurance of all Town property and Town officials. 

�  Monitors federal and state funding for municipal programs and makes 
recommendations to the Board of Selectmen. 

�  Prepares and oversees grant applications as directed by the Board of Selectmen. 
�  Establishes the agenda for and assumes responsibility for accurate records of all 

Selectmen’s meetings. 
�  Attends all meetings of the Board, providing background information and 

recommendations on all pertinent matters. 
�  Serves as liaison between the Board of Selectmen and other Boards, Committees, 

Commissions, and Town Officials. 
�  Serves as liaison between the Town and federal, state and other local government 

agencies.  
�  Coordinates, with Town legal counsel, the preparation of the warrant for all special and 

annual Town meetings. 
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�  Consults with Town Legal Counsel on the preparation of various agreements, 
easements and other legal matters as determined necessary and/or directed by the 
Board of Selectmen. 

�  Advises the Board of Selectmen on all matters affecting Town employees and 
volunteer personnel. 

�  Acts as Compensation Agent, Affirmative Action Officer and Handicapped Access 
Coordinator for the Town. 

�  Acts as computer Network Manager for the Town. 
�  Supervises the preparation of the Annual Town Report. 
�  Supervises the maintenance of property assessment files and coordinates with 

assessors as necessary.  
�  Supervises the maintenance of tax maps in regard to subdivisions and lot line 

adjustments and the updates of any changes in property records. 
�  Calculates timber tax billings, land use penalties and gravel excavation billings. 
�  Performs other related duties as assigned. 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED BY THE POSITION: 
�  Knowledge of the theories, principles, and practices of municipal administration. 
�  Knowledge of local ordinances and relevant state and federal laws. 
�  Knowledge of modern personnel, finance, contract negotiations, and purchasing 

practices and procedures. 
�  Knowledge of financial reporting and bookkeeping practices. 
�  Knowledge of budgeting procedures. 
�  Skill in personnel administration functions such as hiring, firing, promoting, and training. 
�  Skill in planning, organizing, analyzing, decision making, and problem solving. 
�  Skill in the use of office equipment, including a computer and calculator. 
�  Skill in public relations. 
�  Skill in negotiating. 
�  Skill in interpersonal relations. 
�  Skill in oral and written communication. 
�  Ability to plan, organize, assign, supervise, inspect and coordinate the work of 

professional and technical personnel. 
�  Ability to work effectively with all Town boards, commissions, departments, and 

committees. 
�  Ability to maintain effective and cooperative relationships with other Town officials, 

employees, and the general public. 
�  Ability to prepare comprehensive research studies, analyze problems, prepare 

technical reports and formulate recommendations. 
�  Ability to speak, write and communicate effectively. 
�  Ability to maintain confidentiality, and demonstrate integrity and tact. 
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SUPERVISORY CONTROLS:  The Board of Selectmen assign work in terms of broadly 
defined missions or functions.  The employee has responsibility for planning, designing 
and carrying out programs, projects, studies, or other work independently.  Results of the 
work are considered as technically authoritative and are normally accepted without 
significant change.  Recommendations for new projects and alterations of objectives are 
usually evaluated for such considerations as availability of funds and other resources, 
broad program goals or organizational priorities. 

GUIDELINES:  Guidelines include department policies and procedures, federal 
employment guidelines, federal and state laws and Town ordinances.  This position 
develops department guidelines.  The employee must use judgment and ingenuity in 
interpreting the intent of the guides that do exist and in developing applications to specific 
areas of work.  Frequently, the employee is recognized as a technical authority in the 
development and interpretation of guidelines. 

COMPLEXITY:  The work includes varied duties requiring many different and unrelated 
processes and methods applied to a broad range of activities or substantial depth of 
analysis, typically for an administrative or professional field.  Decisions regarding what 
needs to be done include major areas of uncertainty in approach, methodology, or 
interpretation and evaluation processes resulting from such elements as continuing 
changes in program, technological developments, unknown phenomena, or conflicting 
requirements.  The work requires originating new techniques, establishing criteria, or 
developing new information. 

SCOPE AND EFFECT:  The work involves establishing criteria; formulating projects; 
assessing program effectiveness; or investigating or analyzing a variety of unusual 
conditions, problems, or questions.  The work product or service affects a wide range of 
agency activities, major activities of industrial concerns, or the operation of other agencies. 

PERSONAL CONTACTS:  Contacts are typically with department personnel, other Town 
employees, elected officials, judges, attorneys, school administrators, clergy, business 
owners and citizens.  The personal contacts are with individuals or groups from outside the 
employing agency in a moderately unstructured setting (e.g., the contacts are not 
established on a routine basis; the purpose and extent of each contact is different and the 
role and authority of each party is identified and developed during the course of the 
contact). 

PURPOSE OF CONTACTS:  The purpose is to plan, coordinate, or advise on work efforts 
or to resolve operating problems by influencing or motivating individuals or groups who are 
working toward mutual goals and who have basically cooperative attitudes. 

PHYSICAL DEMANDS:  The work is sedentary.  Typically, the employee may sit 
comfortably to do the work.  However, there may be some walking; standing; bending; 
carrying of light items such as papers, books, small parts, driving an automobile, etc.  No 
special physical demands are required to perform the work.  

WORK ENVIRONMENT:  The work environment involves everyday risks or discomforts 
that require normal safety precautions typical of such places as offices, meeting and 
training rooms, libraries and residences or commercial vehicles (e.g., use of safe work 
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practices with office equipment, avoidance of trips and falls, observance of fire regulations 
and traffic signals, etc.). The work area is adequately lighted, heated, and ventilated.  

SUPERVISORY AND MANAGEMENT RESPONSIBILITY:  Executives at this level have 
responsibility and authority for the work performed by more than one departmental area.  
They are usually responsible for monitoring overall operations, developing or approving 
recommendations on major policy issues for all departments, and representing the 
organization with elected officials and the public. 

MINIMUM QUALIFICATIONS: 
�  Knowledge and level of competency commonly associated with the completion of a 

baccalaureate degree in a course of study related to the occupational field (public 
administration). 

�  Experience sufficient to thoroughly understand the diverse objectives and functions of 
the subunits in the division/department in order to direct and coordinate work within the 
division/department, usually interpreted to require five (5) years of progressively 
responsible experience in municipal management. 
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Appendix 4 – Selectmen and Employee Questionnaires 

Questions for Selectmen Interviews 
�  What do/did you find the most challenging aspect of serving as a selectman?   
�  Have you read the MRI report?  If so, what aspects of the report do you find most 

concerning with regard to the administration of the town?  Are there aspects that you 
believe are over emphasized given the size of Canterbury? 

�  Canterbury voters rejected the concept of a town administrator position at the last town 
meeting.  Did you agree with their vote?  If not, can you identify areas in which the town 
would benefit from a town administrator?  Was this issue explored while you were in 
office?   

�  What issues facing the town are most concerning?  How do these issues affect the 
selectmen’s role? 

�  What areas would you like to see the Advisory Committee explore as part of our 
charge? 

�  Are there issues we should discuss that haven’t been addressed? 

Questions for Employees & Committee Members 

Job Description 

�  Does your job description adequately describe your job duties and responsibilities?  
�  If not, how would you characterize the differences? 
�  How would you write your job description? 
�  What are your 4 main responsibilities? 
�  To whom do you report? 
�  How many people report to you? 
�  Do you feel you need more assistance and/or more hours in your job? 

Communication 

�  How often do you communicate with the selectman? 
�  Do you communicate by phone, email, or in person? 
�  Do you check/use the Canterbury Web site? 
�  If a selectman is not available-where do you turn? 

Training 

�  Do you feel that you have sufficient training to do your job? 
�  If not what areas would you like further training in? 
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Regarding Town Administrator/Manager 

�  If the town hired a manager—how can they help you? 
�  Would it make your job easier? 
�  Would it free up your time? 
�  Do you think a town manager could save the town money? ? 
�  How would a town administrator help you with your position 
�  What are the three most important skills that you would like to see in a town manager? 



 

 

 


