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[bookmark: Job_Description]Position Title: Business Manager

Job Description

Employee Classification: FLSA Exempt (Non-Collection Bargaining Unit Position)
Pay Range: Based on Qualifications and Employment Status
Report To: Village Board of Trustees

GENERAL SUMMARY:

The Business Manager will oversee all daily operations for Village of Jacksonville. This shall include: directing and administering the Village - Office (Administrative) and Electric operations. This position will work closely with the Board of Trustees in carrying out the operational duties, creating budgets, developing short and long-term strategies, crafting policies and procedures, capital planning and all activities that ensure the Village is meeting Federal and State regulations.

[bookmark: ESSENTIAL_JOB_DUTIES_AND_RESPONSIBILITIE]ESSENTIAL JOB DUTIES AND RESPONSIBILITIES:

· Directly interacts with the Board of Trustees to inform and advise on all regulatory, financial, and operational matters impacting the Village.
· Creates agenda, prepares materials and attends the Village of Jacksonville Board of Trustees meetings.
· Manages village staff.
· Ensures operations are in compliance with all town and village ordinances/policies and applicable Federal, State, Municipal statues, guidelines, rules regulations and public utility principles/practices.
· Manages compliance with Public Utility Commission electric regulations.
· Maintains solid relations with state, regional, and federal regulatory agencies and other industry participants and organizations.
· Monitors department purchases and approves as applicable.
· Work in conjunction with other administrative staff to produce financial reports on a quarterly basis or more often as requested by the Board of Trustees.
· Approve all payroll, accounts payable and journal entries created by other administrative staff.
· Ensure fiscal integrity of the Village through effective financial management and planning by interacting with staff, financial advisors, investment bankers, auditors, legal counsel, and other professionals on financings, credit ratings, or


other financial matters, and monitors with appropriate oversight the work of all those professionals engaged by the Village.
· Coordinate with the Board of Trustees to submit annual operating budget, capital budget, and forecasted five-year budget.
· Monitor Federal and State agencies for availability of grant money for projects directly relating to Village of Jacksonville infrastructure and enhancements pertaining to the municipality. Identify grant opportunities and other funding sources. Prepares grant applications, facilitates process, and supervises the administration of such.
· Build and maintain a culture of proactivity and compliance with all aspects of cybersecurity.
· Work closely with the Vermont Public Power Supply Authority (VPPSA) on rate cases, regulatory reporting, power supply and other activities as applicable.
· At the Board of Trustees’ discretion, accept appointments to serve on the VPPSA Board of Directors and other industry-related Boards.
· Travel regionally and nationally to attend relevant meetings, and conferences as appropriate to advance and protect the interests of the Village.
· Perform other related duties as required/assigned.

[bookmark: SUPERVISION_RECEIVED:]SUPERVISION RECEIVED:

Receives supervision from the Village of Jacksonville Board of Trustees, while exercising individual and independent judgement.

[bookmark: SUPERVISION_EXERCISED:]SUPERVISION EXERCISED:

· Maintain accountability directly or indirectly through subordinate managers for all Village staff. Carry out supervisory responsibilities per Village policies, regulations, and applicable laws. Interviewing, hiring (temporary/seasonal employees), and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

QUALIFICATIONS AND EXPERIENCE:

· Bachelor’s degree with a major field of emphasis in business administration, engineering, or similar field of expertise, or equivalent related experience.


· Knowledge of municipal electrical systems, and familiarity with local, state, and federal government procedures.
· Five years of experience in managing or supervisory roles.
· Ability to motivate and lead people and hold team members accountable.
· Excellent analytical, problem solving and organizational skills.
· Ability to work independently and handle multiple projects.
· Strong planning and prioritization skills.
· Exceptional communication, collaboration, and delegation skills.
· Ability to meet and work with the public and fellow employees and to diffuse contentious issues.
· Knowledge in the preparation and analytical review of income statements, changes in financial condition and balance sheets.
· Must be fluent in computer usage, particularly in the use of Microsoft Products and Adobe, copier, fax machines, telephone systems and voice radio.

TERMS OF EMPLOYMENT:

· This is a salaried position, with the salary and benefits set by the Board of Trustees.
· This position may require working hours beyond what may be perceived to be an average workday/week.
· The Business Manager’s employment with the Village of Jacksonville is an at-will position.

Please send resume and salary requirements to:

Vermont Public Power Supply Authority
Attn: Amy Parah
PO Box 126
Waterbury Ctr., Vermont 05677

Or email aparah@vppsa.com with the subject: Business Manager J’ville
