Town of Berlin

Job Description - 1870 Town Hall Manager

Definition:  Part-time manager for administration, data reporting, marketing and money management for the 1870 Town Hall. Fifteen (15) hours per week.
Supervision:  Work under the direction of the the Town Administrator/Board of Selectmen.

Job Environment:  Perform administrative work of a diverse clerical nature following established policies and procedures. Ten hours spent on site (two hours daily Monday-Friday) and five hours as needed to meet with renters and open the building for events and to ensure timely response to requests for usage and information.
Essential Duties and Responsibilities:  

· Track all expenses and receipts going through the Revolving Account and reconcile with the Town Accountant

· Collect monies and deposit weekly with Treasurer’s office

· Prepare bill schedule of expenses and submit to Town Accountant 

· Monitor all accounts associated with the 1870 Town Hall

· Create reports monthly for the Town Hall Advisory Committee
· Regularly update calendar of events 
· Track number of attendees and income per event

· Maintain filing system

· Maintain addresses and create weekly marketing email
· Perform tasks as directed by the Town Hall Advisory Committee
· Regularly update website and Facebook page with  upcoming events, class descriptions, etc
· Interact and negotiate building schedule with theater companies, multiple class instructors, and private rentals
· Maintain a weekday presence in the building where prospective/current renters can drop off contracts/rental fees and discuss details of usage/tour facility
· Communicate any concerns with the Town Hall Advisory Committee
· Be primary contact for users, check email daily to respond to requests

· Maintain calendar of events to enable the building custodian/cleaning company, Facilities Manager, and Town Hall Advisory Committee to review
· Maintain bulletin boards

· Maintain brochure and multiple rental contracts and other forms

· Continuous contact with custodian/cleaning company and  Facilities Manager relaying building needs and issues

· Weekend availability, as needed, to unlock/lock the building for events
· Develop marketing strategy for the building in line with the Town’s objectives
· Monitor and report on effectiveness of marketing communications
Recommended Qualifications:

· Education and Experience:  High School diploma with some experience in an office environment required. Bachelor Degree in marketing beneficial.
· Knowledge, Ability and Skill:  Familiarity with a variety of clerical responsibilities, attention to detail essential, ability to communicate effectively with multiple users/personalities, confident and dynamic personality, ability to update web content, strong analytical and project management skills, MS Word and Excel, ability to manage finances, must be able to self-manage, strong creative outlook.
· Physical Requirements:  The demands described here are representative of those that must be met by an employee to perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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. This position description does not constitute an employment agreement between the Town and employee and is subject to change by the Town as the needs of the community and requirements of the job change.

Effective 7/1/2014; adopted by the BOS by the then-Acting Personnel Committee 3-20-2017
Updated Board of Selectmen 1/14/2019 and Personnel Committee 2/20/2019
Voted 3-0 By Selectmen to change supervision to TA/BOS on 4/1/2019
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