MOUNT JOY BOROUGH
JOB DESCRIPTION
TITLE: Borough Manager

DEPARTMENT: Administration

GENERAL SUMMARY: : Under general direction from Borough Council, manage and direct operations

to ensure effective delivery of programs and services; facilitate and direct planning for use of land and
capital resources to make the Borough an attractive place to live and work; recommend policy and

procedures to ensure compliance with laws, regulations, and Borough objectives.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Manage operations of Borough offices; provide leadership and direction to administrative office staff
and Public Works Director; provide for training and development of management skills and evaluate job
performance, provide feedback and direction concerning goals, priorities, and objectives; communicate
policy, establish workplace policies to provide overall consistency in operations; approve leave, resolve
workplace problems. Administer discipline, recommend pay adjustments; hire and discharge, with the

advice and consent of Council.

2. Provide administrative leadership in areas of planning, budgeting, reporting and grants; meet with
Council to review short- and long-range goals, priorities, requirements and constraints; meet with staff,
community and government representatives to communicate and gather feedback, build working
relationships and facilitate planning and development of objectives to work toward completion of capital

projects and goals.

3. Manage and direct budget development and forecasting; monitor budget, including expenses and
revenue collection; develop and implement spending plans for general obligation or revenue bonds;
develop budget parameters and administer monetary operational limits for various municipal program;
assure effective and efficient use of budgeted funds, personnel, materials, facilities and time; develop

investment strategies.

4. Engage in public relations activities; resolve questions and complaints from citizens, or direct to

appropriate staff person; develop plans to communicate issues to the public.
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5. Serve as primary liaison to Borough Council; compile agenda for meetings, attend meetings to
provide advice and information; serve as liaison between Borough Council and Authorities,

Commissions and Committees.

6. Ensure duties of Borough Secretary are performed, as outlined by the Pennsylvania Borough Code;
attend meetings of the council and other meetings as directed by Council. Inform council and the public

of all meetings of council.

7. Perform related duties:

a. Prepare or direct the preparation of proposals, studies, and reports to support development of projects
and services; consider needs, structure of operations, level of funding, staffing, community goals and risk;
examine legal boundaries and impact on codes, insurances, bonds, and audits; determine and establish

priorities; research and procure grant monies; monitor and manage state or federal grants.

b. Manage areas relating to community development; guide and facilitate process to accomplish
comprehensive plan; communicate process to the public; plan for future development to provide for
controlled growth and expansion of public services; recommend regulations to control location and

development of residential and commercial areas.

c. Serve as Purchasing Officer for the Borough; establish system to approve purchases of supplies and
equipment; establish rules and regulations governing requisition and purchasing; enter into contracts
as approved by Borough Council and monitor compliance with contracts; review and/or write bid
specifications for the purchase of new equipment, supplies or services.

d. Manage maintenance of Borough facilities and property; direct maintenance activities, and activities
related to improvement or replacement of facilities and property; ensure provisions of franchises, leases,
permits and privileges and other contractual rights of Borough are observed.

e. Research and develop projects, e.g., develop fee schedules, project budgets, ordinance amendments;
serve as liaison and provide briefings on community organization meetings; execute routine decisions and
facilitate decision making of non-routine issues with key borough employees and the Council to
accomplish ongoing business.
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f. Serve as Borough Open Records Officer for PA Right to Know Law; respond to requests for

information or ensure response is provided.

g. Perform or supervise an annual reconciliation of all leave time and compensatory time for Borough

personnel.

h. Participate in training for emergency management response.

i. Perform other duties as specified in Borough Ordinance Chapter 40

JOB SPECIFICATIONS:

*indicates developed after employment

Education/Employment: Any combination of education and experience which indicates possession of the
skills, knowledge and abilities listed below. An example of acceptable qualifications for this position is
completion of bachelor's in public administration, or a combination of education and extensive experience
in municipal government management.
Must also complete National Incident Management System (NIMS) training:

» ICS-700: NIMS, An Introduction

e |CS-100: Introduction to the Incident Command System

e [CS-200: ICS for Single Resources and Initial Action

e ICS 800 National Response Framework
e IS 559 Damage Assessment
o (G 0402 Overview for senior and elected officials

e 1S 2200 Basic Emergency Operations Center Functions

Knowledge:
Comprehensive knowledge of public administration principles and practices

Comprehensive knowledge of budgeting
Comprehensive knowledge of Borough code, and state and federal laws affecting Boroughs

Comprehensive knowledge of borough zoning, building, property maintenance, solid waste, health and

safety, taxation, tree, storm water management, and land development codes
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Comprehensive knowledge of local ordinances and physical features of Borough*
Comprehensive knowledge of government processes and structure

Comprehensive knowledge of management theory and practice

Skill:

Computer operation

Abilities:
Ability to navigate complex issues and share understanding with others
Ability to inspire trust to ensure input is viewed as unbiased and accurate
Ability to promote high morale as leader and manager of an organization
Ability to manage complex projects
Ability to facilitate long range planning within a collaborative framework
Ability to communicate effectively and persuasively in writing and orally
Ability to build relationships to strengthen community partnerships
Ability to promote accountability for completion of goals and objectives
Ability to apply management and supervisory principles to solve practical, everyday problems

Ability to establish effective relationships with employees, management staff, elected officials,
members of the public, representatives of government regulatory agencies, vendors, and representatives
of outside firms providing services for the Borough

Ability to prepare reports and present facts and ideas in a clear and organized fashion

Ability to effectively resolve complaints through proper investigation, mediation and/or action to

correct problems

Ability to develop relationships to promote a vibrant and sustainable community

Working Conditions:

Work is performed in normal but busy office environment. Attendance at evening meetings is frequently
required. Travel to various facilities and project sites, and meetings outside the borough is frequently
required. Work involves interacting with residents, vendors, employees, and various professionals.
Position requires an ability to communicate clearly and bring people with varying interests together to

work towards the best community possible.
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DISCLAIMER:

The above statements are intended to describe the general nature and level of work being performed by a
person assigned to this position. They are not intended to be construed as an exhaustive list of all

responsibilities, duties and skills required to perform the job.

REPORTS TO: Borough Council
FLSA STATUS: Exempt
DATE: September 2026

5|Page
September 14, 2026



BOROUGH OF MOUNT JOY
MOUNT JOY BOROUGH AUTHORITY
APPLICATION FOR EMPLOYMENT

An equal opportunity employer

LAST NAME FIRST MIDDLE INITIAL

PRESENT ADDRESS (STREET, CITY, STATE, ZIP)

PHONE NUMBER (DAY) (EVENING)

POSITION OR TYPE OF WORK FOR WHICH YOU ARE APPLYING:

CHECK PREFERRED STATUS: DFull-time I:lPart-time |15easona| DNO Preference D Other:

DATE AVAILABLE TO START:

Are you over the age of 18?|:| yes |:| no If no, state your age:
Are you willing to work overtime, if necessary?|:|yes |:| no
Can y0t|1__p_|erform the essential duties of the job for which you are applying, with or without reasonable accommodation?

|:| ves[ |no

Have you ever been convicted of a crime other than a minor traffic offense or are there charges presently pending
against you for any crime other than a minor traffic offense? If yes, state the nature of the offense, date, city and state:

Disclosure of a criminal record will not necessarily disqualify you for employment consideration. Each offense will be
evaluated on its own merit with consideration for job duties which you will be performing.

During the past ten years have you ever been involved in any work-related incident(s) which caused damage to facilities,
equipment, property, or other persons?|:|yes |:|no

Do you have the legal right to work in the United StatesDyes Dno

RECORD OF EDUCATION
(LIST SCHOOLS FROM WHICH YOU OBTAINED A DEGREE OR CERTIFICATION)

SCHOOL NAME LOCATION COURSE OF STUDY DATES DEGREE/CERT.

High School

College

Graduate




(PROVIDE INFORMATION ON THE PREVIOUS 10 YEARS OF EMPLOYMENT. INCLUDE MILITARY SERVICE.)

RECORD OF PREVIOUS EMPLOYMENT

PRESENT EMPLOYER

POSITION(S) AND / OR DUTIES PERFORMED

Name: From:
To:
Street Address:
Starting salary:
City, State, Zip: Ending salary: Reason for leaving:
Supervisor: Phone Number:

DOES YOUR PRESENT EMPLOYER KNOW YOU ARE SEEKING EMPLOYMENT ELSEWHERE? [_] YES [ |NO
MAY WE CONTACT YOUR PRESENT EMPLOYER? [ | YES

NO

Starting salary:

PREVIOUS EMPLOYER MONTH / YEAR POSITION(S) HELD AND DUTIES PERFORMED
Name: From:

To:
Street Address:

City, State, Zip:

Supervisor:

Phone Number:

Ending salary:

Reason for leaving:

Starting salary:

NEXT PREVIOUS EMPLOYER MONTH / YEAR POSITION(S) HELD AND DUTIES PERFORMED
Name: From:

To:
Street Address:

City, State, Zip:

Supervisor:

Phone Number:

Ending salary:

Reason for leaving:

Starting salary:

NEXT PREVIOUS EMPLOYER MONTH / YEAR POSITION(S) HELD AND DUTIES PERFORMED
Name: From:

To:
Street Address:

City, State, Zip:

Supervisor:

Phone Number:

Ending salary:

Reason for leaving:




NEXT PREVIOUS EMPLOYER MONTH / YEAR | POSITION(S) HELD AND DUTIES PERFORMED

Name: From:

To:

Street Address:
Starting salary:

City, State, Zip: Ending salary: Reason for leaving:

Supervisor: Phone Number:

If you are applying for a clerical position, indicate:

Typing speed: Computer operation: Yes: | | No: | | Kind:

Word processing: Yes: | | No: | | Kind:

Spreadsheet: Yes: _|:|_ No: | | Kind:

If you are applying for a Public Works or Authority (Water/Sewer/Construction Department or Assistant Authority
Manager position, indicate:

Do you possess a Commercial Driver’s License (CDL)? [ [yes [ | no

State: Operator’s number: Expiration Date:

Has your Driver’s License been suspended or revoked in the last 5 years? [ [yes [ ]no
If yes, please explain:

Please indicate most recent moving violation:
Date: Violation: State of incident:

List specialized training courses or on-the-job training you have received:

What type? Who provided training? Dates of training?
Location?

The information that I have provided on this application is true and complete to the best of my knowledge. Any
misrepresentation or omission of fact in my application, resume, or any other materials, or during any interviews, can be
justification for refusal of employment, or, if employed, discharge from employment. I authorize the Borough/Authority to
verify and investigate, at its discretion, the information contained herein and make such further investigation as it deems
proper with respect to my employment history, work habits, job performance, and educational background, whether same is
of written record or not; and I authorize my employers to furnish such information and release them from any damage on
account of furnishing such information. I agree that a photocopy of this signed application shall have the effect of an
original.

(Date) (Applicant’s Signature)
L FOR PERSONNEL DEPARTMENT USE ONLY |
Interviewed? Yes No Hired? Yes No Date of Hire:
Job Title: Hourly Rate/Salary: Department:

Remarks:
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