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TOWN OF WIGGINS 
 

BOARD of TRUSTEES 
WORK SESSION 

 

   May 8, 2024 at 7:000 P.M.  
 

304 CENTRAL AVENUE 
WIGGINS, CO 80654 

  
 

 

THE PUBLIC IS INVITED & ENCOURAGED TO ATTEND THE MEETING VIA ZOOM 
OR WATCH ON YOUTUBE IF THEY ARE UNABLE TO ATTEND MEETING IN PERSON 

 
GO TO THE FOLLOWING SITE https://us06web.zoom.us/j/82016603203 FOR THE MEETING LINK 

 

 

WORK SESSION AGENDA 
 
 

   AGENDA TOPIC     ESTIMATED TIME 
 
 

1. Discussion Regarding Crack Sealing Streets     15 minutes 
 

2. Discussion on Leasing New Copier       10 minutes 
 

3. Discussion on Karen Street Maintenance      20 minutes 
 

4. Discussion on Town Manager Resignation     10 minutes 
 

5. Discussion on Town Manager Recruitment      30 minutes 
 
6. Updates and Other Items          5 minutes 
 

15:10

https://us06web.zoom.us/j/88202736268


STAFF SUMMARY 

Board of Trustees Work Session 
March 8, 2024

DATE:  March 6, 2024 

AGEND ITEM NUMBER: 1 

TOPIC:  Discussion Regarding Crack Sealing Streets

STAFF MEMBER RESPONSIBLE:  Tom Acre, Town Manager 
      Beau Warden, Public Works Supervisor 

BACKGROUND: 
In 2023, the Town Board of Trustees identified maintenance of streets as a priority.   Staff and 
the Board identified the streets in Kiowa Park, Suzann and Sally streets as the first streets to 
crack seal.  In October 2023, Coatings, Inc. crack sealed these streets.    

The Town has several other streets that if preventive maintenance is periodically performed, 
the life of the pavement can be extended, extending the time period for which a street requires 
repaving.  Staff contacted Coatings, Inc. and requested they provide costs to continue the work 
this year.   

SUMMARY: 
Coatings, Inc. came out this spring and looked at other areas of town, including the recently 
paved section of Main Street, and looked at the areas cracked sealed last fall.  They have given 
us a base bid of $50,610.00 for the areas they recommend we consider as a pavement 
preservation program this year.  Staff has reviewed the base bid a discussed it with Coatings, 
Inc.  We are in agreement that the proposed work on sections of High, Dickson, and Corona 
Streets may not be the best use of resources given the condition/construction of those streets.   

FISCAL IMPACT
Street maintenance cost was included in the Town’s 2024 approved budget.  The cost of the 
work selected will impact the budget. 
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APPLICABILITY TO TOWN OBJECTIVES AND GOALS TO PROVIDE SERVICES:
The approval of this resolution supports the Town’s goal to preserve assets by periodically 
doing pavement management activities such as crack sealing. 

QUESTIONS/INFORMATION REQUESTED FROM THE BOARD OF TRUSTEES:

 Does the Board of Trustees have any questions of staff?

 Does the Board of Trustees want staff to bring this item to the Board of Trustees at the 
next meeting?
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ASPHALT AND TENNIS COURT MAINTENANCE 

 

5903 LAMAR STREET 

ARVADA, C0 80003 

303.423.4303 ▪ 303.423.4324 FAX 

 

PROPOSAL FOR ASPHALT MAINTENANCE 

 
Billing Info:  Town of Wiggins  Date: 3/29/2024 

                       304 Central Ave.  Job Name: Town of Wiggins  

                       Wiggins, CO 80654 Location: Suzann St, Sally St & Kiowa Park  

                                        Wiggins CO 

 Email: tarce@wigginsco.com  

Attn: Tom Acre Phone No: (970) 483-7364 

Kiowa Park 

CRACK SEAL – RUBBERIZED HOT POUR SEALANT – (Furnish and Install Material and No Parking signs)-   

Clean with compressed air and seal the cracks with (Henry’s product, or equivalent) hot pour rubberized crack seal material.  New crack Seal will then 

be hand squeegeed to form a no larger than 4” band.  We will then blow off all sidewalks and drives to push any dirt and debris back into the roadway.  

Coatings will provide and set up all “no parking” signs. 

 

The area has approximately (8,373) LF of crack seal. (Transitional cracks ARE included) -----------------------$ 9,042.00.  

 

* Some settling of crack seal material may occur but does not affect performance. 

All crazed/alligatored areas will not be sealed large cracks and encircling of crazed areas only. 

 

 

Main St 

CRACK SEAL – RUBBERIZED HOT POUR SEALANT – (Furnish and Install Material and No Parking signs)-   

Clean with compressed air and seal the cracks with (Henry’s product, or equivalent) hot pour rubberized crack seal material.  New crack Seal will then 

be hand squeegeed to form a no larger than 4” band.  We will then blow off all sidewalks and drives to push any dirt and debris back into the roadway.  

Coatings will provide and set up all “no parking” signs. 

 

The area has approximately (7,829) LF of crack seal. (Transitional cracks ARE included) ------------------------$ 8,455.00.  

 

 

* Some settling of crack seal material may occur but does not affect performance. 

All crazed/alligatored areas will not be sealed large cracks and encircling of crazed areas only. 

 

 

5th Street 

CRACK SEAL – RUBBERIZED HOT POUR SEALANT – (Furnish and Install Material and No Parking signs)-   

Clean with compressed air and seal the cracks with (Henry’s product, or equivalent) hot pour rubberized crack seal material.  New crack Seal will then 

be hand squeegeed to form a no larger than 4” band.  We will then blow off all sidewalks and drives to push any dirt and debris back into the roadway.  

Coatings will provide and set up all “no parking” signs. 

 

The area has approximately (4,186) LF of crack seal. (Transitional cracks ARE included) ------------------------$ 4,520.00.  

 

 

* Some settling of crack seal material may occur but does not affect performance. 

All crazed/alligatored areas will not be sealed large cracks and encircling of crazed areas only. 

 

 

4th Street 

CRACK SEAL – RUBBERIZED HOT POUR SEALANT – (Furnish and Install Material and No Parking signs)-   

Clean with compressed air and seal the cracks with (Henry’s product, or equivalent) hot pour rubberized crack seal material.  New crack Seal will then 

be hand squeegeed to form a no larger than 4” band.  We will then blow off all sidewalks and drives to push any dirt and debris back into the roadway.  

Coatings will provide and set up all “no parking” signs. 

 

The area has approximately (9,743) LF of crack seal. (Transitional cracks ARE included) ------------------------$ 10,522.00.  

  

 

* Some settling of crack seal material may occur but does not affect performance. 

All crazed/alligatored areas will not be sealed large cracks and encircling of crazed areas only. 
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ASPHALT AND TENNIS COURT MAINTENANCE 

 

5903 LAMAR STREET 

ARVADA, C0 80003 

303.423.4303 ▪ 303.423.4324 FAX 

 

PROPOSAL FOR ASPHALT MAINTENANCE 

 
High Street 

CRACK SEAL – RUBBERIZED HOT POUR SEALANT – (Furnish and Install Material and No Parking signs)-   

Clean with compressed air and seal the cracks with (Henry’s product, or equivalent) hot pour rubberized crack seal material.  New crack Seal will then 

be hand squeegeed to form a no larger than 4” band.  We will then blow off all sidewalks and drives to push any dirt and debris back into the roadway.  

Coatings will provide and set up all “no parking” signs. 

 

The area has approximately (3,519) LF of crack seal. (Transitional cracks ARE included) ------------------------$ 3,800.00.  

 

 

* Some settling of crack seal material may occur but does not affect performance. 

All crazed/alligatored areas will not be sealed large cracks and encircling of crazed areas only. 

 

 

 

Dickson Street 

CRACK SEAL – RUBBERIZED HOT POUR SEALANT – (Furnish and Install Material and No Parking signs)-   

Clean with compressed air and seal the cracks with (Henry’s product, or equivalent) hot pour rubberized crack seal material.  New crack Seal will then 

be hand squeegeed to form a no larger than 4” band.  We will then blow off all sidewalks and drives to push any dirt and debris back into the roadway.  

Coatings will provide and set up all “no parking” signs. 

 

The area has approximately (5,583) LF of crack seal. (Transitional cracks ARE included) ------------------------$ 6,029.00.  

 

 

* Some settling of crack seal material may occur but does not affect performance. 

All crazed/alligatored areas will not be sealed large cracks and encircling of crazed areas only. 

 

 

Corona Street 

CRACK SEAL – RUBBERIZED HOT POUR SEALANT – (Furnish and Install Material and No Parking signs)-   

Clean with compressed air and seal the cracks with (Henry’s product, or equivalent) hot pour rubberized crack seal material.  New crack Seal will then 

be hand squeegeed to form a no larger than 4” band.  We will then blow off all sidewalks and drives to push any dirt and debris back into the roadway.  

Coatings will provide and set up all “no parking” signs. 

 

The area has approximately (7,632) LF of crack seal. (Transitional cracks ARE included) ------------------------$ 8,242.00.  

 

 

* Some settling of crack seal material may occur but does not affect performance. 

All crazed/alligatored areas will not be sealed large cracks and encircling of crazed areas only. 

 

 

   

 

  Base Bid Total =              $ 50,610.00. 

 

If a bond is needed, please add 1.5% to cover our bond rate.    
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ASPHALT AND TENNIS COURT MAINTENANCE 

 

5903 LAMAR STREET 

ARVADA, C0 80003 

303.423.4303 ▪ 303.423.4324 FAX 

 

PROPOSAL FOR ASPHALT MAINTENANCE 

 
General Notes and Conditions 

1).  Due to world conditions, the instability of the oil market, pricing is subject to change and the proposal is invalid after 30 days. 

2).  All work, unless otherwise specified, will be warrantied against defects in materials and workmanship for a time span of 1 year from the 

date of completion.   

3).  Seal coat will only be applied when temperatures are within manufacturer’s recommended 50 degrees rising ground temperature and the 

overnight does not drop below 40 degrees for an extended period of time. The parking lot will be a 24hr to 36hrs closure. If open early the 

warranty will be void. 

4).  All warranties, either written or implied, are void if the contract is not paid for in full. 

 

If the contract is acceptable, please sign and return a copy to us. 
 

Accepted by:  _________________________ Coatings, Inc. 

Company ____________________________ Omar Sanchez (303) 242-7329 

Name _______________________________ by: ___________________________ 

Title ________________________________ Title: Estimator/Project Manager 

Date ________________________________ 

Terms:  Net on completion.  A service charge of 1.5% monthly or 18% annum will be charged on accounts over 30 days. 
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STAFF SUMMARY 

Board of Trustees Work Session 

May 8, 2024

DATE:  May 4, 2024 

AGENDA ITEM NUMBER:  2 

TOPIC:  Discussion on Leasing a New Office Copier for Town Hall

Staff Member Responsible: Tom Acre, Town Manager 

BACKGROUND: 
The Town of Wiggins currently leases the office copy machine Premiere Copier at a cost of 
$159.00 per month, plus a per copy charge under a service contract.  This multifunctional 
machine is utilized by all departments.   Parodically, this copier has been going down and 
requiring service visits.   Late last year, we were approached by Premiere Copier to 
upgrade/replace our current copier, however it would be a used copier. 

SUMMARY: 
At the request of the Board to look local, staff did some additional research and identified the 
potential to lease a new copier from a local vendor, Great Copier Service in Fort Morgan.  Great 
Copier Service recently contacted us with a similar offer to lease a new copier at $187.00 per 
month, plus the per copy charge. 

FISCAL IMPACT: 
Leasing a copier was budgeted in 2024.  There will a slight negative impact due to the increased 
lease cost.  

APPLICABILITY TO TOWN OBJECTIVES AND GOALS TO PROVIDE SERVICES: 
The ability to reliably produce copies, scan documents, and fax is a component of staffs’ work 
each day.  Copy machines have a limited life span and technology is continuously changing.

QUESTIONS/INFORMATION REQUESTED FROM THE BOARD OF TRUSTEES:

 Does the Board of Trustees have any questions of staff?
 Does the Board of Trustees want staff to bring this item to the Board of Trustees at 

the next meeting for consideration?
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Rich Lampshire 
Sharp Business Innovations  

                                                                                                                                                   13710 Deere Ct. Unit B 
Longmont, CO. 80504 
 Office 720-619-7291 
720-314-0963 Mobile 

www.SharpBusinessInnovations.com 
  

Sales ҉ Service ҉ Supplies              Copiers-Printers-Scanners-Fax-High Definition Monitors 
 
Monday, April 15, 2024 
Town of Wiggins 
 
Equipment Proposed: 
The Kyocera TA-5054CI multifunctional device prints at 50 pages per minute in black and color with 8 bit color depth.  Standard 
PCL6, PostScript3 printing and AirPrint functionality.  Large 320 page single pass duplexing document feeder scans at 300ipm.  
Beautiful 10” color touch screen mirrors the intuitive touch and swipe features of a mobile device.  Connect to two different 
networks at once!  Standard 150 page multi-purpose tray for producing banners, envelopes, letterhead, labels, and up to 300 
GSM!  1.2 GHz multifunctional processor, 4GB RAM, 8GB SSD and 320GB Hard Drive standard! 
 
# QTY                           Model                                                          Description 
1  Kyocera TA-5054Ci   50 ppm Color multifunctional device 12x18 max 
1  320 Page Dual Scan Doc Feeder  Scans at 300 pages per minute! 
1  2x 1500 Sheet Drawers   2 x 1500 Sheet Drawers, totaling 2,150 sheets 
1  Finisher with booklet   Staple, folding, hole punch  
1  Fax     System 12 Fax 
 
SBI Unlimited Printing Rental    $187.00/mo 
Current Spending      $187.00/mo  
 
 
All Inclusive Service and Supplies Agreement-   
Black copies/prints billed at $0.009 Color billed at $.025/.045/.065 
Includes parts, labor, image drums, toner, and developer.  (excluding paper and staples) 
 
 
 

Includes Delivery, Installation and Ongoing Training 
  SBI will provide a check for remaining payments on current agreement not to exceed $2385.00 
       SBI will return 7052ci at no charge to Town of Wiggins.  

 
This recommendation is subject to credit approval and is valid for 30 days.  All pricing is plus taxes and fees.   All 
information contained in this document is confidential and for the use of Town of Wiggins only! 
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STAFF SUMMARY 

Board of Trustees Work Session 
March 8, 2024

DATE:  March 6, 2024 

AGEND ITEM NUMBER: 5 & 6 

TOPIC:  Discussion Regarding Town Manager Resignation and Recruitment

STAFF MEMBER RESPONSIBLE:  Melinda Culley, Town Attorney 

BACKGROUND: 
The Town Manager resigned Monday, April 29, 2024 and per his contract provided the Board of 
Trustees 45-days’ notice to allow for a transition period. 

SUMMARY: 
The Town Manager’s resignation provides the Board of Trustees the opportunity to review and 
adjust as necessary the Town Manager job description, develop a recruitment announcement 
and advertise for to fill the position.  The current job description, an example from another 
community and a CML publication on hiring a manager are attached to this summary for your 
review and discussion. 
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Town Manager 

A. General Purpose – Performs high-level administrative, technical and professional 
work in directing and supervising the administration of the government. 

B. Supervision Received – Works under the broad policy guidance of the Board of 
Trustees of the Town of Wiggins. 

C. Supervision Exercised – Exercises supervision over all TOWN employees either 
directly or through Department Heads, specifically the day-to-day operations of the 
Town, oversees Department Heads and is the Zoning Administrator. 

D. Essential Duties and Responsibilities. 
1. Manages and supervises all departments, agencies and offices of the Town 

to achieve goals within available resources; plans and organized workloads 
and staff assignments; trains, motivates and evaluates assigned staff; 
reviews progress and directs changes as needed. 

2. Provides leadership and direction in the development of short and long 
range plans; gathers, interprets, and prepares data for studies, reports and 
recommendation; coordinates department activities with other departments 
and agencies as needed. 

3. Provides professional advice to the Board and Department Heads; makes 
presentations to the Board and other boards, commissions, civic groups 
and the general public. 

4. Communicates official plans, policies and procedures to staff and the 
general public. 

5. Assures that assigned areas of responsibility are performed within budget; 
performs cost control activities; monitors revenues and expenditures in 
assigned areas to assure sound fiscal control; prepares annual budget 
requests; assures effective and efficient use of budgeted funds, personnel, 
materials, facilities, and time. 

6. Prepares state, federal and private foundation grant applications as directed 
by the Board. 

7. Determines work procedures, prepares work schedules, and expedites 
workflow; studies and standardizes procedures to improve efficiency and 
efficiency and effectiveness of operations. 

8. Issues written and oral instructions; assigns duties and examines work for 
exactness, neatness, and conformance to policies and procedure. 

9. Maintains harmony among workers and resolves grievances; performs or 
assists subordinates in performing duties; adjusts errors and complaints. 

10. Prepares a variety of studies, reports and related information for decision-
making purposes. 

11. Hires and removes employees in accordance with the Personnel Policy. 
12. Sees that all laws and ordinances are faithfully performed. 
13. Works with Department Heads in preparing and submitting preliminary 

annual budget.  Administers the adopted budget of the Town. 
14. Advises the Board of financial conditions and current and future needs of 

the Town. 
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15. Attends all regular meetings of the Board and other meetings which 
attendance may be required by the Board. 

E. Peripheral Duties 
1. Recommends for adoption by the Board such measures as may be 

necessary and expedient. 
2. Prepares and submits to the Board such reports as may be required by the 

Board. 
F. Desired Minimum Qualifications 

1. Education/Years of experience 
a. BA/2 years of experience or any combination thereof. 

G. Tools and Equipment Used. – Requires frequent use of a personal computer, 
telephone, copy machine, fax machine, tractor, grader, backhoe, welder, 
snowplow and sand truck, etc. 

H. Physical Demands – The physical demands described here are representative of 
those that must be met by an employee to successfully perform the essential 
functions of this job.   

1. The employee must occasionally lift and or move up to 25 pounds routinely 
and more as job requires. 

I. Work Environment – Hot and cold extremes and inclement weather, heavy and 
special use clothing, loud noise, chemicals, oil, dirt, etc. 

J.   Selection guidelines 
1. As determined by the Board. 
2. The job description does not constitute an employment agreement between 

the employer and employee and is subject to change by the employer as 
the needs of the employer and requirements of the job change. 

011



1 
Revised January 2024 

TOWN OF NEDERLAND 
Town Administrator 
Job Description 
  
Position/Job Title:  Town Administrator 
Department:   Administration    
Salary Range:  $126,400-$146,400 

        FLSA:     Full-time, Exempt 
 

 

Nature of Work 
Under a Mayor-Board of Trustees form of government, the Town Administrator manages 
and oversees Town operations and services at the direction of the Board of Trustees to 
ensure consistent adherence with Town of Nederland Municipal Code, Town policies, and 
Town plans. The Town Administrator has broad responsibility in financial planning and 
management, human resource management, insurance and risk management, 
procurement, asset protection, grant administration, emergency management, and public 
relations. The position is also responsible for community development and implementation 
of the Town’s short and long-term plans, as well as land use and zoning issues as the Town 
Zoning Administrator. The Town Administrator is appointed by the Board of Trustees.  

The Town Administrator is expected to lead with integrity, transparency, and a 
commitment to public service. Performance will be evaluated based on the ability to 
effectively manage town operations, align with strategic goals, foster community 
engagement, and demonstrate financial stewardship. 

Supervision Received 
The Town Administrator reports to the Town of Nederland Board of Trustees and is 
responsible for the proper administration of the Town’s business affairs.   

 
Supervision Exercised 
Provides direct supervision to all Town department heads and division heads. Oversees 
relationships with contractors such as the Town Attorney, Municipal Judge, Town 
Prosecutor, On-call Engineers, and IT Consultant. 
 

Essential Duties 
The following duties and responsibilities are illustrative of the primary functions of this 

position and are not intended to be all inclusive:  

1. Supervises the day-to-day operations of all Town departments and staff. Meets with 
department and division heads regularly. Provides direct supervision to department 
heads and individual staff members.  
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2 
Revised January 2024 

2. Establishes and serves as the leader of the Town’s Executive Leadership Team, 
provides a measurable record of the Team’s excellence and effectiveness, and 
regularly reports on the Team’s consistent improvement to the Board of Trustees. 

3. Implements the Town’s short and long-range planning goals in a manner consistent 
with Town planning documents, values, culture, policies, procedures, and practices. 
On or before August 1 of each year, makes an annual report to the Board of Trustees 
on the prioritization and progress of current projects and plan implementation. 

4. Attends all Board of Trustee meetings to present or direct the presentations of 
operational and business matters. Sets the meeting agendas as required by the 
Board of Trustees rules and/or procedures. Prepares agenda information 
memorandums and supplemental documentation for Board review. Advises the 
Board regarding statutory and Town ordinance/code mandates. Serves as the main 
technical adviser to the Board on overall governmental operations.  

5. Prepares, monitors, and executes the Town budget with the Town Treasurer, which 
includes annually submitting a proposed budget to the Board with options and 
recommendations for its consideration and possible approval. 

6. Serves as the Human Resource Officer, unless otherwise designated.  As such, 
develops and/or maintains employee policy and workplace standards and 
establishes personnel rules and regulations governing Town employees. Provides 
oversight of all hiring, firing, discipline, and suspensions. Addresses all human 
resource matters, including completing internal investigations when needed. 
Supports recruitment efforts including interviews, reference checks, and 
background checks. Assigns and supports professional development opportunities, 
trainings, and certifications for Town staff. 

7. Performs duties as Zoning Administrator to plan and direct community 
development. Reviews all land use applications and provides a professional 
analysis/recommendation. Is familiar with the Town Municipal Zoning 
Code/designations and International Building Codes.  

8. Works closely with the Town Clerk to ensure that all public record keeping is 
conducted in a manner as required for local governments and supports and reflects 
Town adopted policies and procedures. Supports Colorado Open Records Act 
requests and elections. 

9. Meets with the Town Attorney weekly to review matters needing legal 
consideration.  

10. Supports and provides leadership for the development and execution of all Town 
plans (e.g., Comprehensive Plan, Master Infrastructure Plan, Parks Recreation Open 
Space & Trails Master Plan, Multimodal Transportation Plan, Trails Master Plan, 
etc.).  

11. Attends meetings of other boards, commissions, and committees to advise or 
provide staff support. 

12. Oversees the submitting, acquiring, executing, and monitoring of all grants for the 
Town. Ensures the successful completion of grant-funded projects consistent with 
approved project plans and timelines. Provides quarterly reports on the progress of 
all active grants and grant-funded projects to the Board of Trustees. 

13. Negotiates and executes agreements in the interest of the Town. 
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Revised January 2024 

14. Manages public relations, such as meetings with citizens, citizen groups, businesses, 
and other stakeholders. 

15. Serves as the Public Information Officer (PIO) and is the main point of contact for all 
media inquiries about the Town.  

Other Duties  
1. Performs related work and projects as assigned. May require involvement in special 

projects which are unrelated to primary and essential job functions.  
2. Continues educational and certification requirements as necessary to remain 

technically skilled and cognizant of current methods and procedures. 
3. Performs work assignments in a safe manner and encourages others to use safe 

work practices.  Maintains a work environment conducive to safe work practices 
and standards.  

4. Manages a limited amount of time and prioritizes a large volume of work to ensure 
all essential duties are completed correctly and on time. 

5. Provides excellent external customer service by directing the public to proper 
authorities or Town departments. Responds to public inquiries and disseminates 
information, both written and verbal, to the public and other departments.  Answers 
public complaints professionally and carefully, or forwards to the appropriate party.  

6. Attends and participates in all required trainings and meetings of appointed and 
elected officials and Town staff.      

 

Knowledge, Skills, and Abilities 
• Knowledge of computer software applications including Microsoft Office, Adobe 

Acrobat, ASYST software, and networked computer functions, including phone 
systems, internet, e-mail, and social media sites. 

• Knowledge of laws applicable to municipal management. 
• Knowledge of human resource management and the statutes governing 

employment. 
• Knowledge of research techniques; ability to analyze and interpret data and 

statistics. 
• Knowledge of emergency preparedness, response and recovery management 

especially related to local governments.  
• Knowledge of administrative and office procedures and systems such as word 

processing, managing files and records, designing forms, and workplace 
terminology. 

• Knowledge of the grant writing process and a track record of successfully securing 
and managing grant funding.  

• Skilled in the theories, practices, and procedures of municipal administration and 
ability to apply these principles to the general management of the Town personnel 
and resources. 

• Skilled in governmental budgeting and the ability to apply the same to the creation 
and execution of annual budgets, considerable knowledge of funding sources. 
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• Skilled in preparing and administering municipal departments and directing and 
administering municipal programs.  Is proficient in analyzing comprehensive 
reports and providing professional oversight of important projects and initiatives. 

• Skilled in using spreadsheets/databases and work processing to track internal 
information. 

• Ability to adhere to ethical standards and models same for employees. 
• Ability to execute long- and short-term plans to reflect the policies and goals of the 

Board of Trustees. 
• Ability to work non-traditional and extended hours, be available to respond quickly 

to emergency needs, and oversee multiple projects simultaneously. 
• Ability to establish and maintain effective working relationships with all 

Board/commission/committee members, Town staff, citizens, the public and other 
agencies' personnel; ability to communicate effectively, both orally and in writing. 

• Ability to manage one's own time and the time of others. 
• Ability to use good judgment and make sound decisions considering the relative 

costs and benefits of potential actions to choose the most appropriate one. 
• Ability to identify complex problems and review related information to develop and 

evaluate options and implement solutions. 
• Ability to use logic and reasoning to identify the strengths and weaknesses of 

alternative solutions, conclusions, or approaches to problems. Preparing and 
presenting written and oral reports.  

 

Education, Experience, and Formal Training 
Required Minimum Qualifications:  
A bachelor’s degree in business administration, public administration, political science, 

community development, or a closely related field.   

A minimum of three (3) years of experience demonstrating progressive responsibilities in 
business and/or working in local government administration, finance, planning or a similar 
area; and a minimum of three (3) years of supervisory experience or any equivalent 
combination of education and experience. 
 
Possess a valid Colorado Driver’s License or ability to obtain upon hire and maintain an 

acceptable driving record.   

Obtain International City and County Management Association Credential Manager 

Certification – Candidate within 5 years. 

Live within one (1) hour of Nederland.  

Preferred Qualifications:  
A master’s degree in public administration, public policy, business 
administration/management, or a related is preferred. However, a degree in another major 
will be considered preferably accompanied with at least five (5) years of experience in 
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positions that require skills and abilities related to those required for a Town 
Administrator.  

 
Work Environment 
Generally sedentary at a desk, exerting up to 10 pounds to lift, carry, push, pull or move 
objects.  May require moderate lifting of 15-45 pounds under some circumstances. Other 
duties include filing, resulting in reaching, bending, and standing. Extensive typing and data 
entry requires use of fingers and wrists and sitting for long periods of time in close 
proximity to a computer screen. Job requires reading, writing, keyboarding, hearing, verbal 
communication, and visually observing situations.  Environmental factors include working 
closely with others in a closed office setting, working with office machinery and software 
(software on computers, printers, scanners, photocopiers and phones), and exposure to 
noise. Exposure to a variety of weather conditions and temperatures, slippery/uneven 
surfaces. Job requires working alone and as a member of a team and may also require some 
overtime work. 

Pay & Benefits 
• This is a full-time, benefited position, starting at $126,400, based on experience. 
• Employer-sponsored health, dental, and vision insurance  
• Employer-sponsored 457(b) retirement plan (up to 4% employer match) 
• Generous vacation and PTO package, including 14 paid holidays 
• Free pass to Nederland Community Center gym 
• Free EcoPass (bus pass) 
• Free access to Employee Assistance Program (EAP) 
• Short-term and long-term disability insurance 
• Life insurance policy ($50,000) 
• Optional Healthcare Flexible Spending Account  

 
This job description is not intended to be an exhaustive list. All duties and descriptions listed in this job 

description 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 

employer and the employee and is subject to change by the employer as the needs of the organization and 

requirements of the position change. The Town of Nederland does not discriminate on the basis of race 

(including traits historically associated with race, such as hair texture and length, protective hairstyles), color, 

religion, national origin, military or veteran status, sex, age 40 and over, disability, sexual orientation, gender 

identity, gender expression, marital status, genetic information, or any other status protected by law or 

regulation. Reasonable accommodations may be made to enable qualified individuals with a disability to 

perform the essential functions. 

 

016



HOW
to hire a local government 
manager or administrator

Kathleen Kelly / Kelly P.C.

Order # 57147 / Order Date: 12/6/2022

Copyright by CML

017



 How to Hire a Local Government Manager or Administrator



















Kathleen Kelly / Kelly P.C.

Order # 57147 / Order Date: 12/6/2022

Copyright by CML

018



How to Hire a Local Government Manager or Administrator



For many governing board members, hiring a local 

government manager may be the most important 

decision you will make during your tenure. Think 

about it: The person you choose as your next 

manager must be able to carry out all of the 

policies that you establish, in the way that you want 

them carried out. In addition, she or he must ensure 

the provision of all your government services at 

the level that your citizens demand and expect. 

Your new manager will have a major effect on your 

organization and community, one that will extend 

well beyond your term in office. That is a pretty 

high standard for your manager search, so it makes 

sense that you will want to do everything you can 

to get it right.

Hiring a local government manager is not a case of finding the “winning” candidate from among 

the applicants — it is more a matter of finding the right match for you and the manager. Select a 

mismatch, and you will be doing another search before you know it. Find the right match, and you 

will be making an investment in the long-term success of your community.

This publication is intended to help you conduct a thoughtful, thorough manager search that will 

provide you and your eventual selection with all the information needed to determine if you are both 

making the right choice.

In these pages you will find a step-by-step guide to the search and hiring process, along with sample 

job announcements and position descriptions.

We at CML hope this guide will make the often-stressful search for a new manager easier and more 

likely to culminate in a partnership that will produce daily benefits for the people whom we all serve.

Best wishes for a successful search!

Kevin Bommer

Executive Director, Colorado Municipal League
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by Tom Dority, former ICMA–Colorado range rider  
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1 Reprinted with permission from Recruitment Guidelines for Selecting a Local Government Administrator, International City/

County Management Association (ICMA), 2001.
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by Geoff Wilson, former Colorado Municipal League general counsel 

(Updated for the 2020 edition by David Broadwell, CML general counsel)
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