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Introduction

It is becoming increasingly difficult for part-time elected officials to effectively 

manage town government operations and staff. 85% of Maine communitities with 

populations over 3,500 have a Town Manager, evidence of the need for professional 

management of Town resources.

This presentation explores the option of hiring a Town Manager in Durham to manage 

operations and staff across all Town departments. Information regarding the reasons 

for hiring a Town Manager, cost estimates, the selection process, what would 

change, and what would not is introduced here.

Some may wonder about the difference between a Town Administrator and a Town 

Manager. The essential difference is that the Town Administrator is only responsible 

for Town Office staff and the Administrative budget. A Town Manager, on the other 

hand, will have executive responsibility and accountability for ALL Town employees 

and operations. This requires a more advanced skill set and a greater level of 

experience. Given the changes in Durham over the past several years, we have 

simply outgrown the Town Administrator model and need the skills and experience of 

a Town Manager. 



Durham Town Government: Current State

 Durham has several positions, and a Public Works department that did not exist 

several years ago. The town now has 10 full-time employees, vs 4 in 2014.

 Organizational structure of Town staff has not changed in response to growth

 Department Heads report to the Board of Selectmen as a group. 

 Department Heads have no direct supervisor providing day to day support, coaching 

and guidance

 Includes: Fire Chief, Public Works Commissioner, Code Enforcement Officer, Town Planner 

(part time position), Town Administrator

 Select Board members usually do not have experience or expertise in public 

administration, municipal government operations, State and Federal regulations or 

Human Resource Management. Potential cost to the Town of a mistake in these areas is 

significant.

 No single role has cross-functional responsibility and accountability for Town budget 

and operations as a whole



Key Benefits of a Town Manager

 Human Resource Management

 Daily leadership and supervision for all Town Department Heads and Staff

 Continuity of leadership as Select Board membership changes

 Ensure employment issues are handled properly and according to State and Federal laws

 Town Budget Management

 Town-wide budget focus across all departments, prioritizing according to Town needs

 Provide day to day oversight of Town expenditures

 Expertise in long-term planning and management of Capital Expenditures

 Strategic Guidance and Vision

 Identify trends, opportunities and threats; make appropriate recommendations

 Maximize opportunities for grants and other funding sources

 Navigate increasingly complex Municipal, State and Federal regulatory environment



Cost Estimate

 Town Manager position would replace Town Administrator position. 

 No increase in the number of Town employees

 Administration salary expense increase would be approximately $35,000. 

 Current Town Administrator Salary: $48,214 (4-Day week)

 Estimated Town Manager Salary: $80,000 (5-Day week)

 Based on Municipal budget of $3,553,958 in 2020, this represents an increase 

of less than 1%.

 One-time expense of up to $8,000 for Executive Search services to assist 

with search and selection of the new Town Manager. 

 The Board considers this assistance and funding critical to finding the right 

candidate. Approving a Town Manager without the funds needed to conduct a 

proper search would not be in the Town’s best interest. 



Transition Timeline

 November 3, 2020: Special Referendum Town Meeting Vote

 1st Article: Asking if the Town wants to adopt the Town Manager Plan as detailed in Title 30-A 

M.R.S., §2631 - 2639

 http://www.mainelegislature.org/legis/statutes/30-A/title30-Asec2631.html

 2nd Article: Approval of funds for professional Executive Search services to provide assistance

in the selection process. 

 November 2020 – March 2021: Search, Interview and Selection Process

 April 2021 Annual Town Meeting: Change to Town Manager becomes effective



Search and Selection Process
If approved, the Selectmen intend to use the Executive Search services offered 
by the Maine Municipal Association (MMA) Director of Personnel Services and 
Labor Relations. MMA has a great deal of experience conducting these searches. 
Below is a description of the process steps and the role MMA would play.

Step One: Needs Assessment

 MMA meets with Board of Selectmen to obtain consensus of the priorities regarding 
the qualifications, skills and experience to be looked for in potential candidates. A 
candidate profile is developed. The public would have opportunity for input at this 
stage.

Step Two: Recruitment

 MMA will discuss with the Town any recruitment activities the Town may want to 
undertake.

Step Three: Rating Document

 MMA will develop a rating document for use in the review of resumes based on the 
priorities identified in the needs assessment meeting.



Search and Selection Process (cont.)

Step Four: Resume Review - MMA

 MMA conducts an initial review of resumes utilizing the ratings document. All 
resumes will be presented to the Board for review, but MMA will have identified 
the strongest resumes based on the established priorities. 

Step Five: Resume Review – Board of Selectmen

 MMA will be present and assist with review of resumes by Board of Selectmen. The 
goal is to identify candidates who will be invited for a first-round interview.

Step Six: Interviews

 MMA will develop an interview structure and rating document for use during the 
interview sessions and will be present to assist with the process as a non-voting 
coordinator.

 The Board may appoint citizen stakeholders to participate in the first round of 
interviews.

Step Seven: Background Check

 MMA will conduct a checking of references and employment history of the finalists 
and report back to the Board of Selectmen.



Search and Selection Process (cont.)

Step Eight: Second Interview

 MMA will provide guidance regarding the content of the second interview and will 

advise concerning procedures for the actual hiring decision. Assistance also 

provided concerning press relations, confidentiality and other details of the 

selection process.

Step Nine: Offer and Negotiations

 MMA will assist the Board in preparing and delivering an offer of employment to the 

Board’s choice to be the first Town Manager of Durham. MMA will serve as a conduit 

between the candidate and the Board as negotiations take place.



What would Change?

 All Town employees will report up through the Town Manager, not the Board of 

Selectmen

 Town Manager hires all personnel

 Department Head positions require Select Board approval

 Town Manager responsible for Town budget across all departments. Works with 

Department Heads to develop their department-level budgets in accordance with 

overall Town budget goals and constraints.

 Select Board provides direction through Town Manager, not to individual 

Department Heads



What would NOT Change?

 Town Meeting still held and conducted as usual. Citizens still vote on all the 

same things we vote on today.

 Board of Selectmen exists as it does now.

 Selectmen still appoint members of committees and commissions

 No change to Budget Committee, Planning Board or other standing 

committees



Summary of Roles with Town Manager

 Town Meeting - Unchanged

 Legislative Body – Legislative function of adopting governmental policy

 Levy Taxes, Raise and Appropriate Monies

 Authorize contracting of debts

 Board of Selectmen

 Executive Body

 Interprets policies of Town and chooses course of action between Town Meetings

 Ultimate administrative responsibility (administered solely through Town Manager)

 Appoints and supervises Town Manager

 Town Manager

 Executes Town-approved government and fiscal policies with guidance from Selectmen

 Direct responsibility for and authority over all administrative functions



Questions or Comments?

 Public Hearings are being scheduled for late September and early 

October. These will be “virtual” on Zoom due to restrictions on large 

public gatherings. There will also be a phone-in option. 

 A post card notice will be mailed to all households with details on how 

to participate in Public Hearings.

 See “November 2020 Special Town Meeting Information” link on 

www.durhamme.com home page for links to information about all local 

issues on the ballot this Fall.

 Use the “Contact Us” link on the town website home page to forward 

your questions or input.



Appendix
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Organizational Structure: with Town Manager
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