
Town of Williston 
Williston, Vermont 

Director of Finance and Human Resources 

We are seeking a full-time professional to manage the Town’s finances and human resource 
functions.  The Town has a general fund operating budget of $11.1 million along with 3 special 
revenue funds for sewer, water and stormwater functions.  The three funds combined equal $3.7 
million.  The Town has 64 full-time employees. Williston is a growing, progressive community 
with a residential population of 9,500 and a daytime population of 18,000.  A Bachelor’s degree 
or greater is required with an emphasis in accounting, finance, business or other appropriate 
discipline plus three years relevant experience.  Current salary range is $65,600 to $94,300. 
Submit a cover letter and resume in PDF format by email to the Town Manager at 
rmcguire@willistonvt.org.  For more information call 802-878-0919 or visit our web site 
(http://town.williston.vt.us).  The position is open until filled but the preferred filing deadline for 
resumes is December 14, 2018. EOE 
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The Community 

The Town of Williston is a thriving community with wonderful views to the peaks of 
the Green Mountains.  Williston serves as a commercial and industrial hub of 
suburban Chittenden County (pop 169,000). About 9,600 people sleep here, but the 
day-time population approaches 18,000 as the town fills up with commuters, 
shoppers, and students at Vermont Technical College. 

Williston is the largest retail center in the state, with well over $400,000,000 in retail 
sales last year. There are nearly 3,000 jobs in the retail sector but the top employers 
cover a range of businesses.  Some of the top employers include: Global Foundaries 
(formerly IBM), Home Depot, Homeland Security, Walmart, Velan Valve, SD Ireland, 
TD Bank North, and New England Credit Union.  The town’s location and amenities 
have led to steady growth amounting to about 100 new residents per year over the 
last ten years.  

Recreational opportunities abound in Vermont and Williston has its own expanding 
system of parks and trails as well as an excellent library and schools.  In addition, 
Williston is in the final stages of acquiring about 400 acres of forest land which has 
served as a cross-country ski and mountain biking facility for the region.   

The Department 

The department includes two full-time employees one of which is an AP, Payroll, 
and HR Coordinator who handles a bi-weekly payroll, bi-weekly accounts-
payable, and employee benefit support. The other full-time position is the 
Finance Director.  In addition, the position provides some oversight to the two 
part-time employees in the Assessor/Listers Office.  

The Position 

The function of the Finance Director is to oversee, coordinate, and carry out a variety 
of functions relating to the day-to-day operations of the Finance Department 
including accounts payable, payroll, budget preparation, audit preparation, grants 
management, insurance and periodic financial reports.  This position is also 
responsible for coordinating many of the human resources needs of the Town; 
including managing benefit programs, compliance, recommending personnel 
policies, maintaining employee records, and general employee relations functions.  
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For more detail, please refer to the Job Description.  The position works under the 
general direction of the Town Manager.  The current salary range is $65,600 to 
$94,300.  Actual  pay will depend on relevant experience. 

Currently there are 64 full-time employees and increases to 150 during the summer 
months with seasonal employees.  The General Fund expenditures are budgeted at 
$11.1 million for fiscal year 2019.  In addition to the General Fund there are three 
Enterprise Funds: Sewer Fund ($1,782,585); Water Fund ($1,229,200); and 
Stormwater Fund ($744,520).  The Town also has a number of special revenue funds, 
a Capital Projects Fund and an Equipment Fund.  

Currently the town’s general fund debt is about $9.8 million.  The Town’s fund 
balance at the end of fiscal year 2017 was just over $3.2 million which is above the 
target range of $1,110,000 to $2,220,000. 

For more information, the complete town audit and town report is available on the 
town web site at http://town.williston.vt.us (use the Public Records tab on the left) 

Fringe Benefits Summary: 
 Health Insurance - Blue Cross High Deductible Plan.  Town contributes all but

$750 of the deductible into employees Health Reimbursement Arrangement
and Town pays 90% of premium for employee and family.  Employee is
responsible for 10% of premium cost up to a maximum of 2% of base salary.

 Dental Insurance - Town pays 100% of premium for employee and family
 Long Term Disability and Life Insurance - Town pays 100% of premium.
 Retirement - Town contributes to Vermont Municipal Employees Retirement

System.  Employees have the option of selecting a defined contribution plan
or a defined benefit plan.

 12 Holidays
 Vacation time - To be negotiated.
 Sick Leave - Employee earns leave at the rate of 12 hours per month from the

date of hire which amounts to 18 days per year.

Future Challenges and Opportunities 

The top challenges for the Town in the next few years: 

1. Continued Growth – As the population continues to increase, staffing of
municipal employees will continue to increase as well.  The challenge is to
maintain the level and quality of services as the community grows.

2. Succession/Transition Issues – The average age of Town Department heads is
about 57 including three who are 62 or older.  This will likely result in a fair
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amount of turnover in these positions over the next 3 to 5 years.  Coping with 
this will be a major challenge.  

3. Age of Population – The average age of Williston’s population continues to be
older than the rest of the state of Vermont.  Meanwhile, the recent 
construction of apartment buildings has brought residents who are younger 
but less connected to the community.  Balancing these interests and related 
services is a major challenge. 

Personal Qualities Expected 

 Honesty - The community expects the highest level of honesty from its
public servants.  Nothing less will be tolerated.  In the past the
community has placed a great deal of trust in its departmental leadership
and this trust must be maintained through actions.

 Strong Communication Skills – The person holding this position is
expected to explain sometimes complex issues in a way that everyone
can understand including employees, elected officials, vendors,
department heads and citizens.

 Excellent Interpersonal skills - Williston departments work closely
together and each department is part of the team.  The team is charged
with providing a high level of service to the community.  The ability to
work with a variety of individuals is an important ability for this position.

 Strong Technical Skills – Strong accounting skills and a familiarity with
municipal government will be extremely useful.  The position requires
someone with the ability to prepare a budget, oversee numerous
grant programs from a financial standpoint and maintain the financial
records of the community.

 Good handle on Technology – Understanding and using technology is
an important part of the services we provide.

Minimum Qualifications 
Applicants should have a Bachelor’s degree in accounting, finance, business, or 
other appropriate discipline plus three years of relevant technical and 
administrative experience. 

Recruitment and Selection Process 
The goal is to have the new Finance Director begin work by February 15, 2019. 
The tentative schedule is as follows: 

Dates Tasks 
December 7, 2018 Preferred deadline for submitting applications 
December 7th to December 21st Review resumes and select candidates for 

interview 
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January 7th to January 11th Conduct first round of interviews 
January 14th to January 25th Conduct second round of interviews 
January 28th to February 1st Check references and offer position 
February 1st to February 5th Background check, finalize employment 

agreement 
February 15, 2019 Start work 

The first round of interviews will be conducted by a panel including staff and 
members of town boards, citizens and finance professionals.  The second round 
will be limited to the top 2 or 3 candidates and will involve submitting a written 
response to questions provided to the candidates by the town, a tour of the 
town, informal meetings with several members of town boards and staff and a 
formal interview with the Town Manager.  The final decision for hiring rests with 
the Town Manager. 

Finalists for the position will be required to pass a background check and a 
thorough check of references. 
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Town of Williston Job Classification Description 

JOB TITLE: Director of Finance and Human Resources 
PAY GRADE: 11 
FLSA STATUS: Exempt 

BASIC FUNCTION: 

To oversee, coordinate, and carry out a variety of functions related to the management of the 
finances and human resources (personnel) of the Town including accounts payable, payroll, 
budget preparation, audit preparation, financial management of grants, periodic financial 
reports and coordination of basic human resource functions. 

CHARACTERISTIC DUTIES & RESPONSIBILITIES: 

 Plan, implement, administer, coordinate, monitor, and evaluate the specific functions,
services, and operating systems associated with assigned finance and personnel
responsibilities;

 Play a key role in developing and modifying services/systems, in accordance with Town
needs and resources, and state and federal laws and regulations;

 Perform a wide range of financial analysis and accounting/bookkeeping functions: prepare,
analyze and present monthly financial status reports; review financial systems and propose
improvements; prepare management reports; provide technical/financial information to the
Town departments; supervise/carry out various daily bookkeeping functions;

 Coordinate and provide a wide range of technical support related to preparation of the annual
Town operating budget; assist departments in preparing annual requests; present/explain
budget to Selectboard members, employees, and citizens;

 Assist in presentation of budget at annual Town Meeting;
 Provide technical information and assistance related to the budget on a continuing basis;
 Researches and makes recommendations regarding HR best practices. Plans, evaluates and

recommends personnel and work place policies. May participate in negotiations with
recognized collective bargaining units on new or revised working agreements.  Handles risk
management and accident reports. Advises the Town Manager on specific personnel-related
issues and may participate in grievance and dispute resolutions. Works to develop and execute
formal employee training program.

 Oversee compliance with relevant laws and regulations; research and coordinate training
related to safety and health regulations; assist with general employee relations functions,
such as answering employees’ questions, and investigating and resolving various
personnel problems; assist in administering wage and salary plan; coordinate/carry out the
maintenance of employee pay, leave and other central personnel records; and other related
duties;

 Review and coordinate employee benefits programs: assist as needed with daily plan
administration tasks; keep abreast of changes in the marketplace; research and analyze
alternatives, and make related recommendations for changes in Town benefits programs;

 Provide technical assistance to Town departments regarding insurance matters, grants, data
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processing problems and needs, including review and analysis of needs, researching and 
recommending solutions; 

 Coordinate/carry out a variety of special projects as assigned;
 Serve on and/or lead a variety of Town Committees as assigned;
 Perform a wide range of liaison functions with organizations and individuals outside of Town

government, including Town citizens, financial institutions, government funding and
regulatory agencies, other municipalities, consultants, attorneys, vendors and other involved
parties.

SUPERVISION RECEIVED: 

This position receives general supervision from the Town Manager. 

SUPERVISION EXERCISED: 

This position exercises supervision over AP, Payroll and HR Coordinator and over regular 
employees of Listers Office. 

MINIMUM QUALIFICATIONS: 

Must hold a Bachelor’s degree in accounting, finance, business, or other appropriate discipline, 
plus three years of relevant technical and administrative experience, with advanced study/degree 
in business or public administration desirable, or a combination of educational and experience 
from which comparable knowledge and skills are acquired. 

Must also have: 

 A broad base of technical knowledge and skills related to primary areas of responsibility in
finance and personnel. Some relevant technical knowledge and

 Skills related to PC-based computerized management information systems, including
spreadsheet, database and word processing applications.

 A good understanding of municipal government operations, including relevant state and
federal law.

 Good planning and administrative skills.

 Excellent research, analytical and writing skills, with relevant experience in developing
policies and procedures, and in interpreting complex laws and regulations.

 The ability to deal effectively with and represent the Town to Town officials, employees and
citizens as well as numerous other individuals and groups, frequently regarding sensitive
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and/or controversial matters. Good general public relations, negotiating, coordinating, and 
consensus-building skills. 

PHYSICAL REQUIREMENTS: 

This position generally performs sedentary office work, and does not have extra demands in 
terms of physical activity or working conditions. 

Must be physically able to: 

 Occasionally lift up to 10 lbs.;
 Use a keyboard and mouse.

Disclaimer: This job description does not constitute an employment agreement between the employer and 
the employee. It is used as a guide for personnel actions and is subject to change by the employer as the 
needs of the employer and requirements of the job change. 

Reviewed by: Not Applicable Date: 
Department Head 

Reviewed by: 
Town Manager 

Date: 

Reviewed by: 
Employee 

Date: 

Effective:  11/20/18 
Supersedes Version Dated:  5/23/16 




