


 

 

AGENDA PACKET 

Board of Selectmen 

October 6, 2020 

 
 Liquor License Fee Hearing Package 
 October 1, 2020 Letter from James J. Perrine, President of Commonwealth Community 

Developers, regarding The Residences at Yarmouth Gardens 
 October 1, 2020 Memo from Mary Waygan, Affordable Housing/CDBG Program 

Administrator, regarding Yarmouth Gardens – 497 Route 28, West Yarmouth Affordable 
Housing Restriction, with package 

 October 1, 2020 Memo from Ellen Chapman, Golf Enterprise Chairman, and Scott 
Gilmore, Director of Golf Course Operation, regarding GEC vote on Bass River Waste 
Water Project 

 July 10, 2020 Memo from David F. Young, PE, and Hannah Sullivan, from CDM Smith, 
regarding Summary of Bass River Golf Course Effluent Recharge Alternatives Capital 
Cost 

 CDM Smith: Figure 6 - Master Plan Alternative with Proposed Recharge System 
 CDM Smith: Figure 2 - Typical Cross Section of Proposed Leaching Field 
 Bass River Golf Course Effluent Recharge Plan PowerPoint Presentation 
 Yarmouth Water Rate Study PowerPoint Presentation 
 Town of Yarmouth Warrant for 2020 State Election 
 Board of Selectmen Projected 2020 Agenda Items 
 Committee Resignations – from Board of Appeals and Personnel Board  
 Committee Reappointment to Historical Commission 
 Committee Reappointment to Mid-Cape Cultural Council (TOY Representative Position) 
 DRAFT Notice of Vacancy – Town Administrator 
 Town Administrator Job Description (October 23, 2002) 
 DRAFT Yarmouth Interim Town Administrator (October 2020) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

INFORMATION PACKET 

Board of Selectmen 

October 6, 2020 

 

 CDBG Legal Ad – Amendment of Program Plans 
 CDBG Legal Ad – Consolidated Annual Performance and Evaluation Report Public 

Hearing and Document Availability 
 

 

 



 

 

 

AGENDA 

ITEMS 
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Danir:l Knapik

September 16,2AZA

The Cape Cod Times

Will you please advertise the following as a Lcgal Ad in your ncwspaper on Septemb er 19,2020.

TOWN OF YARMOUTH
BOARD OF SELECTMEN

FEE HEARING

A Public hearing will be held by the Board of Selectmen on Tuesday, Scptembc r 29 andTuesclay, October 6,
202o in the hearing room at the Town Offices, I 146 Routc 28, South Yarmouth, MA tbr a proposcd ?5o/o tbc
reduction of the 2021 Annual and Seasonal Section 12 Alcohol liccnscs. The Board meeting begins at
6:00pm.
Written comments will be accepted at Yarmouth lbwn Hall until 4:3Opm on Friday, Septernbcr 2 5,2A20 or at
sclectmen(i)y.atnouth,ga.trs. verbal commcnts will bc acceptcd at the hearing.
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Annual/Seasonal Restaurant
Annual/Seasonal Innholder
Annual/Seasonal Winc & Malt
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Club
Non-Profit
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Town of Yarmouth
Town Administrator' s Offi ce
I146 Route 28
South Yarmouth, Ma O?664
(508) 3e8-2231
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?,350.00
2,350.00
I,700.00
2,950.00
1,050.00
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2,212.5A

787.5A
476.25
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2020. 2021 SECIION 12 ALCOHOI IICENSE NEVENUE REPORT

Ltc6t{st TYPt

AnnualRestaurant

Annuallnnholder
Annu.lWine & Malt
6emralon Premise

Club

Non-Protit Ctub

SeaSonal Restaurant
Seasonallnnhoider

SaasooalWine & Malt

TOIALS

A'{NUA[ TCES { I.ICENSES

2,350.00

2,350.00

1,700.00

2,950.@
1,050.00

635.00

2,350.00

2,350.00

1,700.00

29

6

5

1

1

1

7

4

2

REVENUE

68,150.00

14,100.00

8,500.00

2,950.@

1,050.00

635.00

95.385.00

15,450.00

9,400.00

3.400.00

29,250.00

124615.q'

25% OF aeE

587.S0

587.50
425.00

737.50

262.50

158.75

TOTAT TtE REOUCTION

587.50
587.50

425.00

t7.o17.50
3,525.00

2,125.00

737.50

262,50
158.75

23,448.25

4,112.sO

2,350.00

850.O0

7,312.50

31,158,75

























































































TOWN OF YARMOUTH 
 

Golf Division 
 

                        
 

635 West Yarmouth Road, West Yarmouth, MA 02673 
Telephone (508) 760-4878, Fax (508) 760-4806 

 
 

To:              Board of Selectmen  
 
From:   Ellen Chapman, Golf Enterprise Chairman 
  Scott Gilmore, Director of Golf Course Operations 
 
Date:   October 1, 2020 
 
Subject:   GEC vote on Bass River Waste Water Project 
 
 On September 16th at the regularly scheduled monthly meeting for the Golf Enterprise 
Committee, Dave Young and Jeff Colby provided an update on the wastewater project for Bass 
River Golf Course. The GEC was presented with a memo from David Young (CDM smith) and 
Jeff Colby (DPW Director Town of Yarmouth) describing three possible scenarios for the future 
of Bass River Golf Course.  
 
The first option presented was to put Bass River Golf Course back the same way it exists today. 
Although this option proved to be the least expensive, it also did not provide any relief from the 
problems that are associated with Bass River Golf Course. 
 
The second option presented was to use the Master Plan created by Tim Gerrish (Golf Course 
Architect). The Master Plan took into consideration the issues facing the golf course. In the 
master plan some of the holes were rerouted to alleviate a safety problem along Highbank Road, 
the starting hole was reworked to a longer par 4 to allow for better pace of play, and the holes 
along the surrounding neighborhood were rerouted to avoid further problems with balls going 
into yards and houses. Having the above issues taken care of along with bunker and tee 
renovation made this option the most viable for Bass River Golf Course.  
 
The third option presented was the complete redesign of the entire Bass River Golf Course. 
Although a brand-new golf course would be an enticing product to have, it also proved to be very 
costly to have as a viable option. 
 
After careful deliberation and discussion, the GEC voted unanimously to recommend the second 
option, the Master Plan as the plan that provides the best path forward for Bass River Golf 
Course and the town of Yarmouth. Although it was not the least expensive option, it was also not 
the most expensive option. However, what it did provide is a better, safer, neighbor friendlier 
golf course as a result of the wastewater project.  
 



In conjunction with the Bass River Golf Course being taken offline for a projected 18 months, 
the GEC also suggested that this was the best time for a new clubhouse to be constructed at the 
site.  
 
The existing clubhouse is an aging facility which is well beyond its life cycle. There is no better 
time to construct a clubhouse that would give Bass River an advantage to surrounding courses 
when it reopens, than when the wastewater construction is occurring. 
 
With the unanimous vote for the Master Plan along with the suggested construction of the 
clubhouse, the total cost of the project for the town of Yarmouth would be $10-12 million. Doing 
both projects in conjunction with the wastewater project will put Bass River Golf Course back in 
a position as a premier destination golf course with a full-service facility to support any 
opportunities. 
 
 
 
cc: Dan Knapik, Town Administrator 
      Jeff Colby, DPW Director 
      Dave Young, CDM Smith  















Master Plan Alternative with Proposed Recharge System
Figure 6





Update to Board of Selectmen

Bass River Golf Course Effluent Recharge Plan

October 6, 2020



Presentation Agenda

 Site Analysis
 Effluent Recharge Layout
 Master Plan
 Summary of Costs
 Questions and Comments

2



Pilot Infiltration Tests
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Hydrogeological 
Model Results
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DHY Community Partnership
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Effluent 
Recharge 
System
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Leaching Chambers – Plan View
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Leaching Chambers – Cross Section
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Master 
Plan 
Layout
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Master Plan 
Layout with 
Effluent Recharge
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Recharge System Cost Summary

11

Description Estimated Cost

Subsurface Earthwork $          5,120,000

Leaching Chambers $          2,900,000

Pressure Pipes $          1,880,000

Valves Structures- Buildings $             610,000

Miscellaneous $             530,000

Total Cost $        11,100,000



Master Plan Total Cost Summary

12

Description Estimated Total Cost

Above Grade Earthwork $          1,420,000

Greens, Tees & Grassing $          1,250,000

Bunkers $             880,000

Irrigation System $          3,440,000

Miscellaneous $             700,000

Recharge System $       11,100,000

Total $       18,800,000



DHY Portion of Total Cost

13

Description
Estimated Total 

Cost
Percentage DHY DHY Cost

Above Grade Earthwork $       730,000 90% $         660,000

Greens, Tees & Grassing $       590,000 60% $         360,000

Bunkers $         70,000 20% $           20,000

Irrigation System $    3,440,000 50% $      1,720,000

Miscellaneous $       210,000 50% $         110,000

Recharge System $ 11,100,000 100% $   11,100,000

Total $ 16,200,000 $   14,000,000

DHY Community Partnership cost is based on the restoration option which does not
include course improvements



Remaining Cost to Yarmouth

14

Alternative Total Cost DHY Cost
Remaining 

Yarmouth Cost

Restore to Original $        16,200,000 $      14,000,000 $        2,200,000

Improve According to Master Plan $        18,800,000 $      14,000,000 $        4,800,000

Rebuild $        23,900,000 $      14,000,000 $       9,900,000



Questions?

15



YARMOUTH WATER RATE STUDY
JEFFREY COLBY, PE – DPW DIRECTOR

LAURIE RUSZALA, PE – WATER & WASTEWATER SUPERINTENDENT

MICHAEL SCHRADER, PE – TIGHE & BOND



OVERVIEW

• WATER DEPARTMENT EXPENSES

• CAPITAL NEEDS

• WATER USE TRENDS

• CURRENT RATE STRUCTURE

• RATE ALTERNATIVES

• RECOMMENDATIONS



WATER DEPARTMENT EXPENSES

Fiscal Year 2018 2019 2020

Operating Budget $3,265,730 $3,300,653 $3,503,184

Capital Appropriation $1,977,660 $1,450,600 $0*

Debt $0 $0 $0

Total $5,243,390 $4,751,253 $3,503,184

* FY2020 Capital Requests have been delayed to the Fall Special Town Meeting.



CAPITAL IMPROVEMENTS PLAN
Recommendation Estimated Cost

Pump Station Improvements Phase 1 (12 PS) $3,800,000 
Route 6A Water Main Replacement 8" and 12" Water Mains (Design 
+ Construction) $3,800,000 
PFAS Sampling and Communication $11,000 
Update Asset Management Plan;  Financial Plan / Rate analysis $70,000 
AWIA Risk and Resiliency Assessment $35,000 
Flax Pond Test Wells $40,000 
Annual Activities $520,000 
Total FY2021 $8,276,000 

Pump Station Improvements Phase 2 (11 PS) $2,500,000 
1- Acorn Hill Drive and Sophie Ann Drive $320,000 
2 - Driving Tee Circle $270,000 
3- Williams Road $350,000 
4 - Mocking Bird Lane $260,000 
Route 28 Water Main Replacement Parker River to Dennis Town 
Line $5,810,000 
Route 28 Water Main Replacement Parker River to Barnstable Town 
Line $5,900,000 
AWIA Emergency Response Plan $40,000 
Annual Activities $535,600 
Total FY2022 $15,985,600 

YEAR 1

YEAR 2

Pump Station Improvements Phase 3 (20 CCFs) $2,100,000 
Sandy Pond Tank Painting $2,000,000 
5 - Monterrey Lane (Curve Hill Road) $50,000 
6 - Green Teal Way (Gig Ln, Old Salt Lane) $390,000 
Begin Design for Water main renewal program $350,000 
Lead Service Line Program Inventory / Development $50,000 
Annual Activities $551,668 
Total FY2023 $5,491,668 

Pump Station renewal $1,500,000 
Water Main renewal for age / condition $2,000,000 
Lead Service Line Program Inventory / Development $50,000 
Annual Activities $568,218 
Total FY2024 $4,118,218 

Pump Station renewal $1,500,000 
Water Main renewal for age / condition $2,000,000 
Annual Activities $585,265 
Total FY2025 $4,085,265 
Total of 5 Year Plan $37,956,751 

YEAR 3

YEAR 4

YEAR 5

$38,000,000 of 
improvements 
recommended



WATER USE TRENDS



CURRENT RATE STRUCTURE

• LAST UPDATED IN 1995

• METER FEES CHARGED MONTHLY IN 
ADVANCE

• USAGE CHARGED ANNUALLY IN JULY, 
AUGUST OR SEPTEMBER DEPENDING ON 
VILLAGE.

Meter Size Quarterly Charge

Smaller than 1” $21

1” $45

1-1/2” $225

2” $240

3”+ $255+

Volume of Water Cost per 1,000 Gallons

First 100,000 gallons $1.68

Next 200,000 gallons $2.22

Over 300,000 gallons $2.60



CURRENT FEES

Service Rate
Service Calls:

Normal Working Hours:

1 Hour Minimum $35 .00 Plus Parts

Each ½ Hour Additional $17.50 Plus Parts

After Normal Working Hours:

2 Hour Minimum $75.00 Plus Parts 

Private Fire Protection: 

Each Hydrant $180.00 Per Year

Each Sprinkler Line $180.00 Per Year

Service Rate
Seasonal Turn Off/On $50 

Fire Flow Test $50 

Hydrant Rental $30.00 Per Day Plus Water

Damaged Meter $50.00 Plus Parts

Meter Test $3.00 Plus Service Call

Backflow Inspection and Test $75 

New Water Service Connection $150 

Demand Charge $25 

Interest Charge 14%

Reactivation for Non-Payment $75 



RATE ALTERNATIVES

• IN ALL CASES MOVE TO QUARTERLY USAGE  
BILLING

• PROVIDES MORE CONSISTENT CASH 
FLOW TO TOWN AND FOR CUSTOMERS

• NO ADDITIONAL COST TO TOWN 

• LESS CONFUSION FOR CUSTOMERS

• CATCH METER/LEAK ISSUES SOONER

RATE ALTERNATIVES

1. INCREASE RATES AND FEES TO COVER 
CAPITAL COSTS WITH NO DEBT

2. INCREASE RATES AND FEES TO COVER 
CAPITAL COSTS WITH ALL DEBT

3. INCREASE RATE AND FEES TO COVER 
CAPITAL COSTS IN WITH COMBINATION 
OF DEBT AND RESERVES



ALTERNATIVE 1 – NO DEBT 



ALTERNATIVE 1 – QUARTERLY RATES

Meter Size Current 2022 2023

Smaller than 1” $21 $26 $33 

1” $45 $56 $70 

1-1/2” $225 $281 $352 

2” $240 $300 $375 

3”+ $255+ $319+ $398+ 

Volume of Water Current 2022 2023

First 25,000 gallons $1.68 $2.10 $2.63 

Next 50,000 gallons $2.22 $2.78 $3.47 

Over 75,000 gallons $2.60 $3.25 $4.06 

QUARTERLY METER CHARGES

USAGE CHARGES PER 1,000 GALLONS



ALTERNATIVE 2 – ALL DEBT



ALTERNATIVE 2 – QUARTERLY RATES

Meter Size Current 2022 2023

Smaller than 1” $21 $22 $24 

1” $45 $48 $51 

1-1/2” $225 $239 $253 

2” $240 $254 $270 

3”+ $255+ $270 $287 

Volume of Water Current 2022 2023

First 25,000 gallons $1.68 $1.78 $1.89 

Next 50,000 gallons $2.22 $2.35 $2.49 

Over 75,000 gallons $2.60 $2.76 $2.92 

QUARTERLY METER CHARGES

USAGE CHARGES PER 1,000 GALLONS



ALTERNATIVE 3 – DEBT & RESERVES



ALTERNATIVE 3 – QUARTERLY RATES

Meter Size Current 2022 2023

Smaller than 1” $21 $23 $26 

1” $45 $50 $55 

1-1/2” $225 $248 $277 

2” $240 $264 $296 

3”+ $255+ $281 $314 

Volume of Water Current 2022 2023

First 25,000 gallons $1.68 $1.85 $2.07 

Next 50,000 gallons $2.22 $2.44 $2.74 

Over 75,000 gallons $2.60 $2.86 $3.20 

QUARTERLY METER CHARGES

USAGE CHARGES PER 1,000 GALLONS



CUSTOMER ANNUAL COST COMPARISON

Customer Current 2022 2023

Typical Residential $243 $304 $380 

Typical Commercial $2,612 $3,265 $4,081 

ALTERNATIVE 1 – NO DEBT

Customer Current 2022 2023

Typical Residential $243 $258 $273 

Typical Commercial $2,612 $2,769 $2,935 

ALTERNATIVE 2 – ALL DEBT

Customer Current 2022 2023

Typical Residential $243 $267 $299 

Typical Commercial $2,612 $2,873 $3,218 

ALTERNATIVE 3 – DEBT AND RESERVES

Typical Residential is 
65 gpcd for a 4 

person household or 
approximately 23,000 

gallons per quarter.

Typical Commercial is 
approximately 

250,000 gallons per 
quarter.



TYPICAL CUSTOMER COMPARISON*

*Yarmouth proposed is the Alternative 3, 2023 residential customer cost.



RECOMMENDATIONS

• CHANGE TO QUARTERLY USAGE  BILLING

• INCREASE RATES AND FEES TO COVER CAPITAL COSTS WHILE TAKING ON SOME DEBT 
(ALTERNATIVE 3)

• CHANGE RATES AND CHANGE TO QUARTERLY BILLING AS OF JANUARY 1, 2021

• REEVALUATE RATES AND STRUCTURE AFTER TWO YEARS WITH ACTUAL QUARTERLY DATA

• PLAN FOR REGULAR SMALL RATE INCREASES AFTER INITIAL LARGER INCREASES









TOWN OF YARMOUTH 

BOARD OF SELECTMEN 
PROJECTED 2020 AGENDA ITEMS 

 

MEETING 
DATE 

 
BUDGET  

SCHEDULE 
DUE DATES 

REGULAR BOS AGENDA ITEMS 

 

Updated 10/2/2020 

SEPTEMBER 29   

 PUBLIC HEARING: 1078 YARMOUTH, INC., DBA 

DAGGETT’S LIQUORS – TRANSFER OF PACKAGE STORE 

LICENSE 
 PUBLIC HEARING: 2021 ALCOHOL FEES (1ST READING) 
 TAX CLASSIFICATION HEARING 
 BOS BUDGET POLICY DIRECTIVE 
 CVEC ANNUAL PRESENTATION 
 REVIEW SPECIAL TOWN MEETING ARTICLES 

OCTOBER 6   

 EXTENSION OF OUTDOOR DINING PER GOVERNOR’S 

ORDER 
 2021 ALCOHOL FEE HEARING (2ND READING) 
 ELECTION WARRANT 
 WASTEWATER ARTICLE UPDATE 
 WATER RATE OPERATION PRESENTATION 
 YARMOUTH GARDENS AFFORDABLE HOUSING 

REDEVELOPMENT PROJECT 

OCTOBER 20 

JOINT 

MEETING WITH 

FINANCE 

COMMITTTEE 

SELECTMEN 

BUDGET POLICY 

STATEMENT 

 COMCAST CONTRACT NEGOTIATION UPDATE 
 SPECIAL TOWN MEETING ARTICLE APPROVAL (FINAL 

VOTE) 
 STM PETITIONED ARTICLES REVIEW 
 FY2020 AND SUMMER 2020 GOLF WRAP UP 
 END OF YEAR FINANCIAL UPDATE 

NOVEMBER 3 ELECTION   

NOVEMBER 10    POSSIBLE BSU PRESENTATION 

NOVEMBER 17 
SPECIAL 

TOWN 

MEETING  
   

DECEMBER 1  
DEPT. BUDGET 

REQUESTS DUE 

TO TOWN ADMIN. 

 CAPITAL BUDGET COMMITTEE RECOMMENDATIONS FOR  

FY 2022  
 RASWAC UPDATE REGARDING POLYSTYRENE BYLAW 
 RECRUITMENT REVIEW REGARDING MINORITY HIRING 

DECEMBER 15    TOWN ADMINISTRATOR FY2022 BUDGET PRESENTATION 

DECEMBER 29 NO MEETING   

 
 
 



TOWN OF YARMOUTH 

BOARD OF SELECTMEN 
PROJECTED 2020 AGENDA ITEMS 

 

MEETING 
DATE 

 
BUDGET  

SCHEDULE 
DUE DATES 

REGULAR BOS AGENDA ITEMS 

 

Updated 10/2/2020 

 
 
 
 
 
   
 
 
 
 
 

 BEACH ISSUES 
 RENAMING POLICY 
 COMMITTEE REPORTS 
 DHY AGREEMENT 
 CLEAN WATER TRUST 
 FINANCE UPDATE ON INTERNAL CONTROLS  
 CAPE LIGHT COMPACT PRESENTATION - SEPTEMBER 
 CEDC GOALS AND SUPPORT OF WASTEWATER; AND SPECIAL EVENTS 
 LEGAL SERVICES REVIEW 
 CAPE COD COMMISSION UPDATE - SEPTEMBER 
 BARNSTABLE MUNICIPAL AIRPORT – AIRPORT MASTER PLAN – SEPTEMBER 

 
 









DRAFT Notice of Vacancy 

Town Administrator  
Town of Yarmouth  

The town of Yarmouth (population: 23,793) is seeking qualified applicants for the 
position of Town Administrator to serve as chief administrative officer of the town 
starting in January 2021. The successful candidate will have excellent leadership 
qualities, exceptional oral and written communication skills including successful 
grant-writing record, experience with municipal finances, budgets, procurement, 
Mass. general laws, personnel management, and planning.  

The candidate should be forward-thinking and innovative, with a strong 
commitment and motivation to work collaboratively with local boards, town 
department heads, employees, and citizens. The Town Administrator plays a 
crucial role in the town’s overall planning, management, organization, stability, 
and growth of the community. The Town Administrator works under the direction 
of a five-member Board of Selectmen. The duties are outlined in the Yarmouth 
Town Charter and in a Yarmouth Town Administrator job description. Both are 
posted on the Town’s website: www.yarmouth.ma.us.  

Job requirements include: Bachelor’s degree, Master’s degree in public 
administration, business administration, or a related field, and at least three years 
of municipal management, preferably in Massachusetts, or related experience.   

Salary will be commensurate with experience. All replies will be kept confidential 
Please send a cover letter and resume to:  
  
Jason R. Talerman 
Mead, Talerman & Costa, LLC 
730 Main Street · Suite 1F · Millis, Massachusetts · 02054 
jay@mtclawyers.com ·  
 
To be posted in the Cape Cod Times, Boston Globe, and Mass Municipal 
Association Beacon.   
 



TOWN ADMINISTRATOR           October 23, 2002 
(Town of Yarmouth, Massachusetts) 

 
 
Definition: 
Administrative and supervisory work in providing daily control over a variety of ongoing town 
activities, researching, analyzing and recommending changes in town policies, and serving as 
liaison and coordinator between the Board of Selectmen and other town officials, employees and 
citizens; all other related work as required. 
 
Supervision: 
Works under the administrative direction of the Board of Selectmen and in conjunction with the 
policies and procedures of the town.  
 
Performs varied and highly complex professional municipal management duties.  Exercises 
considerable judgment making administrative and policy decisions and overseeing the operations 
of all town departments. 
 
Supervises, both directly and through subordinates, approximately 300 full-time and part-time 
employees.  Serves as the Department Head for the Health and Building Divisions until such 
time as a Director of Municipal Inspections is appointed. 
 
Job Environment: 
Work is performed under typical office conditions.  Incumbent is required to attend several night 
meetings per week as well as be available on weekends to respond to unusual situations. 
 
Operates computers, telephone, and other standard office equipment. 
 
Makes frequent contacts requiring significant perceptiveness and discretion with the general 
public, town departments and boards, members of the business community, attorneys and state, 
federal and local officials. 
 
Has full access to town-wide confidential information including bid proposals, personnel records, 
negotiating positions, as well as legal issues. 
 
Errors in judgment could have continuing adverse effect on the town's ability to deliver services, 
loss of municipal revenues, have legal ramifications, and cause significant adverse public 
relations. 
 
Essential Functions:  
(The essential functions or duties listed below 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.) 
 



 
Town of Yarmouth 
Town Administrator 
Page Two 
 
 
Acts as Chief Administrative and Fiscal Officer; provides general supervision and management 
of all town departments; coordinates and directs budgeting, expenditures, town services, internal 
policies and procedures, and public relations; responds to the direction of the Board of 
Selectmen. 
 
Plans, administers, manages, and coordinates the daily operation of the town in response to the 
direction of the Board of Selectmen and the specifications of existing policy, town by-laws, state 
statutes and federal laws. 
 
Oversees the preparation for the Board of Selectmen meetings, developing agenda, researching 
issues, providing background and recommendations for action when requested, and generally 
assisting in the efficient movement of the meeting. 
 
Prepares, coordinates, analyzes and assembles the town's annual operating budget and capital 
plan; presents the budget and plan to the Board of Selectmen; updates, revises and adjusts both in 
response to Board review. 
 
Oversees preparations for Town Meetings; prepares warrant articles, assures relevant review, 
research and public meetings; implements resulting fiscal, administrative and legal 
determinations. 
 
Directs the activities of the Town Counsel, requesting opinions relaying recommendations, 
working on litigation, communicating town's objectives and keeps Board of Selectmen informed 
of legislation, litigation and legal opinions affecting the town. 
 
Serves as agent of the Selectmen in collective bargaining and non-union matters; meets and 
negotiates with union and non-union representatives, overseeing the administration of labor 
agreements and personnel policies and procedures, researching and advising the Board on all 
personnel issues. 
 
Recruits and recommends the appointment of department heads to the Board of Selectmen; 
appoints non-department head employees after recruitment, interview and department head 
recommendation review; oversees employee performances and directs disciplinary actions and 
termination when necessary. 
 
Maintains and improves relations among town officials, department heads, employees, 
governmental officials, the general public, citizen groups, and media representatives by 
presenting the town's position on issues, responding to citizen complaints.  Represents the  Board 
at conferences, hearings and meetings, interacting with media representatives and facilitating 



communications among all groups. 
 
Town of Yarmouth 
Town Administrator 
Page Three 
 
 
Manages the Town Administrator/Board of Selectmen's Office, communicating, interpreting and 
implementing the Board's policies to departments and personnel; reports problems and non-
compliance, recommending relevant action; establishes and effective working relationship 
among town boards, committees and commissions; keeps the Board informed of activities and 
issues. 
 
Directs the preparation of grant applications and coordinates grant procedures from analysis of 
consistency with town policies to implementation and monitoring of awards. 
 
Oversees the maintenance of records of all local, state, and federal laws pertaining to functions 
and policies of the town. 
 
Performs similar or related work as required or as situation dictates. 
 
Recommended Minimum Qualifications: 
 
Education and Experience:  
Master's degree in public administration, business management or related field; at least seven 
years experience in an upper level executive municipal administrative position;  or any 
equivalent combination of education and experience. 
 
Knowledge, Ability and Skill:  
Knowledge:  Working knowledge of business administration, municipal finance, accounting 
practices, local, state and federal laws, and general office procedures. 
 
Ability:  Ability to deal appropriately and effectively with the general public, the media, town 
officials, commissions and boards, state and federal agencies, and the business community.  
Ability to direct the work of department heads as well as professionals and other subordinates.  
Ability to negotiate contracts, agreements, and appropriate working arrangements with 
community organizations and the business community.  Ability to work under time pressure and 
in stressful circumstances.  Ability to develop effective working relationships with subordinates 
and with other town departments. 
 
Skill:  Possession of mediation, conflict resolution, and leadership skills.  Excellent written and 
oral communication skills.   
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Physical Requirements: 
Minimal physical effort generally required in performing duties under typical office conditions.   
Position requires the ability to operate a keyboard and standard office equipment at efficient 
speed.  The employee is frequently required to use hands to finger, handle, or feel objects, tools, 
or controls; and reach with hand and arms.  The employee is frequently required to sit and talk 
and hear. 
 
(This 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.) 
 



DRAFT Yarmouth Interim Town Administrator (October 2020) 
 

A. Functions and Duties of the (Interim) Town Administrator (TA). The TA: 
1. Will be chief administrator officer of the Town.  
2. Anticipated start in January 2021.  Expected duration: three to six months.   
3. Shall perform duties specified in the Town of Yarmouth Charter, Town Administrator Job 

description, Town by-laws and as the Board of Selectmen shall, from time to time, assign. 
4. Shall be responsible for efficient administration of all Town officers appointed by TA and their 

respective departments. 
5. Shall attend all regular meetings of the Board of Selectmen. 
6. Shall attend any sessions of town meeting. 
7. Shall keep Board of Selectmen fully informed as to the needs of the town and recommend 

measures requiring action. 
8. Shall ensure full records of the Town’s financial and administrative activities are maintained, 

and render reports to the Board of Selectmen as may be required. 
9. Shall prepare and submit an annual operating budget (if duties continue through the budget 

preparation process). 
10. Shall ensure efficient preparation of town meeting warrants. 

 
B. The desired candidate for Interim Town Administrator is preferred to possess these 
competencies, experience, and characteristics: 

 
1. EXPERIENCE:  Possesses experience as a town administrator, ideally from within Barnstable 

County. Massachusetts experience is acceptable.  
2. EDUCATION: Possesses a bachelor’s degree in an area appropriate to municipal government 

leadership. A graduate degree in public administration, public policy, law, or business 
administration is preferred. 

3. COMMUNICATION SKILLS: Possesses excellent public and interpersonal communication 
skills. Able to communicate effectively with all groups in the community. 

4. LEADERSHIP APPROACH: Serves as an inclusive leader who possesses a collegial 
leadership style that fosters joint problem-solving. Demonstrates respect for all members of 
team and community. 

5. ORGANIZATIONAL CLIMATE: Maintains a positive labor-management climate. 
6. STRATEGIC PLANNING/FINANCIAL MANAGEMENT: Able to direct a budget process that 

develops a comprehensive budget for consideration. 
7. ENVIRONMENTAL SUCCESS: Experience working effectively in a political environment; 

comfortable managing in an environment where administration is shared by TA and Select 
Board. 

8. SCHEDULE REQUIREMENTS: Can demonstrate ability to be available for required 24 
hours/week service to include day and evening meetings when attendance is needed. Able to 
begin duties immediately.  

9. AFFILIATION: Not employed currently/recently by Town of Yarmouth. 
10. INTEGRITY: Demonstrated integrity and ethical behavior in professional activities. 

 
C. Source Documents 
 

1. Ouellete, John (Ed.), Handbook for Massachusetts Selectmen (4th ed.). Massachusetts 
Municipal Association (2014). 
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