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JOB SUMMARY 

The Borough Manager is the chief administrative officer of the Borough of Columbia and shall be responsible to 
Borough Council for the proper and efficient administration of the affairs of the borough. He or she manages 
and directs the Borough towards its primary objectives, based on established policies. 

Essential Functions 

BOROUGH MANAGER 
Rate of Pay: Commensurate with experience 

Classification: Exempt 

LastApprovedOn: 
 

 

REPORTING STRUCTURE 

Department: Borough Administration 

Reports To: Borough Council 

Supervises: Directly supervises all borough management employees. 
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General: 

 Actively promotes the borough' s interest to state, county, and local organizations.  

 Develops new business within the borough. 

 Develops a plan of support for community organizations, borough businesses, and other citizen projects 
including, but not limited to the pursuit of granting opportunities. 

 Coordinates borough departmental activities, including the Police Department 

 Develops current and long-range objectives based on community needs and goals. 

 Establishes policies that will support these objectives. 

 Provides leadership to implement major plans and procedures consistent with established policies 

 Monitors the financial condition of the borough, ensuring that all procedures are followed, controls 
implemented and deadlines met. Ensures that funds are expended as designated in the Annual budget. 

 Oversees the personnel functions of the borough. Gives guidance and support to the department managers. 
Addresses Step 2 grievances of non-uniform union employees. Participates as a resource to council during 
collective bargaining of both non-uniform and uniformed union contracts. Addresses management 
employee issues. Informs the Personnel Committee of substantive matters. 

 Recommends to Borough Council a standard schedule of pay for each appointive office and position, 
including minimum, intermediate and maximum rates 

 Attends, or designates another employee to attend, all meetings of Borough Council. The Borough Manager 
will be generally informed on all matters, relying on the department managers for detailed analysis. 

 Establishes procedures to ensure that all ordinances and regulations are duly enforced and to investigate all 
complaints regarding borough services. Monitor compliance with established procedures. 

 Assists Borough Council as required in fulfilling their responsibilities consistent with the Borough Code, laws 
or ordinances 

 
Financial: 

 Ensures the adequacy and soundness of the borough financial structure.  

 Develops, reviews and submits budgets to Borough Council for approval.  

 Ensures that all money owed the borough is promptly paid and that proper procedures are taken for the 
security and collection of all borough claims.  

 Submits to Council, as soon as possible after the close of the fiscal year, a complete report on the finances 
and administrative activities of the borough for the preceding year. 

 
Leadership 

 Provides leadership and direction to all borough employees.  

 Oversees borough administrative office, Public Works Department, Code Compliance Department, Planning 
& Zoning Department, and Police Department.  

 Interacts with staff, Borough Council, Mayor and various state, local and federal officials as required.  

 Interacts with borough residents.  

 Conducts meetings and develops formal presentations. 

 

Performs other duties as assigned by Borough Council. 

Performs in accordance with Borough policy, administrative regulations, state and federal laws. 

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 



COLUMBIA BOROUGH | 308 Locust Street, Columbia, PA 17512 

Job Description (12-10-2019): Borough Manager  3 

requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

Education 

Bachelor's degree in public administration or related field.  

 

Work Experience 

Extensive experience in local government management. 

 

Licenses Required for the Position 

Valid Pennsylvania Driver’s License 

 

Special Requirements 

 

 

Knowledge/Ability 

Knowledge and experience in many aspects of administration, personnel management, finance and 
Pennsylvania local government policies and procedures. Excellent oral and written communication skills. 
Excellent presentation and public relations skills. 

 

Analytical Demands 

Recurring analytical demands. Analysis involves gathering and interpreting data to resolve problems of 
moderate complexity. 

 

Temperament 

 Must possess excellent interpersonal skills. 

 Ability to make judgments and work under high level of stress. 

 Must be cooperative, congenial, and service oriented. 

 Able to make judgments and work in situations that may be stressful. 

 Ability to work as a coordinator and a member of a team. 

 Must be courteous and able to effectively manage job responsibilities. 

 Must be cooperative, congenial, service oriented, and promote these qualities. 

 Ability to work in an environment with frequent interruptions. 

 Ability to be respectful and empathetic. 

 

Cognitive Ability 

 Ability to communicate effectively. 

 Ability to organize tasks. 

 Ability to exercise good judgment. 

 Ability to follow written and verbal directions, to read and write, to communicate effectively, to organize 
tasks, to handle multiple tasks, and to exercise good judgment. 
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Cognitive Ability 

 Ability to establish and maintain rapport with Borough Council, staff, co-workers, and general community. 

 Ability to work on multiple tasks and prioritize appropriately. 

 Ability to recognize areas of concern and propose or recommend appropriate solutions to problems. 

 Maintains productive working relationship with Borough Council. 

 

Specific Skills 

 Must possess active listening skills. 

 Must possess conflict mediation skills. 

 Plans and prioritizes assignments effectively. Able to handle several ongoing tasks and projects at once. 

 Able to adjust to changes in the work environment. 

 Reports to work on time, gives a full day’s work and makes effective use of time while on the job. 

 Maintains a good attitude toward management, fellow employees and the public. 

 Demonstrates the ability to acquire the skill required to operate new and existing software and hardware. 

 Proofreads work for grammar and spelling accuracy. 

 Ability to compose clear, concise sentences and paragraphs. 

 

Workplace Expectations 

 Acknowledges individuals’ requests and handles them in a friendly and courteous manner. 

 Promotes a positive team environment through active cooperation with others. 

 Maintains awareness of the Borough’s policies and procedures. Follows the chain of command. 

 Shows initiative and works with minimal supervision. 

 When appropriate, incorporates progressive ideas/concepts into daily responsibilities. 

 Responds appropriately to supervision and direction. 

 Dresses appropriately for job environment. 

 Ability to follow directions and give direction to others. 

 Ability to work independently and make work-related decisions. 

 Ability to exercise good judgment in prioritizing tasks. 

 Ability to communicate effectively at all organizational levels. 

 Ability to use computer technology efficiently including word processing, presentation/webpage software, 
PowerPoint and Excel software applications. 

 Ability to appropriately handle confidential information in accordance with Borough policies. 

 

The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

 

 The physical requirements described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 
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The physical activity of this position.  

Walking. Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site 
to another. 

Fingering. Picking, pinching, typing or otherwise working, primarily with fingers rather than with the whole hand 
as in handling. 

Talking. Expressing or exchanging ideas by means of the spoken word. Those activities in which they must 
convey detailed or important spoken instructions to other workers accurately, loudly, or quickly. 

Hearing. Perceiving the nature of sounds at normal speaking levels with or without correction. Ability to receive 
detailed information through oral communication, and to make the discriminations in sound. 
 

The physical requirements of this position.  

Sedentary work. Exerting up to 10 pounds of force occasionally and/or negligible amount of force frequently or 
constantly to lift, carry, push, pull or otherwise move objects, including the human body. Sedentary work 
involves sitting most of the time. Jobs are sedentary if walking and standing are required only occasionally and 
all other sedentary criteria are met. 
 

The visual acuity requirements including color, depth perception, and field vision.  

The worker is required to have close visual acuity to perform an activity such as: preparing and analyzing data 
and figures; transcribing; viewing a computer terminal; extensive reading; visual inspection involving small 
defects, small parts, and/or operation of machines (including inspection); using measurement devices; and/or 
assembly or fabrication parts at distances close to the eyes. 
 
 
 
 

The conditions the worker will be subject to in this position.  

None. The worker is not substantially exposed to adverse environmental conditions (such as in typical office or 
administrative work.) 
 

The borough recognizes that reasonable accommodations must be made to enable a qualified individual with a 
disability or disabilities to perform the essential duties and responsibilities of this job. 
 
 
This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions 
in this class. It is not intended as a complete list of specific duties and responsibilities. 
 
 
Employee Name: __________________________________________ 
 
Employee Signature:  __________________________________________   
 
Date:    __________________________________________ 
 
 


