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GENERAL MANAGER 
Waterville Estates Village District 

 
 

JOB SUMMARY 

The Waterville Estates Village District General Manager (hereinafter General 
Manager) is responsible for carrying out the direction of the Waterville Estates 
Village District Commissioners (hereinafter Commissioners) to plan, direct, and 
coordinate the operations of Waterville Estates Village District (hereinafter WEVD).  
Duties and responsibilities include implementing policies and procedures and 
suggesting changes, managing daily operations, and planning the use of materials 
and staff, in accordance with all applicable local, state and federal laws and 
Commission policies, and anticipating problems and recommending policies to deal 
with them.  Under the direction of the Commissioners, manages the agreements 
with the Waterville Estates Association (hereinafter Association). 

DUTIES AND ESSENTIAL JOB FUNCTIONS 

• Implements general policies established by the District Commissioners and 
directs their administration and execution. 

• Plans, develops and recommends specific operational policies, programs, 
procedures and methods in concert with Commission-approved policies 
including the personnel policy and purchasing policy 

• Coordinates the development of long-range plans including capital 
expenditures. 

• Supervise all staff employed by WEVD including those doing work for the 
Association and those paid by the Revolving Recreation Fund. 

•  Stays current with  relevant trends and developments. 
• Coordinates development of operating and capital budgets, including 

construction, alterations, maintenance, materials, supplies, and equipment 
regularly monitors  financial statements and manages cash flow and establishes 
controls to safeguard funds.  Reviews income and costs relative to goals; takes 
corrective action as necessary. (within policy guidelines). 

• Attends meetings of the Commission and as requested of the Commission 
meetings of the planning board, advisory committees and the Association Board 
of Directors. 

• Serves as liaison between all management staff and the Commission.  As 
directed by the Commission and in keeping with agreements between the 
Commissioners and Association the revolving recreation staff and WEVD staff 
doing work for the Association.  

• Prepares reports and other support material for the Commission. 
• Negotiates and recommends Commission   approval for contracts. 
• Maintains relations with police, fire, liquor control board, health department and 

other governmental agencies. 
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• Handles emergencies such as fires, accidents and breaches of security or house 
rules promptly and in person.  Emphasizes prevention through training, 
inspection and preventive enforcement. 

• At the request of the    Commissioners ensure staff properly post meetings, 
provide space, documentary support and technology for the meetings and 
ensure minutes are properly posted, saved and made available under RSA 91-A. 

• Gives direction to and works closely with vendors, outside contractors, firms 
and individuals providing services to the District. 

• Responsible for maintaining safe facilities and good risk management practices. 
• Performs other duties as directed by the Commission in keeping with a 

managerial position. 

KNOWLEDGE, SKILLS AND ABILITIES 

The following is a representative list of desired skills and abilities, however the 
absence of some will not exclude a candidate from consideration.  The Ideal 
Candidate will have these: 
 

• Understanding of governmental accounting practices with emphasis on General 
Ledger, Accounts Payable, Budget preparation, audits, and Quickbooks or other 
financial software. 

• Excellent written and oral communication  
• Strong computer skills including expertise in Word, Excel, PowerPoint website 

management, and ability to implement good computer policy and procedures. 
• Understanding of community water supply systems.   
• Understanding road summer and winter maintenance including care and 

operation of highway equipment.  
• Knowledge of the legal constraints/authorities of Village Districts   
• Flexibility in responding courteously to needs of staff, board members and 

owners; ability to establish priorities and maintain productivity despite 
numerous interruptions 

• Cultural sensitivity and ability to relate well and effectively in diverse workplace 
with a diverse client population 

• Good Risk Management including safety consciousness for facilities and staff 
• Experience managing recreation programs including pools, gym and ski area. 

QUALIFICATIONS -LICENSES  

Minimum 
• Degree in Business Management, Public Administration, Accounting and five 

years of managerial experience or equivalent 
• Motor Vehicle Operator’s license 

Desired upon hire or ability to obtain after hire. 
• Pool and water testing certification 
• Completion of NH Liquor Commission T.I.P.S. course 

 


