Town of Dedham, MA

JOB DESCRIPTION
Title: MANAGEMENT ANALYST
QUALIFICATIONS:

Education and Experience:

Duties require knowledge equivalent to a Bachelor’s degree in public or business administration
plus 1-3 years of paid experience in a municipal managerial or staff position; or any equivalent
combination of education and experience. A Master’s degree in public administration is strongly
preferred.

Knowledge, Ability and Skill:

Working knowledge of municipal government; ability to independently structure, collect,
analyze, and present economic and qualitative information in management reports: ability to
work within a large organization to accomplish given ends through negotiation; skill in dealing
with the general public.

Evaluated by: Town Manager

Job Goal:

Under direction of the Town Manager, responsible for routine to complex coordinating work
providing staff assistance and support to the Town Manager performing special studies, analyzing
Town operations, preparing reports, administering or supervising special projects as assigned, and
assistance in coordinating the day-to-day activities of Town government as assigned.

Salary/Benefits:
According to the Personnel Wage and Salary Administration Plan

Essential Functions of the Job:

The essential functions of 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, a logical assignment to the position or part
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of the position’s function as a part of an overall municipal team to ensure effective and efficient
municipal operations.

Participates in and assists in the development of the Town’s annual operating budget and
five-year capital improvement program; administers specific project and departmental
budgets; works in conjunction with the Town Manager and Finance Director on
recommending resolutions for budgetary issues.

Coordinates and performs professional-level administrative and programmatic cross-
departmental work in such areas as budget development, financial administration and
reporting, grants, purchasing, report development, database management, contract
administration, and management analysis.

Plans, oversees, and administers complex department-specific programs and projects
serving as a central point for coordination of town-wide grants; develops and manages
program budgets, including revenue projections, cost containment and grant funds
disbursement; ensures that awards stay within funding limits; may participate on
various committees and may present committee recommendations to the Select Board.
May assist in the development and reporting of alternate funding sources and ensures
compliance with Federal, State, Town, and funding agency and Town accounting and
reporting requirements and applicable laws, regulations, and professional accounting
practices.

Prioritizes and coordinates work assignments; reviews work for accuracy; recommends
improvements in workflow, procedures, and use of equipment and forms.

Serves as a liaison to employees, public and private organizations, community groups, and
other organizations; provides information and assistance to the public regarding the
assigned programs and services; receives and responds to complaints and questions relating
to assigned area of responsibility; reviews problems and recommends corrective actions.

Participates in the development and implementation of new or revised programs, systems,
procedures, and methods of operation; compiles and analyzes data and makes
recommendations regarding staffing, equipment, and facility needs related to all program
improvement requests.

Conducts a variety of analytical and operational studies regarding departmental and
programmatic activities, including complex financial, budget, personnel, operational,
regulatory, or administrative issues or questions; evaluates alternatives, makes
recommendations, and assists with the implementation of procedural, administrative,
and/or operational changes after approval; prepares comprehensive technical records and
reports, identifies alternatives and makes and justifies recommendations.
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e Provides support to the Town Manager and Human Resources Director in the collective
bargaining process in the areas of cost analysis of contracts and other financial items related
to collective bargaining.

e  Works with the Director of Communications to develop effective and informative materials
(including but not limited to statistical summaries, graphic representations, and analyses)
to be shared with colleagues, managers, employees, the public, organized employee
groups, and representatives of various organization.

e Provides leadership and advice to interdepartmental teams and working groups consistent
with the policies and priorities of the Town Manager and Select Board. Specifically, will
work through the Town Manager, coordinating with all departments to further annual/bi-
annual goals adopted by the Select Board.

e Researches grant opportunities on behalf of the Town Manager’s Office and works with
departments heads and other town staff with department specific technical knowledge to
write grant proposals.

e Assists with all aspects of the procurement process, including policy research and writing,
project management, creating and maintaining bid documents, drafting and awarding
contracts, and maintaining procurement records.

e Responds to and resolves difficult and sensitive citizen inquiries and complaints.

e Performs other duties as assigned.
Physical Demands: Normal office environment not subject to extremes in temperature, noise, etc.
May spend extended periods at computer terminal, on telephone or operating other office
equipment requiring eye-hand coordination and finger dexterity. Occasional lifting, standing,

bending and carrying of files, documents and records.

Revision Date: December 10, 2024

Note: This job description does not constitute an employment agreement between the employer
and the employee, and is subject to change by the employer, as the needs of the employer and
requirements of the job change.
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