 Management Analyst 
Definition
Performs highly responsible and analytical duties including financial and budgetary analysis and other administrative duties assisting the Town Manager and Deputy Town Manager.  Oversees the administration and operations of seven Town-owned buildings with responsibilities including: leasing, contracting, procurement, capital asset management, property maintenance, development of public use policies, and tenant relations of real estate owned and leased by the Town of Arlington.  
Supervision
Works under the general direction of the Town Manager and Deputy Town Manager. The employee uses independent judgment in job assignments and reviews results with the supervisors. Specific problems are referred to supervisor when clarification or interpretation of policy or procedures is required.

Oversees responsible maintenance and repair functions as it relates to the Town’s leased properties, requiring the exercise of judgment and initiative in responding to problems and situations not clearly defined by precedent or established procedures.

Work Environment
Work is performed in typical office conditions, with frequent telephone calls and walk-in customers. Work is subject to predicted seasonal fluctuations, which require additional hours.

The employee operates standard office equipment.

Performance of duties requires frequent interaction with department heads, town staff, public officials, building tenants, public works maintenance personnel, contractors and other town departments. Contact is in person and by telephone.

Some work is performed under variable and occasionally unpleasant conditions, with risk of exposure to dust, dirt, chemicals, moving mechanical parts, and loud noise. The workload fluctuates because of emergency maintenance and repair problems; the employee may work outside normal business hours to avoid interference with tenants and occupants of buildings or respond to emergencies.

The employee has access to bid documents and some confidential information.

Errors could result in personal injury, injury to others, damage to buildings and equipment, delay or loss of service and monetary loss to the town and legal repercussions.

Essential Duties and Responsibilities
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.

Financial & Budgetary Responsibilities 

This position is responsible for assisting the Deputy Town Manager with the assembly of the annual financial plan; provides assistance with the preparation of the Town’s annual operating and capital budget and conducts research in preparation of collective bargaining activities. Additional responsibilities include coordinating and overseeing special projects and interdepartmental initiatives; initiating and implementing studies to recommend improvements for Town programs, services, and procedures; data analysis; benchmarking;  policy analysis and development.
Property Management Responsibilities 
Prepare annual capital and operating budgets and monthly statements for the seven Town-owned leased buildings. Manage leasing and tenant relations. Coordinate with Building Craftsman on daily repairs, upkeep, and maintenance contracts.  In coordination with Town boards, committees and Town Departments that occupy the buildings, develop public use policies and rate structure to cover capital and operating costs.  Develop communication with paying tenants and with Town Department occupants, including the Department of Health & Human Services and the Recreation Department to ensure optimal operations (e.g., parking, maintenance, security, janitorial services). Develop Requests for Proposals consistent with procurement law for leasing.  Interact with relevant Town boards and commissions on design of capital upgrades.  Let and oversee contracts. Prepare and present applications for hearings or review for approval of alterations to historic properties. 
Recommended Minimum Qualifications

Education and Experience
Bachelor’s degree in public administration or related field and three years experience in municipal or property management or an equivalent combination of education and experience.

Knowledge, Ability, Skills

Extensive knowledge of municipal government including finance and budgetary functions, departmental operations, federal, state and local laws. Demonstrated ability to prepare capital and operating budgets, ability to prepare spreadsheets and financial reports, familiarity with real estate leasing.
Ability to communicate effectively, orally and in writing with town employees, state, federal, local officials , the general public and building tenants. 

Ability to work at a high level independently with persuasiveness, good judgment, resourcefulness and excellent public relations skills.

Strong organizational and analytical skills. Extensive proficiency in MS Office software including Excel, PowerPoint and Access; knowledge of Massachusetts procurement law (MGL Ch 30B) a plus. 
Additional experience

Valid Massachusetts motor vehicle operator's license

Physical Requirements

Minimal physical effort is generally required to perform duties under typical office conditions; occasional physical effort is required when conducting field inspections; ability to maneuver over terrain for field inspections and to travel from site to site efficiently. The employee is frequently required to stand, walk, speak and hear, and use hands to operate equipment. The employee is required to lift, move, and/or push equipment weighing up to 60 pounds. Vision requirements include the ability to use a computer; read routine and complex documents, operate motor vehicles and other equipment.
Possess valid Mass. Drivers License, Class D. 

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.
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