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EMPLOYMENT OPENING

Position
Town Administrator

Job Duties
The town administrator shall be responsible to the mayor and council for the proper administration of the policies and affairs of the town and to that end shall have the power and authority and be required to:

· Direct, supervise, and coordinate administrative activities and operations.
· Appoint town department heads, and all other employees.
· Suspend or dismiss department heads, and all other employees.
· Prepare and submit an annual operating and capital budget to the mayor and council for their review and consideration.
· Administer the annual operating and capital budgets after their adoption.
· Prepare and annually update a five-year capital improvement program for presentation to the mayor and council.
For  a complete list of duties and responsibilities  please refer to Chapter 2, Article XI of the Code of Ordinances of the Town of Santee at www.townofsantee-sc.org.

Required skills/qualifications
Bachelor’s degree in business or public administration or related field, a minimum of five years of administrative or          managerial nature, or any equivalent combination of education, training and experience which provides requisite knowledge, skills, and abilities for the job.   
 Must possess and maintain a valid driver’s license.

Employment Status
Full-Time
Monday through Friday, 8:30 a.m.-5:00 p.m., with some work on weekends

How to Apply
Submit resume, salary demand and cover letter or application to Willia Wright, wwright@townofsantee-sc.org, or mail to: Town of Santee | 194 Municipal Way | P.O. Box 1220 | Santee, SC 29142. Contact Ms. Wright at 803.854.2152 ext. 2 for assistance.
Pay Information
FLSA: Exempt; Starting Salary: Commensurate with qualifications.

Deadline
Friday, January16, 2026

Equal Opportunity Employer
The Town of Santee is an Equal Opportunity Employer
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