
Business of the Village Board 
Village of Saranac Lake 

SUBJECT: Establish Director of Development Code DATE: 4-25-2022 

DEPT OF ORIGIN: Mayor Williams BILL# 60-2022 

DATE SUBMITTED:_______ EXHIBITS: ____ _ 

APPROVED AS TO FORM: 

Village Attorney 

EXPENDITURE 
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AMOUNT 
BUDGETED 

Village Administration 

APPROPRIATION 
REQUIRED: 

Authorize the Community Development director to act as the sole "Director" described within 
the Development Code 

MOVED BY: Seo I\,' {\ 
VOTE ON ROLL CALL: 

MAYOR WILLIAMS 

TRUSTEE BRUNETTE 

TRUSTEE CATILLAZ 

TRUSTEE SCOLLIN 

TRUSTEE SHAPIRO 

SECONDED BY: B [t J y\ i-1.ie 



RE-ESTABLISH COMMUNITY DEVELOPMENT DIRECTOR WITH POWERS AS DESCRIBED 
lN CHAPTER 106 OF THE DEVELOPMENT CODE 106-7 

WHEREAS, the Village of Saranac Lake Development Code established the Community 
Development Director (the "Director''), or his/her designee, is empowered to administer and 
enforce this code. Specifically, the Director shall have the following powers and duties: 

A. Administer procedures of this code; 
8. Initial review and processing of all applications submitted under this code; 
C. Issue administrative determinations and certificates of compliance pursuant to this code; 
D. Enforce the conditions of any variance, site plan review or special use permit issued 
pursuant to this code; 
E. Enforce all provisions of this code; and 
F. Dete.rmine the completeness of all applications submitted under this code. 

WHEREAS, the Powers and Duties of the Director as described by the Development Code shall 
be re~designated to the Community Development Director, 

WHEREAS, the Powers and Duties of the Director as described by the Development Code shall 
no longer be designated to the Code Enforcement Officers. 

THEREFORE BE IT RESOLVED, the Village Board of Trustees authorizes the Community 
Development Director to act as the sole "Director" described within the Development Code. 



Job Title: Village Manager 

Location: Village of Saranac Lake 

- INC. 1892 -

Jurisdictional Class: Mayoral appointment with Board of Trustee approval Full Time: 40 hours 
per week 

DISTINGUISHING FEATURES OF THE CLASS: 
The Village Manager is the administrative head of the village government and implements the 
policies of the village as established by the Board of Trustees. The Manager receives 
assignments from the Village Board of Trustees then initiates them in accordance with Village 
Law and municipal code requirements. 

IT SHALL BE THE DUTY OF THE VILLAGE MANAGER: 
A To implement the policies set forth by the Board of Trustees. 

B. To supervise: Director of Public Works, Police Chief, Head Fire Driver, Code 
Enforcement Department, Director of Community Development, Treasurer 

C. To attend all meetings of the Board of Trustees. 
D. To act as ex-officio member of all Village boards, committees, task forces, etc. 
E. To keep the Board of Trustees advised on the needs of the village. 
F. To provide courteous and prompt solutions to the public. 
G. To prepare and submit to the Board of Trustees an annual budget, including the 

annual reports of all village departments and such other reports as the Board of 
Trustees may request. 

TYPICAL WORK ACTIVITIES: 
A Prescribe or supervise the establishment of such working rules and regulations as 

deemed necessary or expedient for the conduct of all departments of the Village. 
B. In the event of a need to fill a vacant position, the Village Manager shall notify the 

Board of Trustees as soon as practical, and shall provide the Board with the job 
description or duties of such a position. 

C. Prepare the budget annually, after receiving estimates made by department heads, and 
submit it and any capital improvements, and recommendations for financing such 
improvements, to the Board of Trustees together with a message describing the 
important features, and be responsible for administration of the annual budget after 
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adoption. 

0 . Supervise the preparation of and submit to the Board of Trustees, as of the end of the 

fiscal year, a complete report on the finances and administrative activities of the 

Village for the preceding year, including summary reports from each department and 
such reports as the Board of Trustees shall require. 

E. Keep the Board of Trustees advised on the financial condition and future needs of the 
Village and make such recommendations as he or she may deem desirable. 

F. Recommend to the Board of Trustees adoption of such legislation, policies and 

measures as he or she may deem necessary or expedient for the health, safety or 

welfare of the community, for the improvement of administrative services, and/or the 
improvement of the efficiency or economy of Village government. 

G. Attend all meetings of the Board of Trustees and other meetings as the Board of 
Trustees shall direct, and may take part in the discussion at all regular and special 

meetings of the Board of Trustees but having no vote. 
H. Subject to limitations of the annual budget, supervise and authorize the purchase of all 

materials, supplies and equipment without Board of Trustees' approvaf, per Village 
Purchasing Policy, up to an amount not exceeding the sum which requires 

competitive bidding as specified in the General Municipal Law and as the same may 
hereafter be amended. Supervise the preparation of necessary documents for obtaining 

bids on materials, equipment or capital projects, as authorized by the Board of 
Trustees 

I. Supervise the enforcement within the Village of all laws and ordinances of the state 

and Village, and the rules, bylaws and resolutions of the Board of Trustees, effectively 
and fairly. 

J. Investigate alt complaints and inquiries by the Board of Trustees or others in relation to 
matters concerning the administration of the government of the Village, including 

service maintained by the public utilities of the Village, and see that alt franchises , 
permits and privileges granted by the Village are faithfully observed. 

K. Direct any department to perform its duties or the duties of any other department. 
L. Supervise and control all expenditures, encumbrances and disbursements to ensure 

that budget appropriations are not exceeded and audit all claims against the Village. 

M. Submit all matters involving, Village policy to the Board of Trustees prior to taking a 
position on any such matters of policy. 

N. Participate on behalf of the Village in collective bargaining or labor negotiations with 
all employee representatives in the manner and to the extent directed by the Board of 

Trustees. All collective bargaining agreements, memorandu,ms of understanding, or the 
like relating to labor relations shall be presented to the Board of Trustees for ratification 

before becoming binding. 
0 . Conduct a continuing study of all functions and activities of the Village for the 

purpose of devising ways and means of attaining greater efficiency and economy. 

P. Any other duties the Board of Trustees may assign. 
Q . The Board of Trustees has the power and right by resolution to abolish or combine 
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departments and to create additional departments. 

R. During the temporary absence of the Village Manager or in the event that the office 
becomes vacant, all the aforementioned powers and duties revert to the Village Board 
of Trustees. 

S. Verify that provisions of all franchises, leases, contracts, permits and privileges, granted 

by the village, fully observed, and report to the Village Board any violations thereof 

T. Have general supervision over all Village property and equipment and its use for the 
public or by Village employees 

U. Examine, or cause to be examined, without notice, the official conduct of any employee 

in any of the departments of the Village government, except of the Village Board or the 
officers appointed by it 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS: 

A Bachelor's degree in Public Administration, Business Administration, or closely related 
field; and 2 years' experience in project management; OR 

8. Associate's Degree in Public Administration, Business Administration, or closely related 

field; and 3 years' experience in project management; 

C. The Village Manager shall be appointed by a majority vote of the Village Board of 
Trustees for an indefinite term and shall serve at the pleasure of the Board. 

Generous benefits package including NYS Retirement System. HOW TO APPLY: 

1. Please send a resume and application with references to: 

Village of Saranac Lake Attn: Village Clerk, 

39 Main Street 
Suite 9 
Saranac Lake, NY 12983 

2. Applications will be accepted until June 22, 2022. 

3. The Village will contact prospective applicants to schedule interviews; please do not call 

the office directly. 

The Village of Saranac Lake is an Affirmative Action/Equal Opportunity Employer. We welcome 
job applications from qualified individuals without regard to race, color, religion, sex, national 

origin, age, disability, ancestry, family care status, veteran status, marital status, sexual 

orientation or any other lawfully protected status. 
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- INC. 1892 -

Job Title: Village Deputy Clerk/ Deputy Treasurer/ Assistant to the Manager 

Location: Village of Saranac Lake 
Jurisdictional Class: Mayoral appointment with Board of Trustee approval Full Time: 40 hours 

per week, Monday - Friday 8am-5pm 

DISTINGUISHING FEATURES OF THE CLASS: 
This work involves responsibility for overseeing all human resources functions. and assisting the 

Village Treasurer, Village Clerk, and Village Manager as needed. 

TYPICAL WORK ACTIVITIES: 
A All Human Resources functions: compiles payroll data, prepares and checks payroll. prepares 

and submits quarterly and annual reports, submits monthly retirement reports, tracks benefit 

time, distributes required labor/health posting to each department site, workers compensation, 

and any other human resources related duties; 
B. Assists Treasurer as needed, to include preparation of annual budgets and reports, and ensures 

the maintenance of necessary financial control; 

C. Prepares monthly bank reconciliation; 

D. Prepares financial reports for departments as requested; 

E. Provides coverage to the front desk; 

F. Assists Clerk as needed, to Include coverage of Village Board meetings, records management, 

and notice of defect. 
G. Assists Manager as needed, to include scheduling, project management, prepare 

communications, such as memos, emails, social media, reports, and other correspondence. 

H. Any other duties the Board of Trustees may assign. 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS· 

A. Associate's Degree in Accounting, Business Administration, or closely related field; and 3 years' 

experience in maintaining financial accounts and records that includes the operation of a 

personal computer; 
8 . Experience/knowledge of Municipal Accounting preferred. 



HOW TO APPLY: 

1. Please send a resume and application with references to: 
Village of Saranac Lal<e Attn: VIiiage Clerk 

39 Main Street 
Suite 9 
Saranac Lake, NY 12983 

2. Applications will be accepted until June 22, 2022. 

3. The Village will contact prospective applicants to schedule interviews; please do not call the 

office directly. 

The Village of Saranac Lake is an Affirmative Action/Equal Opportunity Employer. We welcome 
job applications from qualified individuals without regard to race, color, religion, sex, national 
origin, age, disability, ancestry, family care status, veteran status, marital status, sexual 
orientation or any other lawfully protected status. 
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Job Title: Village Treasurer 

Location: Village of Saranac Lake 

- INC. 1892 -

Jurisdictional Class: Mayoral appointment with Board of Trustee approval Full Time: 40 hours 
per week, Monday - Friday 8am-5pm 

DISTINGUISHING FEATURES OF THE CLASS: 
This work involves responsibility for overseeing all finance functions and for planning and 

directing the finance department activities in the village. Supervision is exercised over the work 

of subordinate staff (Principal Account Clerk and Account Clerk). 

TYPICAL WORKACTIVITIES: 
A. Maintaining custody of all village funds in accordance with the uniform system of 

accounts. 

B. Depositing of all village funds 
C. Monthly and weekly bank reconciliations. 

D. Investing village funds. 
E. Monitoring and signing of all checks. 

F. Monitoring payments to vendors. 
G. Produce Annual Financial statement to be audited every year by an independent finn. 

H. Oversee computerized accounting system. including general ledger, accounts payable, 

account receivable, purchase orders. payroll, utility billing. general receipt, taxes. Ability 

to take over these duties as necessary. 
I. Debt issuance and payments. 

J. Financial reports to the Board of Trustees of financial condition: 
1. Report summarizing revenues and expenses fiscal year to date compared to the 
same period in the prior fiscal year, at a frequency determined by the board; 
2. an expense control report summarizing each department's expenses fiscal year to 
date, at a frequency determined by the board; and 

3. A detailed budget line item revenue and expense report, fiscal year to date. at a 

frequency determined by the board,. 
K. Budget preparation and monitoring. 

L. Oversee bid documents and requirements for bidding. 

M. Community Development, Capital Projects, Trust and Agency, Fixed Asset accounting. 
D. Any other duties the Board of Trustees may assign. 



FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS: 
A Bachelor's degree in Accounting, Business Administration, or closely related field; and 2 

year's experience in maintaining financial accounts and records that includes the 
operation of a personal computer; OR 

B. Associate's Degree in Accounting, Business Administration, or closely related field ; and 
3 years' experience in maintaining financial accounts and records that includes the 
operation of a personal computer; 

C. Experience/knowledge of Municipal Accounting preferred. 

Generous benefits package Including NYS Retirement System. HOW TO APPLY: 
1. Please send a resume and application with references to: 
Village of Saranac Lake Attn: Village Clerk 

39 Main Street 
Suite 9 
Saranac Lake, NY 12983 

2. Applications will be accepted until June 22, 2022. 

3. The Village will contact prospective applicants to schedule interviews; please do not call the 
office directly. 

The Village of Saranac Lake is an Affirmative Action/Equal Opportunity Employer. We welcome 
job applications from qualified individuals without regard to race, color, religion, sex, national 
origin, age, disability, ancestry, family care status, veteran status, marital status, sexual 
orientation or any other lawfully protected status. 




