
 
 

Proposed Town Manager Activities & Time Allocation 

Town of Waverly, Virginia  |  Part-Time (approx. 120 hours/month) 

General Town Administration 

Estimated: 30 hours/month 

• Oversee preparation and monitoring of the annual town budget 

• Review and approve invoices, payments, and accounts payable 

• Provide oversight of tax collection 

• Supervise existing administrative staff; conduct regular check-ins and performance 
reviews 

• Manage hiring processes as vacancies arise 

• Prepare Town Council agenda materials, staff reports, and policy recommendations 

• Serve as primary staff liaison to the Town Council 

• Ensure compliance with Virginia municipal law and town policies 

Economic Development 

Estimated: 25 hours/month 

• Conduct regular outreach to businesses along the primary commercial corridor 

• Develop and maintain a prospect pipeline for new commercial investment 

• Coordinate with regional partners including the PDC, Virginia Economic Development 
Partnership (VEDP), and Sussex County 

• Connect entrepreneurs and small business owners to resources including the Virginia 
SBDC, microloan programs, and SCORE 

• Support existing business retention through proactive engagement and problem-solving 

• Monitor commercial vacancies and work with property owners on reuse opportunities 

• Represent the town at regional economic development meetings and events 

Downtown Revitalization 

Estimated: 35 hours/month 

• Develop and manage a downtown revitalization work plan with short, medium, and long-
term priorities 



• Identify and prioritize blighted properties; coordinate with property owners and pursue 
available enforcement or incentive tools 

• Facilitate building rehabilitation projects, connecting owners to grants, loans, and 
technical assistance 

• Lead placemaking initiatives to improve the visitor and residential experience and 
downtown identity 

• Plan and coordinate special events that activate the downtown and build community 
engagement 

• Pursue streetscape improvements including lighting, signage, landscaping, and 
pedestrian amenities 

• Build a community-member led Main Street program; build organizational capacity 
toward a fully incubated program; utilize State and National Main Street resources, 
including grants and technical assistance 

• Pursue grant funding through DHCD, GO Virginia, and other sources for downtown 
projects 

Housing 

Estimated: 20 hours/month 

• Assess current housing stock conditions and identify priority rehabilitation needs 

• Facilitate relationships with developers and property owners interested in new residential 
construction 

• Research and apply for weatherization and energy efficiency grants through DHCD and 
other agencies 

• Coordinate with the regional Planning District Commission on housing needs and long-
range planning 

• Monitor state and federal housing funding opportunities relevant to a small Virginia 
community 

Administration, Coordination & Professional Development 

Estimated: 10 hours/month 

• Attend Town Council Meetings, Planning Commissions Meetings, Public Hearings and 
work sessions 

• Respond to constituent inquiries and requests 

• Maintain relationships with state agency contacts, elected officials, and regional partners 

• Participate in relevant training, conferences, and professional networks  

Total: approximately 120 hours/month (30 hours/week) 

 
 
Competitive salary based on qualifications and experience.  

Interested candidates should submit a resume, cover letter, and references to the 
Clerk of Council at KCarroll@town.waverlyva.us by July 15, 2026. 
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