
Hellertown Borough Authority – Executive Director  

 
EXECUTIVE DIRECTOR – Hellertown Borough Authority, located in Northampton County, 
seeks an experienced leader to serve as its Executive Director. The Authority provides water and 
sewer service to approximately 2,600 residential and commercial customers located in the Borough 
of Hellertown and an adjacent area of Lower Saucon Township. Water service is provided by 
springs distributed across approximately 1,000 acres of mostly forested watershed and 
supplemented by two deep wells completed in a confined carbonate aquifer. Sewer service is 
provided by a gravity collection system with treatment provided by the City of Bethlehem. 
  
The Executive Director serves as the chief executive officer of the Authority, reporting directly to 
a five-member Board of Directors, and manages a staff consisting of four field employees and two 
office personnel. Candidates must have 5 years of management experience in either a municipality 
or municipal authority. This individual must possess strong problem-solving, leadership and 
communication skills, proven knowledge of personnel management and finance/budgeting, and 
experience with project management, coordinating with external consultants, and regulatory 
compliance. A bachelor's degree is preferred or equivalent experience. Technical knowledge of 
water or sewer utility is not required. Salary $110,000-$150,000 with excellent benefits. Send 
cover letter, resume, and salary expectation in one attachment to smetherj@lafayette.edu.  
 
Deadline is noon on Friday, October 24th. EOE.    
 
  
**This is an outstanding opportunity to join the Hellertown Borough Authority as the new 
Executive Director. Located in the scenic Lehigh Valley, Hellertown offers small-town charm 
and an excellent quality of life, with a great school district and easy access to the Allentown-
Bethlehem-Easton area and Philadelphia. The longstanding Board of Directors has elevated this 
role from Administrator to Executive Director, seeking a high-level strategic leader to guide 
long-term vision, expand revenue sources, and enhance governance. As a well-managed and 
financially strong organization, the Board is looking for a genuine "people-person" with solid 
financial acumen who values building strong relationships within the team and throughout the 
community. This position is ideal for a municipal or authority administrator/manager who wants 
to learn, grow, and truly own a significant leadership role. Interested candidates are encouraged 
to inquire for a confidential discussion to learn more about this unique opportunity and the 
vibrant community the Authority serves.   
 

mailto:smetherj@lafayette.edu
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Hellertown Borough Authority 
 

Job Description 
 
Position: Executive Director 
 
Reports to: Board of Directors (Board) 
 
Position Responsibilities: 
 
 Direct Management 

 Manage the daily activities associated with the provision of water and sewer 
service to all Authority customers. 

 Be responsible for all hiring, evaluation, discipline and discharge of employees as 
may be necessary. Also responsible for changes in compensation. 

 Serve as Chief Financial Officer by directing and coordinating the formulation of 
cost of service studies, recommending user rates, borrowing and investment of 
Authority funds, and receipt of all user fees.  Coordinate such matters with the 
Board Treasurer. 

 

 Planning 

 Prepare and recommend to the Board the Annual Capital and Operating Budgets 
and see to their implementation. Provide monthly financial and implementation 
reports. 

 Lead capital improvement project efforts and/or coordinate such projects with the 
Authority’s Engineer. 

 Review all legal documents with the Authority’s Solicitor to ensure that actions 
taken are proper. 

 Explores opportunities for additional revenue sources including grants, utilization 
of Authority land, etc. 

 

 External Relations 

 Represent the Authority in interactions with the Borough of Hellertown, City of 
Bethlehem, all municipal entities, regulatory agencies and public organizations. 

 Represent the Authority in public forums as required. 

 Serve as the chief spokesman for the Authority. 
 

 Internal Relations 

 Provide direct supervision of the operations, business and customer service 
personnel who provide these efforts. 

 Maintain proper standards for employee conduct at all times. 

 Provide staff with regular access to training and career growth opportunities 
utilizing internal and external training venues. 

 Develop and maintain job descriptions and recommend compensation ranges for 
all employees. 

 

 Regulatory Compliance 

 Assure compliance standards are met for all regulatory, labor, and financial 
reporting requirements.  

 Review daily and monthly reports utilizing the Authority billing and accounting 
system as prepared by others and submit them as may be required. 

 

 Other 

 Act as the Secretary to the Board of Directors and prepare monthly meeting 
agenda, meeting minutes and other documents as required. 
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 Complete all other responsibilities as assigned by the Board of Directors.

 Act as PMRS Plan Administrator for the Authority Pension Plan.

 Act as the Open Records Officer.

 See to the completion of the annual financial audit and implement
recommendations from the auditing staff.

 Attend appropriate education and training sessions to support continuous
personal improvement.

Qualifications: 

 Bachelor’s degree in business administration, engineering, or other related field 
preferred.

 Minimum of five (5) years experience in an appropriate management capacity.

 Working knowledge of business programs including billing, accounts receivable, 
accounts payable, and payroll.

 Working ability of using computer technology and supervising such systems as 
utilized by the Authority.

 Ability to effectively communicate with all internal and external customers, public 
officials, real estate agents, contractors, attorneys, business agents, and vendors 
both orally and in writing.

 Ability to assign duties, and coordinate and supervise the work of subordinates.

 Ability to organize and maintain accurate records and reports.

 Ability to work without supervision.


