Disclaimer 

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

CITY ADMINISTRATOR

RESPONSIBILITY

Performs high level administrative, technical and professional work in directing and supervising the administration of city government.

PRIMARY TASKS

* Manages and supervises all departments, agencies and offices of the city to achieve goals within available resources; plans and organizes workloads and staff assignments; trains, motivates and evaluates assigned staff; reviews progress and directs changes as needed.

* Provides leadership and direction in the development of short and long range plans; gathers, interprets, and prepares data for studies, reports and recommendations; coordinates department activities with other departments and agencies as needed.

* Provides professional advice to the City Council and department heads; makes presentations to councils, boards, commissions, civic groups and the general public.

* The contact person along with the Operator of the Wastewater Treatment Plant, the coordinator along with the contractor on the Solid Waste Disposal.  Personnel Officer, Drug Program Director, serves as Ex-officio for the Local Appeals Board and Zoning Board.

* Communicates official plans, policies and procedures to staff and the general public.

* Assures that assigned areas of responsibility are performed within budget; performs cost control activities; monitors revenues and expenditures in assigned area to assure sound fiscal control; prepares annual budget requests; assures effective and efficient use of budgeted funds, personnel, materials, facilities, and time.

* Determines work procedures, prepares work schedules, and expedites workflow; studies and standardizes procedures to improve efficiency and effectiveness of operations.

* Issues written and oral instructions; assigns duties and examines work for exactness, neatness, and conformance to policies and procedures.

* Maintains harmony among workers and resolves grievances; performs or assists subordinates in performing duties; adjusts errors and complaints.

* Prepares a variety of studies, reports and related information for decision-making purposes.

* See that all laws and ordinances are faithfully performed.

* Prepares and submits a preliminary annual city budget.  Administers the adopted budget of the city.

* Advises the City Council of financial conditions and current and future city needs.

* Serves as custodian of official city records and public documents; performs certification and recording for the city as required on legal documents and other records requiring such certification; seals and attests by signature to ordinances, resolutions, and contracts, easements, deeds, bonds or other documents requiring city certification; catalogs and files all city records.

* Attends regular and special City Council meetings; oversees or performs an accurate recording of the proceedings, preparations of the minutes proper legislative terminology, recording, indexing and filing for the public record; distributes information as requested.

* Prepares and distributes agendas, materials, minutes and records of meetings.

* Files ordinances and resolutions of the council and oversees the codification of ordinances into the municipal code.

* Prepares and advertises meeting agendas, bids and other advertisements, and legal notices of public hearings and special meetings.

* Administers the issuance of municipal licenses, including business, animal, and various regulatory licenses as assigned in accordance with applicable city ordinances and other regulations.

* Administers oath of office to public officials.

* Registers voters.

* Provides public records and information to citizens, civic groups, the media and other agencies as requested.

* Manages investment of city funds in accordance with investment policies and goals, and local, state and federal regulations.

* Coordinates insurance programs such as fidelity, surety, liability, property, group life, medical, pension, and workers' compensation.

* Composes, inputs and edits a variety of correspondence, reports, memoranda, and other material requiring judgment as to content, accuracy, and completeness.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

* Considerable knowledge of modern policies and practices of public administration; working knowledge of municipal finance, human resources, public works, public safety, and community development.  Extensive knowledge of office practices and procedures, thorough knowledge of records management techniques, including legal requirements for recording retention and disclosure.  Working knowledge of internal control procedures; working knowledge of contracts and legal agreements.

* Skill in preparing and administering municipal budgets; skill in planning, directing and administering municipal programs, skill in operating a personal computer, including word processing and spreadsheet programs; calculator, telephone, copy machine and fax machine.

* Ability to prepare and analyze comprehensive reports; ability to carry out assigned projects to their completion; ability to communicate effectively verbally and in writing; ability to establish and maintain effective working relationships with employees, city officials and the public.  Ability to accurately record and maintain records; ability to plan, organize and supervise clerical workers and assigned staff.  Ability to analyze complex proposals and contracts; ability to maintain efficient and effective risk management and procedures.

MINIMUM QUALIFICATIONS

* Graduation from a college or university with a bachelor's degree in business management, public administration, political science or a closely related field, and five (5) years experience as a municipal administrator; or any equivalent combination of education and progressively responsible experience, with additional work experience substituting for the required education on a year for year basis.

NECESSARY SPECIAL REQUIREMENTS

* Must be bondable

* Valid State Driver's License, or ability to obtain one.

* Notary public certification within six months.

