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

NATURE OF WORK

This highly responsible work in managing the City's services, programs and operations based on adopted City policies and on directives from the Mayor and City Council.

Work involves managing the daily operations of the local government; presenting staff policy recommendations to the Mayor and City Council; and implementing approved programs and services.  Duties include providing professional staff support to the Mayor and City Council and serving as the City's finance and personnel officer.  The incumbent supervises department directors as directed by the Mayor and City Council and performs other administrative duties as assigned.  Work is performed independently with general direction from the Mayor and City Council.

EXAMPLES OF WORK

Represents City staff at City Council meetings, Council policy committee meetings, public hearings and other public meetings.

Provides staff support to the Mayor and City Council by formulating administrative policies and recommendations for Council consideration, researching policy issues and business matters as directed and providing general staff assistance as requested.

Administers policies and programs as approved by the Mayor and City Council by directing departments in the procedures necessary for implementation.

Researches policies and programs of interest to the City and develops proposals, reports or recommendations for consideration by the City Council or other City boards and commissions.

Reviews department directors' budget requests and develops annual operating budget for consideration by the Mayor and City Council.

Monitors the status of the City's operating budget and prepares expenditure and revenue reports.

Serves as the City's purchasing officer.

Develops and negotiates contracts, bid proposals, and other administrative and legal documents.

Evaluates the performance of department directors and contract employees as directed by the Mayor and City Council.

Serves as the City's personnel officer in administering the City's recruitment, compensation, classification, fringe benefits and employee relations program.

Assists department directors in recruiting and hiring city employees, evaluating employees' performance, completing personnel forms and reports.

Represents the City in various meetings with government officials, developers, community and business organizations, citizens, and others.

Handles public relations for the City by responding to citizens' questions, problems and inquiries and coordinating department action on these matters as needed.

Serves as liaison with the City's attorney, accountants, auditors and other professional representatives as directed.

Performs related work as required.

DESIRABLE KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge of local government operations and administrative practices utilized in municipal or county organizations.

Thorough knowledge of the financial management principles and practices including governmental fund accounting, budgeting, and purchasing.

Thorough knowledge of personnel policies, procedures and practices utilized in local government organizations.

Ability to establish and maintain effective working relationships with the Mayor and City Council, city employees, other government agencies, community and business organizations and the general public.

Excellent oral and written communication skills.

Ability to represent the City in a professional, objective manner.

Ability to coordinate and administer City programs effectively.

DESIRABLE EDUCATION AND EXPERIENCE

Bachelor's degree in business or public administration or related degree from and accredited college or university.

Master's degree in public administration or similar field is preferred.

Extensive experience in progressively responsible professional positions in local government administration, with considerable supervisory experience.

Any equivalent combination of education and experience is acceptable.
