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.

NATURE OF WORK

This is responsible administrative work in providing support for the Mayor and City Council.

Work also involves assisting the Mayor and Council by maintaining official records and notifying interested persons of activities taken. The incumbent supervises the activities of the administration department and coordinates with other City departments as needed. Work is performed with considerable independence and initiative.


EXAMPLES OF WORK

Attends and records City Council meetings.

Schedules and attends meetings and hearings of the Council.

Serves as coordinator of City elections.

Administers the City charter and City ordinances and Council actions.

Responds to citizen complaints.

Updates City codes and ordinances.

Oversees property tax business license activities.

Advises City Council on City business, activities and operations.


Supervises meter and data processing operations.

`.

Develops annual budget for the City.

Coordinates special projects.

Supervises personnel engaged in a variety of municipal administrative activities

Performs related work as required.

DESTRABLE KNOWLEDGE. SKTLLS AND ABILTTTES

Extensive knowledge of City codes and ordinances.

Considerable knowledge of clerical-accounting principles and practices used in keeping accounts and records.

Considerable knowledge of office terminology, routines and equipment.

Ability to supervise the work of others.

Ability to represent the City in a professional manner.

Ability to carry out complex oral and written directions.

Ability to establish and maintain effective working relationships with others.

Ability to make decisions in accordance with laws, ordinances, regulations and established procedures.

DESTRABLE EDUCATTON AND EXPERTENCE

Graduation from a four year college or university with major course work in public administration or a related field.

Considerable experience in municipal government administration with some supervisory experience.

Any equivalent combination of education and experience is acceptable.
