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 MANAGER

Encumbent is responsible for administering all municipal functions at the professional level.  Duties include establishing and managing budgetary, financial and personnel programs; planning and monitoring the activities of city departments; and coordinating with State, Federal and Local Government Officials, Attorneys, Auditors, engineers, and the general public.  Work is performed under the general direction and policy guidance of Mayor and Commission.

EXAMPLE OF WORK

The following examples are illustrative of the duties/responsibilities assigned to this position.  No attempt is made to be exhaustive in the listing.

Recommends and implements approved annual budget.

* Reports projected income and expenditures to Mayor and Commissioners.

* Prepares in conjunction with Dept. Heads and submits budget for each operating department and fund account.

* Coordinates grant and revenue sharing proposals and awards.

* Establishes and implements budget monitoring and reporting procedures.

Coordinates financial management programs.

* Establishes accounting and reporting procedures for each fund.

* Identifies investment alternatives for city funds.

* Coordinates the preparation of annual financial report with auditor.

* Maintains annual inventory reports.

* Assists Mayor and Commissioners in establishing millage, utility, license and permit fees.

Supervises municipal purchasing activities.

* Reviews bids and accepts or recommends lowest responsible bid to Mayor and Commissioners.

* Administers contracts awarded to providers of suppliers, equipment and services.

Assists in municipal planning and development activities.

* Meets with engineers, developers, contractors, investment advisors, governmental officials, boards and utility companies.

* Review/supervises schematic drawings and recommendations for modifying development projects.

* Determines cost and time requirements for projects.

* Inspection/supervision of work in progress and upon completion for compliance with code.

* Supervises issuance of building permits.

Coordinates activities of city operating departments.

* Establishes goals, budgets and work procedures in coordination with department heads.

* Monitors performance of operations at designates intervals.

* Adjusts procedures to improve effectiveness and efficiency.

* Investigates and resolves complaints regarding city services and activities.

* Administers and monitors compliance with City personnel policies and procedures.

Coordinates with Federal, State and Local Government Officials and the Public.

* Coordinates and prepares reports to Federal, State, and Local Government compliance agencies.

* Represents city in executing reciprocal agreements with other local governments, and with Federal and State advisors, consultants and contractors.

* Arranges for, prepares plans of and implements ordinances and resolutions adopted by Mayor and Commissioners.

* Meets with citizens individually and conducts presentations for groups.

Limits of Authority.

* Appoints Department Heads and City Attorney with approval of Commission.

* Can terminate Department Heads but must provide Commission with after the fact statement of reasons for actions.

* Executes/implements ordinances/resolutions and supervises enforcement of other applicable laws.

* Does not appoint City Judge, Commission Secretary or members of boards and other commissions.  Does submit recommendations.

* Supervises activity of City Attorney and Commission Secretary (per Commissions resolution) and monitors activity of City Judge.

* Exercises limited expenditure authority as follows:

1. Bids on all construction projects to be approved by Commission

2. Purchases with value over $5000.00 to be accomplished by competitive bid, bids approved by Commission.  Purchase with value of over $2000.00 but less than $5000.00 to be purchased through use of spot bids taken in writing or by telephone.  City Manager has authority to award but must maintain records, bids.

3. Purchases with a value of less than $2000.00 may be made by City Manager through use of any sound purchasing technique.

4. Is limited in all actions by requirements of Law and City Ordinances.

DESIRABLE KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of:  Municipal taxation, budgetary and financial management methods and techniques; Georgia law relating to local governments; City Charter and ordinances; public utility administrative and operating techniques; lawful employment practices; community relations; city planning.

Skill in: Negotiating with a large variety of citizens and officials; oral and written communications.

Ability to: Establish cooperative work and community relationships; analyze complex problems and concepts; exercise independent judgement and act decisively; manage and supervise diverse activities simultaneously; remain calm in stressful situations; prepare detailed reports.

MINIMUM EDUCATION AND EXPERIENCE

The following are the minimum training and experience standards acceptable, evidence or qualification for this position.  Other training or experience, if evaluated as equivalent or greater may also qualify an applicant for this position.

* Graduation from an accredited college or university with major coursework in business or public administration.

* Eight years employment experience in a related government capacity which must include three years in administrative activities.

NECESSARY SPECIAL REQUIREMENTS

* Must possess or be able to obtain Georgia Driver's Licenses.

* Must be Bondable.

