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FLSA: EXEMPT 

Under policy direction, plans, organizes, and provides administrative direction and oversight for 

all City functions and activities; provides policy guidance and program evaluation to the City 
Council and management staff; encourages and facilitates provision of services to City residents 

and businesses; fosters cooperative working relationships with State and local intergovernmental 

and regulatory agencies and various public and private groups; and performs related work as 

required. 

SUPERVISION RECEIVED AND EXERCISED 

Receives administrative and policy direction from the City Council. Exercises supervision over all 
City staff through subordinate levels of management and supervision. 

CLASS CHARACTERISTICS 

The City Administrator serves as the Chief Executive Officer of the City, accountable to the City 

Council, and responsible for enforcement of all City codes, ordinances, and regulations, the 

conduct of all financial activities, and the efficient and economical performance of the City's 

operations. 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

/Vlanagement reserves the right to add, modify, change, or rescind the work assignments of 
different positions and to make reasonable accommodations so qualified employees can pe1form 

the essential functions of the job. 

► Plans, organizes, and administers operations of the City either directly or through subordinate
management and supervisory staff; coordinates and evaluates the work of the City in

accordance with applicable laws, codes, and regulations, and adopted policies and objectives
of the City Counci I.

► Directs and coordinates the development and implementation of goals, objectives, and

programs for the City Council, department heads, and the City; develops administrative
policies, procedures, and work standards to ensure the goals and objectives are met and

programs provide mandated services in an effective, efficient, and economical manner.

► Ensures the City Counci I is kept informed of City functions, activities, and financial status,
and of legal, social, and economic issues affecting City activities.

► Monitors changes in laws, regulations, and technology that may affect City operations;
implements policy and procedural changes as required.
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> Advises the City Council on issues, programs, and financial status; prepares and recommends

long- and short-term plans for City service provision, capital improvements, and funding;
directs the development of specific proposals for action regarding current and future City
needs; attends all meetings of the Council.

Oversees the preparation of the annual budget for the City; authorizes directly or through staff,
budget transfers, expenditures, and purchases; provides information regarding the financial
condition and needs to the City Council.

Oversees the administration, construction, use, and maintenance of all City facilities and

equipment, including buildings, parks, facilities, and other public property.

➤ Represents the City and the Council in meetings with governmental agencies, community

groups, and various business, professional, educational, regulatory, and legislative
organizations.
Provides for the investigation and resolution of complaints regarding the administration of
services provided by the City government.

Provides for contract services and ensures proper performance of obligations to the City;
assumes responsibility for enforcement of all City codes, ordinances, and regulations.
Oversees the selection, training, professional development, and work evaluation of City staff;

oversees the implementation of effective employee relations programs; provides policy
guidance and interpretation to staff.

Directs the preparation of and prepares a variety of correspondence, reports, policies,
procedures, and other written materials.
Ensures the maintenance of working and official City files.

Responds to the most complex, difficult, and sensitive public inquiries and complaints and
assists with resolutions and alternative recommendations.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

Administrative principles and practices, including goal setting, program development,
implementation and evaluation, and supervision of staff, either directly or through subordinate

levels of supervision.

Principles, practices, and procedures of public administration in a municipal setting.
Functions, services, and funding sources of a municipal government.

Functions, authority, responsibilities, and limitations of an elected City Council.

Applicable Federal, State, and local laws, rules, regulations, ordinances, and organizational
policies and procedures relevant to managing municipal operations, financial programs, and
services.

Principles and practices of municipal budget development, administration, and accountability.

Current social, political, and economic trends affecting City government and service provision.

Techniques for effectively representing the City in contacts with government agencies,

community groups, and various business, professional, regulatory, and legislative
organizations.
Techniques for providing a high level of customer service by effectively dealing with the
public, vendors, contractors, and City staff.






