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ADMINISTRATIVE SERVICES OFFICER 

AUGUST 2020 

FLSA: EXEMPT 

Under general direction, performs a variety of technical and professional support duties and 

services for city administration in the areas of personnel, risk management, payroll and city clerk 
responsibilities; ensures compliance with established federal, state and local requirements and 
guidelines; serves as the City's filing officer to the Fair Political Practices Commission. 
Coordinates activities with other city officials, departments and outside agencies and 

organizations; provides highly responsible and complex administrative support to the City 
management and City Council and performs related duties as assigned. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision and direction from assigned management staff. While this position 
provides no direct supervision over staff, it does provide guidance to ensure information and 

processes that relate to records, personnel and risk management are compliant with established 

regulations. 

CLASS CHARACTERISTICS 

This is a fully qualified professional journey-level classification. Positions at this level possess a 
comprehensive, authoritative understanding of department or division functions and activities, and 

provide support to executive management staff in the completion of their duties, in addition to 
completing administrative, professional and technical assignments and assisting in managing 
department projects and programs. Incumbents at this level are capable of performing advanced 
and complex professional and programmatic support duties requiring the use of considerable 
discretion and independent judgment in performing assigned work and have responsibility for 
ensuring the efficient and effective functioning of assigned program or operational area. 
Assignments are given with general guidelines and incumbents are responsible for establishing 
objectives, timelines, and methods to deliver work products or services. 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

The following duties are typical for this classification. Incumbents may not pe,jonn all of the 
listed duties and/or may be required to pe,jorm additional or different duties from those set forth 

below to address business needs and changing business practices. 

► Provides professional level administrative and programmatic support in the areas of
personnel operations, risk management, FPPC Compliance, payroll, records retention, and
city clerk functions including recruitment and selection, employee benefits, workers'
compensation and employee improvement plans.










