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TOWN MANAGER

JOB CODE: 100
DEPARTMENT: TOWN MANAGER

CHARACTERISTICS OF THE CLASS:

Under the general supervision of the Town Commission, serve as the Chief
Administrative Officer of the Town by directing and supervising the administration of all
departments, and by implementing policy established by the Town Commission. Work is
reviewed through periodic cvaluations by the Town Commission. Performs such other
duties as may be required by the Town Commission not inconsistent with the Town
Charter, State law or applicable Ordinances. This is an exempt position.

EXAMPLES OF ESSENTIAL FUNCTIONS:

1. Appoints, hires, disciplines and removes all employces and department heads of
the Town in accordance with the Town established employee policies and
procedures.

2. Provides staffing for the appointed boards, committees, and agencies of the Town,
as necessary or directed by the Town Commission.

3. Prepares and submits to the Town Commission a monthly report. Also, directs all
department heads to file monthly reports with the Office of Town Manager, which
shall collect and forward these reports to the Town Commission without
correction or modification.

4. Prepares, with the assistance of the Finance Director an annual budget and
presents the same to the Town Commission with a message describing the
important features, and is responsible for the administration of such budget after
adoption.

5. Prepares and submits to the Town Commission at the end of each fiscal year a
complete report on the preceding year's finances and administrative activities,
which report shall include an annual audit for the preceding fiscal year prepared
by an independent auditor retained by the Town Commission.

6. Keeps the Town Commission advised of the financial condition and future needs
of the Town, and make such recommendations as may be desirable on a timely
basis. The Town Manager is encouraged to actively seek out potential grant
monies that may be available to support Town projects.
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10.

11.

12.

13.

14.

15.

16.

Recommends to the Town Commission a standard schedule of pay for all Town
positions, including minimum and maximum rates of pay.

Organizes, reorganizes, consolidates, combines or abolishes positions, offices,
department divisions or departments of the Town only with the approval of the
Town Commission.

Recommends in consultation with the Town Attorney appropriatc action with
respect to negotiation, approval and/or rejection of labor agreements with public
employee organizations acting on policy directives provided by the Commission
in proper sessions.

Recommends to the Town Commission the adoption of such Ordinances and
policies as may be necessary or expedient for the health, safety or welfare of the
community, or for the improvement of administrative services.

Attends meetings of the Town Commission. Town committees and boards, and
other Town meetings, as the Town Manager deems necessary, or as directed by
the Town Commission. At such meetings, the Town Manager shall have the right
to take part in the discussion, but without a vote.

Serves as purchasing agent for the Towrt, responsible for oversceing the purchase
of equipment and supplies pursuant to Town policy.

Provides staff support services for the Mayor and Commission members which
shall be limited to those necessary in support of Town activities.

In consultation with the Town Attorney, cnforces the Town's laws and
Ordinances.

Investigates the affairs of the Town, or complaints regarding any department or
division; investigates all complaints in relation to matters concerning
administration; investigates complaints regarding service maintained by public
utilities: and, sees that all terms and conditions imposed in favor of the Town in
any franchise, contract or agreement are faithfully observed.

Devotes all working time to the discharge of official duties.

REQUIREMENTS:

A,

Education and Experience:

Bachelor’s degree in Public Administration or a closely related field from an
accredited college or university and at least five (5) years of experience as a full-
time employee in Public Administration at the administrative level. Must possess
a valid Florida driver’s license.




B. Knowledge, Skills and Abilities:
e Knowledge of the organization, functions of a municipal government .
o Knowledge of budgetary development, administration and control
s Knowledge of local Codes, Ordinances and regulations
s Ability to plan and coordinate complex administrative activities

e  Ability to formulate plans, budgets and related policy papers, synthesizing
information from a variety of sources

e Ability to delegate authority and responsibility appropriately
o Ability to communicate effectively both orally and in writing
e Ability to follow complex oral and written instructions

o Ability to work effectively with the Town Commission, the general public
and Town staft

PHYSICAL REQUIREMENTS:

While performing the duties of this job, the employee is frequently required to walk, sit
and talk or hear. The employee will be required to use hands to manipulate, handle,
feel or operate objects or controls and reach with hands and arms. The employee is
occasionally required to climb, stand or balance, stoop, kneel or crouch. Task may
involve extended periods of time at the computer keyboard. The employee must
occasionally lift and/or move up to 20 pounds. Specific vision abilities required by this
job include close vision, distance vision, colot vision, peripheral vision, depth
perception, and the ability to adjust focus. Extensive close work, and extensive PC
monitor work are required.

ENVIRONMENTAL REQUIRMENTS:

Tasks performed without exposure to adverse environmental conditions (dirt, cold, rain,
fumes).

It is the policy of the Town of Lake Park to prohibit discrimination on the basis of race.
color, religion, gender, national origin, age, political affiliation, physical or mental
disability (where the disabled persons are able to perform the work they are seeking
with reasonable accommodation), marital status, familial status, or sexual orientation,
or any other form of unlawful discrimination, except when such condition is a bona tide




occupational qualification. Such employment practices include, but are not limited to,
the recruitment. hiring, compensation, assignment, training, promotion, demotion,
discipline or dismissal of employees.




