
City Manager 

Dept/Div.: Administration 

FLSA Status: Exempt 

General Definition of Work 
Performs complex executive work providing leadership and managing the organization, and 

related work as apparent or assigned. Work involves setting policies and goals under the 

direction of the City Council. Organizational supervision is exercised over all personnel within 

the organization. 

Qualification Requirements 
To perform this job successfully, an individual must be able to perform each essential function 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

Essential Functions 

Provides organizational leadership and direction in the development of short and long-range 

goals and programs; researches, interprets data and prepares reports and studies; makes 

recommendations to the City Council for the implementation of operations and programs. 

Manages and supervises all departments; coordinates activities for the provision of services; 

oversees workloads and makes staff assignments; trains and evaluates staff; reviews 

effectiveness of staff and operations and directs change when necessary. 

Directs preparation of the City Council agendas and packets; staffs Council meetings and 

provides direction to staff to ensure Council policy and directions are implemented; provides 

information and advice to the Council. 

Prepares and presents a preliminary budget to the City Council; administers the approved budget; 

advises the Council on current or future financial conditions. 

Prepares studies and reports; makes presentations at meetings; represents the Council to the 

community and outside agencies. 

Oversees hiring, promotion and termination of employees with the exception of police and fire or 

those under a separate agreement with the Council or Charter; rewards, disciplines and hears 

grievances. 

Manages the use of outside consultants for contracted functions. 

Knowledge, Skills and Abilities 

Comprehensive knowledge of modern policies and practices of public administration; thorough 

knowledge of municipal finance, human resource management, public works, public safety and 

community development; comprehensive knowledge in preparing and administering budgets; 

thorough knowledge of planning and administering municipal programs; ability to prepare and 

analyze comprehensive reports; ability to ensure public service delivery; ability to communicate 

effectively verbally and in writing; thorough knowledge of standard office software and 

equipment; ability to maintain effective working relationships with elected officials, department 

heads, employees, professional peers and members of the public. 



Education and Experience 

Bachelor's degree with coursework in public administration, finance, political science, or related 

field and extensive experience, or equivalent combination of education and experience. 

 

Physical Requirements 

This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of 

up to 25 pounds of force; work regularly requires sitting and using hands to finger, handle or 

feel, frequently requires speaking or hearing and repetitive motions and occasionally requires 

standing, walking, climbing or balancing, stooping, kneeling, crouching or crawling, reaching 

with hands and arms and lifting; work requires close vision, distance vision, ability to adjust 

focus, depth perception, color perception, night vision and peripheral vision; vocal 

communication is required for expressing or exchanging ideas by means of the spoken word and 

conveying detailed or important instructions to others accurately, loudly or quickly; hearing is 

required to perceive information at normal spoken word levels and to receive detailed 

information through oral communications and/or to make fine distinctions in sound; work 

requires preparing and analyzing written or computer data, visual inspection involving small 

defects and/or small parts, using of measuring devices, operating machines, operating motor 

vehicles or equipment and observing general surroundings and activities; work occasionally 

requires exposure to outdoor weather conditions and exposure to bloodborne pathogens and may 

be required to wear specialized personal protective equipment; work is generally in a moderately 

noisy location (e.g. business office, light traffic). 

Special Requirements  
FEMA Training. 

Valid driver's license. 
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