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City Manager
Salary: DOQ (expected range: $125K – $140K/yr)
)


 (
City of Leesburg
Revision Date:  
01/01/2013
)



MINIMUM REQUIREMENTS: 

[bookmark: _GoBack]Graduation from a four (4) year college or university with a major in public administration or closely related field.  Masters degree preferred. Ten (10) or more years of progressively responsible professional experience in municipal government with a minimum of 5 years at the City Manager/Assistant City Manager level. Considerable experience in complex budget preparation a must.  Extensive utilities experience preferred.

Ten (10) years of administrative experience in the planning, coordination and financing of various activities in municipal government.

Certified Public Manager (CPM) program completion from an accredited CPM program, or completion with three (3) years of hire.


LICENSE/CERTIFICATES:  Special Certifications and Licenses refer to state, federal, or professional certifications or licenses required entering or maintaining the job.

Requires a valid State of Florida driver license and satisfactory driving record as a condition of initial and continued employment. 

ICMA Credentialed Manager preferred.

Special skills or equipment certification may be required.


SELECTION FACTORS:
Nature of Work: 

This position is the highest level of management within the municipal organization.  The incumbent serves as the City’s Chief Executive Officer.  The incumbent manages the City’s affairs under the broad policies and direction of the City Commission.  The incumbent is responsible for planning, organizing, directing and coordinating the activities of all utility and general fund departments.  Work is performed independently and requires a great deal of initiative and sound judgment.  General supervision is received from the City Commission.  Work is reviewed through observation of daily activities, conferences, reports and results achieved.  

This is a highly responsible administrative work directing the operation of the various units of general City government. An employee of this class, as the chief administrative officer for the City, enforces and administers the provisions of the Charter and of the laws and ordinances governing the City. Work involves the coordination and direction of all activities of City departments under his/her jurisdiction and includes the coordination of activities of the City government with municipal agencies not under the supervision of the City Manager. Within the framework of general policy established by the City Commission, duties are performed with wide latitude of action in planning and directing City functions so as to establish and maintain effective management of the administrative affairs of the City. Work is subject to review for results obtained and conformance with policies by the City Commission through discussion and analysis of recommendations and reports. The incumbent is appointed and is responsible to the City Commission.



Essential Job Functions:
The tasks listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to this class.  The City Commission may assign additional tasks related to the type of work of the class as necessary.

· Plans, organizes controls, integrates and evaluates the work of all City departments to ensure that operations and services comply with the policies and direction set by the City Commission and with all applicable laws and regulations; with the City’s management team, develops and recommends adoption of the annual budget and other business, infrastructure and resource plans; directs the development of the capital improvement plan budget for approval by the City Commission; monitors the implementation of adopted budgets.
· Plans and evaluates management staff performance; establishes performance requirements and personal development targets; regularly monitors performance and provides coaching for performance improvement and development; provides compensation and other rewards to recognize performance; takes disciplinary action, up to and including termination, to address performance deficiencies, in accordance with the City’s personnel policies/procedures.
· Provides leadership and works with the management team to develop and retain highly competent, public service oriented staff through selection, compensation, training and day-to-day management practices that support the City’s mission, operating plans and objectives.
· Assesses community and citizen needs and ensures objectives and priorities are focused on meeting those needs effectively, efficiently, and with high-quality municipal services; directs development and implementation of initiatives for service quality improvement, provides day-to-day leadership and works with the City’s management team to ensure a high-performance, service oriented work environment consistent with sound management principles.
· Works closely with the City Commission, a variety of public, private and community organizations and citizens groups in developing and implementing programs to achieve City priorities and solve community concerns/challenges; directs and coordinates preparation of analyses and recommendations on public policy issues and on long-range plans for City services; develops and coordinates proposals for action on current and future City needs; represents the City and works closely with appointed boards, committees, and public and private officials to achieve planned action and results.
· Develops Commission meeting agendas; attends and participates in all City Commission meetings.
· Interprets City Commission instructions and requests; makes interpretations of City ordinances, codes and applicable laws and regulations to ensure compliance.
· Directs and oversees the preparation of a wide variety of reports and presentations for the City Commission, citizens committees and outside agencies; oversees the preparation of press releases and materials for dissemination to the media and the public; maintains effective relationships with the media.
· Directs and oversees the creation and maintenance of comprehensive, effective human resource management programs, policies and systems consistent with the City Commission’s guidance; directs and monitors the City’s labor negotiations and labor relations programs and initiatives; directs the improvement of management systems, processes and measurement techniques to improve City operations and effectiveness.
· Participates in regional, state and national meetings and conferences to stay abreast of trends and technology related to municipal programs and operations.
· Participates in professional and community organizations on behalf of the City and as part of the City’s public affairs program(s), maintains good working relationships with key community constituencies.
· Provides personal leadership for projects and programs that are highly sensitive, political or controversial.
· Promulgates, monitors compliance and reports results of policies established by the City Commission.
· Represents the City in intergovernmental relationships.
· Analyzes proposed state and federal legislation and makes recommendations to the City Commission for positions on proposed legislation.
· Develops and recommends an annual operating budget based on revenue projections, proposed goals, work programs and projects authorized by the City Commission.
· Prepares proposed capital improvement budget based on long-range plans for acquiring, constructing and improving buildings and City facilities.
· Monitors financial reports and makes recommendations to the City Commission of changes that may be necessary to stay within the approved budget.
· Directs research in administrative practices to bring about greater efficiency and economy in the City government; develops and recommends long-range plans to the City Commission to improve City operations.

Supervision Received: 

City Commission
 
Direction Exercised:  

Deputy City Manager, Department Heads, Public Information Officer, Executive Assistant/Administrative Aide

KNOWLEDGE, SKILLS, AND ABILITIES:

· Extensive knowledge of the ordinances, policies and procedures of the City.
· Extensive knowledge of the organization, function and activities of municipal government.
· Extensive knowledge of the principles, practices and methods of accounting and public finance administration.
· Extensive knowledge of water, gas and electric utility operations.
· Extensive knowledge of wastewater and solid waste disposal operations.
· Considerable knowledge of electronic data processing.
· Considerable knowledge of modern office practices, methods and equipment.
· Ability to meet successfully with public officials, Department Heads and the general public, and establish and maintain effective working relationships with these groups.
· Skill in the use of general office equipment.
· Ability to plan, organize and direct the work of a large diversified staff engaged in utilities, general municipal government and related matters.
· Ability to evaluate existing policies, methods, procedures and practices and recommend necessary changes.
· Ability to prepare annual budgets.
· Ability to speak and write effectively.


AMERICANS WITH DISABILITIES ACT REQUIREMENTS

PHYSICAL AND DEXTERITY REQUIREMENTS: 
Physical and dexterity refers to the requirement for physical exertion and coordination of limb and body         movement.

Requires sedentary work that involves walking or standing some of the time, exerting up to 10 pounds of force on a recurring basis, and routine keyboard operations.

ENVIRONMENTAL HAZARDS: 
Environmental hazards refer to the job conditions that may lead to injury or health hazards even though precautions have been taken.

The job risks exposure to no significant environmental hazards.

SENSORY REQUIREMENTS: 
Sensory ability refers to hearing, sight, touch, taste, and smell required by the job.

The job requires normal visual acuity and field of vision, hearing, speaking, color perception, sense of smell, depth perception, and texture perception.

ADA COMPLIANCE

The City of Leesburg is an Equal Opportunity Employer.  ADA requires the City to provide reasonable accommodations to qualified individuals with disabilities.  Prospective and current employees are invited to discuss accommodations.

SPECIAL PROVISIONS:

Must be available to call to duty at any time for emergencies.

Residency Requirement: Residency not required, but must reside in the Leesburg utility service area for water, wastewater, electric, or natural gas.

Assigned City Vehicle:    Yes: _____	 No: ____

Exempt: __X___		Non-Exempt: ____


_________________________        __________________________	         _________________
Mayor (Print)	                         	       Signature		                                       Date


_________________________	        __________________________	         _________________
Human Resources Director                    Signature                                      	          Date
(Print)

I acknowledge receipt of a copy of this job description.  I understand that I am responsible for performing the duties listed here as well as other duties assigned by my supervisor or higher-level manager.  My signature does not mean that I necessarily agree with this document, only that I was given a copy an advised of my job duties and responsibilities.


____________________________	  _______________________	             _________________
Name (Print)				  Signature				Date
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