JOB DESCRIPTION

CITY ADMINISTRATOR

CITY OF DAVID CITY, DAVID CITY, NEBRASKA

(Revised February, 1999)

The City Administrator shall be appointed by the Mayor, with the approval of a majority of
the City Council.

The Administrator directs and supervises all departments of City government, and is
responsible for the City=s compliance with all statutes, codes, ordinances, and policies.

The Administrator works under legislative direction of the City Council and administrative
direction of the Mayor. He/she is to be available to citizens and employees during normal
business hours.

L.
Administrative duties of the City Administrator include the following:
Attend all meetings of the City Council and report on matters concerning city affairs under
his/her supervision and direction. Keep the Council informed regarding operations and

problems and recommend solutions.

Direct the preparation of agendas and agenda packets for the Mayor, Council, and other
persons requesting such information.

Attend meetings of departments and officials relevant to city affairs, or as directed by the
Mayor and Council.

Evaluate all City business and projects and make recommendations to the Mayor and
Council for the adoption of measures and ordinances deemed necessary for the good
government of the City.

Continuously monitor and evaluate the efficiency and effectiveness of the City=s
organization structure, staffing patterns, service levels and administrative systems, and

work with the Mayor and Council to implement necessary improvements.

Prepare and present periodic reports on the City=s operation.



Initiate, prepare and present studies and research reports.
Supervise contracts and bids.

Maintain contact with State and Federal agencies in all matters regarding the City, analyze
the City=s position on State and Federal legislation which may impact the City, and
communicate the city=s position to appropriate individuals and committees of the State and
Federal Government.

Obtain information concerning Federal and State funds available to the City. Identify
qualifying need areas and implement necessary procedures to obtain such funds if so
directed by the Mayor and Council.

Advise citizens, property owners, contractors, and others on questions relating to City code.

Attend authorized meetings and seminars that provide continuing education in matters
relating to City administration.

II.
Financial duties of the City Administrator include the following:
Keep the Mayor and Council fully advised on the financial condition of the City.
Prepare annual estimates of revenues and expenditures and submit a proposed budget of a
complete financial plan for the City to the Mayor and Council 30 days prior to the
consideration and adoption of the annual budget by the Council.
Supervise authorized budget expenditures.

Present monthly reports to the Council regarding current budget and expenditures.

Evaluate all City revenues and make suggestions and recommendations on rates and prices
charged for all City services.

Review all employee benefits and recommend changes as needed.
Prepare insurance specifications for the City and obtain bids.
Assist accountants with questions regarding the yearly audit.

Be responsible for long-range financial planning.

Investigate and report on alternate revenue sources for City projects.



I11.
Duties of the City Administrator regarding Personnel include the following:
Plan, coordinate, and supervise personnel matters for all departments of the City.

Keep the City Personnel Handbook up-to-date and accurate according to changing laws
and regulations.

Recommend to the Mayor and Council the appointment and dismissal of appointed
personnel.

In coordination with appropriate department heads, is responsible for the appointment and
dismissal of all subordinate employees in departments over which he/she exercises

jurisdiction.

Provide for the transfer of workers between departments to meet varying workload
emergencies.

Build good employee relations.
Hold periodic staff meetings with all department heads and employees.
Supervise the City=s annual written employee evaluation process.
Conduct an annual review of the City=s class specifications and compensation plan for all
employees and recommend changes as needed.

IV.
Community Development duties of the City Administration include the following:
Oversee and assist in the development of long-range and short-range plans for the City,
developing goals, objectives, and priorities. Keep department heads involved and informed

concerning these plans.

Provide direction and assistance to citizens, community groups and, community
promotional organizations to implement community development goals.

Serve as a liaison with outside agencies and organizations encouraging economic
development.



V.
Public relations duties of the City Administrator include the following:
As chief public relations ambassador, the City Administrator is responsible to develop
cooperative relationships with citizens, the media, and local business and community

groups.

Receive, investigate, and act upon citizen complaints.

VL
Qualification requirements for the position of City Administrator include the following:

Graduation from a four-year college/university with a bachelor=s degree in public or
business administration or related field. A Master=s degree is desirable, but not required.

Ability to plan, organize, staff, direct, coordinate, and evaluate city programs.
Ability to communicate clearly and concisely.

Ability to perform related duties as assigned by the Mayor and City Council.



