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City Manager
Job Description
General Statement of Duties
The City Manager is the chief administrative officer for the City of Donald. The City Manager
administers, plans and directs the overall operations and functions of the City. Duties include
overseeing and performing work related to the maintenance of official City records and financial
management. The City Manager shall serve as the City Recorder under the direction of the City

Council.

Supervision Received

Works under the general supervision of the City Council.

Supervision Exercised

The City Manager is responsible for delegating the assignment and evaluating the work for all City
employees. All Department heads report to this position and are under its general supervision. The
City Manager directly supervises administrative clerical staff. The City Manager supervises all

contracted services such as police, planning and legal.

The City Manager shall supervise the departments with the goal of achieving the highest level of
efficiency in each department. Therefore, the City Manager shall have the power to employ,
discipline, or dismiss an employee pursuant to the personnel rules adopted by the City Council;
providing, however, that any department head dismissed by the City Manager may appeal that
dismissal to the City Council, and that prior notification of such action must be given to the City

Council.

Work Location:

In general, work will be performed at City Hall, not remotely or in a hybrid fashion.
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Distinguishing Features of the Classification:

An employee in this classification is responsible for the effective and efficient administration of the

City organization. The City Manager operates under State Laws, the City Charter and Ordinances as

well as direction and rulings of the City Council. The Mayor and City Council will review the City

Manager’s work performance annually.

Examples of Work:

Plans and directs the overall operations and functions of the City.

Evaluates and develops operating procedures.

Provides information and reports to the Mayor and/or City Council regarding municipal
operations; implements council-approved policies; recommends changes to City ordinances
and policies to meet changing needs and conditions.

Supervises the preparation of the annual budget and administers the approved budget in a
cost-effective manner.

Reviews and/or approves purchasing requests.

Implements, interprets and monitors personnel policies and procedures; recruits, interviews
and effectively recommends the hiring of new employees; effectively recommends other
personnel actions.

Administers service contracts with other public agencies and private businesses for such
things as payroll services, independent audit, building inspection and law enforcement.
Attends meetings and represents the city in various organizations, and groups; serves on
intergovernmental task force.

Serves as staff advisor to the Planning Commission.

Participates in goal-setting sessions with the City Council and Planning Commission.
Records and oversees City Council meetings, including recording proceedings, and
maintains the official records of Council and Committee actions and recommendations.
Prepares draft agenda for City Council meetings and staff reports for Council packets.
Oversees the indexing and maintenance of official City documents, including contracts,
resolutions, ordinances, policies, agreements and other records.

Handles routine correspondence regarding city policies, procedures, public relations and/or

other informational requests.
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e Drafts and prepares routine resolutions and ordinances.

e Responds to inquiries and complaints from the public in person and over the phone; notifies
appropriate department or individual and follows-up with citizen.

e Acts as the City Elections Officer.

e Performs research and special studies for City Council as requested.

Employment Standards:
The City Manager shall be appointed by the City Council of the City of Donald, shall serve for an
indefinite term and be removed with cause by a majority vote of the members of the City Council

presently holding office at the time of such vote.

The City Manager shall receive such compensation as the Mayor and City Council shall fix from time

to time by motion noted in the minutes of the Council.

The City Manager shall be required to carry a bond for the faithful performance of the duties of
office in an amount to be determined by the City Council. The expense of said bond shall be paid

from the budget of the City Manager’s office.

Knowledge Of:

e Thorough knowledge of municipal government organizations, powers, functions and
relationships with other governmental jurisdictions

e Thorough knowledge of the principals and practices of public budgeting, finance, reporting,
and personnel management, assigning and supervising the work of others.

e Thorough knowledge of principles and methods used in finance, budgeting and banking.

e Competent at using computers and Office Suite as well as possessing ability to learn new
software.

e Have an extensive knowledge of office practices, procedures and methods, and of legal

requirements and procedures involved with conducting elections.

Skill In:
Have considerable skill in establishing and maintaining cooperative and harmonious working

relationships with City employees, representatives of business, legislative/administrative officials,
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governmental organizations and the general public.
Ability To:
e Supervise and evaluate the activities of City employees.
e Properly delegate responsibilities to the appropriate areas, while maintaining accountability
for the overall success of City services.
e Develop and prepare effective, readily understandable correspondence, administrative

reports, and public relations information.

Educational and Experience Requirements:
Have a bachelor’s degree from an accredited college or university in public administration, business
administration, political science, public policy, planning or a related field; or any combination of

practical experience and education will be considered.

Three to five years of local government management experience with increasing responsibilities
and experiences, ideally in positions such as City Manager/Administrator, Assistant City Manager,
Finance Director, Community Development Director, other department head, or equivalent.

Additional experience with public utilities, planning, streets, parks, or facilities is ideal.

Oregon local government experience is preferred.

The City of Donald follows Oregon Veterans Preference laws.

Pre-employment Requirements:
e Drug screen.
¢ Bond-ability.
e Educational and experience verification.

¢ Demonstrated ability to perform the essential functions of the job classification.

Compensation and Benefits

This is a regular full-time position exempt from overtime and paid on a bi-weekly, salary basis. Wage
and benefits are determined by the annual City budget. Benefits may be subject to specific
requirements in the Employee Handbook, Personnel Policies, and/or completion of introductory
period and are subject to change.

The City of Donald is an Equal Employment Opportunity Employer.
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