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Job Title: 

City Administrator
Status: Full-Time, Exempt






Date: July 5, 2018




Revised: July 5, 2022
Written By: Heather Russell



Revised By: Heather Russell
Department: Central Services


Grade: N/A

Immediate Supervisor: Mayor and BOA

Salary Range: DOE

SUMMARY
The City Administrator shall have full control and responsibility over the Electric Department, Water & Sewer Department, and Street Department.  Such control shall be exercised through the foremen of the respective departments, if any, and if none, then directly, subject to the rules and regulations that may be prescribed from time to time by the Board of Aldermen.
The City Administrator shall have full responsibility for the coordination of all the activities and work of the Chief of Police, special policemen, City Clerk, Cemetery Sexton, City Engineer, Emergency Management Director, Administrative Assistant to the City Administrator for Public Works, Treasurer, Collector, Code Enforcement Officer, Fire Chief, City Physician, City Attorney and such other officers and employees as may be provided from time to time by the Board of Aldermen.

SCOPE

The purpose of this position is to provide support to the Mayor and Board of Aldermen by management and supervision of the departments listed above. The City Administrator shall perform the other duties, powers and responsibilities as hereinafter provided, with reference to property, personnel, purchases, contracts, rules, regulations, reports, and finances.

SUPERVISION

Under the general direction and supervision of the Mayor & Board of Aldermen. The City Administrator works closely with Director of Public Works and Public Utilities, Chief of Police, City Clerk, Fire Chief, and other department heads on a routine basis. The Mayor and Board of Aldermen are responsible for the annual review of the City Administrator and can authorize compensation increases as appropriate. The City Administrator shall maintain a working relationship with the Mayor, Board of Aldermen, City Clerk, and all department heads. The City Administrator shall supervise, lead, inspire and motivate public works employees.
RESPONSIBILITIES AND DUTIES

Note: This list is neither absolute nor restrictive, but indicates approximate responsibilities and duties, which may be redefined pursuant to operational needs.

Property.  The City Administrator shall have the power and control of, and the responsibility for, all real estate and personal property of the City.  He shall have responsibility for all inventories of such property, and for the upkeep of all such property.  Such personal property may be sold by the City Administrator only with the written approval of the respective committee having jurisdiction thereof.  Such real estate may be sold only with the approval of the Board of Aldermen by resolution or ordinance.

Personnel.  The City Administrator shall have complete control and responsibility over all personnel of the light department, water and sewer department and street department, he shall have the right to hire, direct, suspend and discharge all such personnel unless otherwise restricted by this Code or other ordinance.  The City Administrator, together with a joint meeting of the committee of the three (3) said departments of the City, may classify employees and establish, raise and lower wages and salaries, and the joint committee may establish maximum and minimum wages and salaries for classification and may authorize the City Administrator to set wages and salaries within the established limits; however, such classification, establishments and raising and lowering of wages and salaries, shall not be effective until they have been approved by the Board of Aldermen.  The City Administrator shall delegate such work to other employees as necessary, but he alone remains responsible.  In employing personnel, the City Administrator shall give preference to the citizens of the City.
Purchases.  The City Administrator shall have the duty and power of purchasing and ordering all items for and in behalf of the City; provided that the City Administrator shall not have the duty and power to purchase for the Park Board of Directors or the Library Board of Trustees, except where such purchases are to be paid out of funds other than those from taxes levied especially for the City parks or for the Municipal Library District. No employee or agent of the City shall purchase or order any item, without either the written approval of the City Administrator or according to a written purchasing policy approved by the City Administrator. The City Administrator, however, shall not have the authority to order or to purchase any time or group of items costing more than one thousand two hundred fifty dollars ($1,250.00) without either the advance approval of a majority of the Board of Aldermen or according to a written purchasing policy approved by the Board of Aldermen. No item shall be ordered or purchased unless there is on hand at the time of ordering or purchasing an unexpended balance to the credit of the City in the fund in the Treasury upon which the warrant will be drawn to pay for the order or purchase and to pay for other unpaid previous orders or purchases and all debts of the City as are not bonded, except with the advance approval of the entire Board of Aldermen.

Contracts.  The City Administrator shall have the power to enter into contracts in behalf of the City, subject however to the restrictions heretofore set forth in Subsections (A) and (C) of this Section, and further subject to the restriction that no contract shall be entered into obligating the City for more than six (6) months without the written approval of the respective committees, or for more than one (1) year without the approval of the majority of the Board of Aldermen.

Rules and Regulations.  The City Administrator shall have the duty and responsibility, within a reasonable time, to make and enforce rules and regulations governing the relation of the three (3) said departments with the departments' customers or beneficiaries, with the departments' sources of supplies, with the other departments and agencies of the City, and with the general public; and rules and regulations governing the employees of the departments.  Such rules and regulations shall not be effective until approved by the respective committees in writing.  When effective, such rules shall be written and filed with the City Clerk, and made available to the public.  As a part of the rules, for the enforcement thereof, the light, water and sewer departments may refuse to connect a potential customer or may suspend or cut off service rendered by the light, water and sewer departments.  The City Administrator shall not have the authority to set rates, fees, or charges for service.  The Board of Aldermen shall, from time to time, establish rates, fees or charges for services to be rendered by the light, water and sewer departments.

Reports.  The City Administrator shall make to the Board of Aldermen such reports as the Board or the various standing committees shall direct.  The reports shall include all recommendations to the Board of Aldermen on which action by the Board of Aldermen is desired.  

Budget Officer.  The City Administrator shall be designated the Budget Officer for the City.  As Budget Officer, the City Administrator shall ensure that the annual City budget is prepared, approved and adopted in accordance with the provisions of Chapter 67 of the Revised Statutes of Missouri.  

City Traffic Engineer.  Pursuant to Section 300.060, RSMo., of the Model Traffic Ordinance, the City Administrator shall be designated the City Traffic Engineer and shall so serve and exercise the duties and powers of that office. 
Establishment of Departmental Policies. The City Administrator shall confer with standing committees as to the management and policies of the respective departments.  The committees shall examine the reports of the City Administrator pertaining to their jurisdiction and shall join in the report if they are in full agreement.  If they, or any one of them, are not in agreement with the City Administrator, they shall render a separate report.  The committees, as to their respective departments, shall have the power to authorize the City Administrator to make purchases and enter into contracts as hereinafter set forth in this Article.  In the event that there is any matter requiring joint action, or if there is a disagreement as to jurisdiction, or conflict between the jurisdictions, the City Administrator may request a meeting of the Board of Aldermen for the settlement of the conflict.
Other Duties & Responsibilities. The City Administrator or a person designated by him is responsible for, but not limited to:

1. Recommending personnel and pay policies to the Board of Aldermen.

2. Hiring those employees whose selections are not elsewhere specified.

3. Assuring equal employment opportunities.

4. Maintaining records of all employees employed by the City.

5. Fostering and developing programs for the improvement of employee effectiveness.

6. Maintaining an updated classification plan.

7. Approving all major personnel actions in the street, light, and water and sewer departments and make recommendations concerning such actions for other City employees.

8. Overseeing the administration of all employee agreements.

9. Assuring the operation of an equitable grievance procedure.

JUDGMENT AND SITUATIONAL REASONING ABILITY 
· Knowledge of the principles and practices of public administration, including budgeting, program planning/development, project management, and employee training and supervision.

· Knowledge of public works and municipal utility operations.

· Knowledge of management principles as related to overseeing a diverse department.

· Knowledge of Centralia City Code. 

PHYSICAL REQUIREMENTS 
· Requires high levels of sitting and standing; manual dexterity sufficient to operate essential job-related equipment such as computers, typewriters, FAX machines, copiers, and telephones.
· Must be sighted, hearing, and mobile to such a degree as not to compromise safety rules or the safety of self or others while working. 
ESSENTIAL FUNCTIONS

· Sight, hearing.
· Must be able to manage, supervise, and coordinate the activities of a complex organization.
· Must be able to exercise sound judgment in evaluating situations and in decision making. 
· Must be able to administer, plan, and direct comprehensive projects.
· Must be able to analyze and prepare comprehensive reports.
· Must have good oral and written communication skills.
PERIPHERAL DUTIES

· Serves as a member of various staff committees as assigned.

· Participates in department head group activities.

· Attends professional development workshops and conferences to keep abreast of trends and developments in the field of public works.

ENVIRONMENTAL ADAPTABILITY 
· Skill in managing multi projects and tasks concurrently.
· Skill in interpreting complex project engineering designs, drawings, plans, and regulations.
· Skill in evaluating complex public engineering designs, drawings, and plans to ensure compliance with established project specifications and engineering standards.

· Skill in planning, organizing, actuating, directing and control of a municipal program.
APPOINTMENT

The City Administrator will be appointed by the Mayor with the approval of a majority of the members of the Board of Aldermen. The City Administrator may be terminated from his or her position by a majority of the members of the Board of Aldermen. The salary of the person occupying said position shall be fixed by ordinance.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: The City Administrator exercises direct supervision over the Director of Public Works and Utilities, the Chief of Police, the Fire Chief, and the City Clerk, and also the foremen for the Electric Department, Water & Sewer Department, and the Street & Sanitation Department in the absence of the Director of Public Works and Utilities. The City Administrator is responsible for discipline and annual reviews for the Director of Public Works and Utilities, the Chief of Police, the Fire Chief, and the City Clerk. He/She will work closely with managers and supervisors regarding discipline, commendation, and annual performance review of their subordinate employees.

RESIDENCY: Residency within a 20-minute response time to Centralia City Hall is required.
AGE: Must be at least twenty-on (21) years of age.

DESIRED MINIMUM QUALIFICATIONS: Any combination of education, training, and direct experience providing for the following knowledge, skills, and abilities may be considered:
Education and Experience:

A. Bachelor’s Degree from an accredited university or college with major course work in Public Administration, Planning, Engineering, or similar field; Master’s Degree an accredited university or college in Public Administration, Business Administration, or related field (preferred); a combination of education and experience will be considered.

B. Minimum of five years upper management level supervisory experience preferably in a public works and/or public utilities setting.
C. Valid Missouri Driver’s license, Class F or above, and a good driving record.

Necessary Knowledge, Skills, and Abilities:

A. Comprehensive knowledge of capital project management responsibilities.
B. Ensure compliance with all federal, state, and city regulations. 
C. Knowledge of public works and utilities project planning, development, and construction.

D. Must demonstrate a superior work ethic.
E. Ability to delegate and distribute personnel, and to review the work of various operating divisions. 
F. Ability to meet and work with contractors, engineering firms, suppliers, and the general public.
G. Demonstrated ability to express ideas clearly and concisely through written and oral communications. Demonstrated ability to operate required equipment.
H. Demonstrated ability to understand and accurately follow oral and written instructions.
I. Excellent work history and attendance record.
J. Must be highly engaged in the City’s goals and be able to work cooperatively with City officials, employees, and officials of other governmental bodies
K. Possess strong analytical and logical problem-solving skills, strong interpersonal communication and relational skills, good organizational and project management skills, sound judgment, initiative, flexibility, and be detail oriented.
L. Must be able to pass a background investigation and drug and alcohol screenings.

M. Ability to lift at least 20 pounds.
