City of Wanamingo, Minnesota

POSITION DESCRIPTION

POSITION TITLE:

City Administrator/Clerk/Treasurer
REPORTS TO:

City Council

SUPERVISES:

All Departments and Staff

LOCATION:

City Hall

DATE OF LAST REVISION:

2/07
Job Purpose Summary:

Directs the administrative operation of the City of Wanamingo and carries out the policies as set forth by the City Council.

ESSENTIAL FUNCTIONS

--Develops and maintains a good working knowledge of all City and department policies and procedures in order 

   to help facilitate compliance with such policies and procedures by all assigned personnel.

--Develops respectful and cooperative relationships with co-workers, the public, boards, agencies and other 

   organizations, and outside vendors which help establish and maintain Wanamingo’s reputation as a well-managed

   City.

--Confers with the City Council on a regular basis; keeps the Council informed of all important matters; and 

   contributes to the overall planning, design and maintenance of the City of Wanamingo.

--Coordinates the administration of all departments to ensure their smooth and efficient operations and the 

   attainment of department objectives.

--Supervises all employees to ensure that work is performed at a satisfactory level.  Reviews and evaluates 

  department performance on a continuing basis and establishes proper measures for performance.

--Participates in the development of the annual budget and consistent with the City's 

   objectives and policies.  Monitors that all expenditures remain within the framework of the plan.

--Prepares for and attends City Council meetings.  Ensures that meetings are conducted in a smooth and efficient 

   manner and that scheduled agenda items are addressed during the course of each meeting.

--Initiates, develops, implements and monitors short and long range strategic goals and projects (i.e.; Capital 

   Improvements Plan, Utility Rate Restructuring, Economic Development programs, etc.).

--Acts as the information conduit to the public, City employees and the City Council.

--Maintains government records in accordance with the State records retention schedule.

--Recommends to the City Council in such matters as finance, efficiency of operations, and compliance with 

   State and Federal regulations to assure the soundness and legality of decisions made by the Council.

--Performs duties as required by statutes, ensuring that all State and Federal requires are met as to minimize any

   legal exposures.

--Responsible for the City's financial interests.  Accounts for all receipts and disbursements of City funds.  

--Monitors financial solvency and ensures compliance with State and Federal regulations.

--Oversees elections to ensure smooth and efficient conduction of these events.

--Is the Economic Director for the City of Wanamingo.

WORK ENVIRONMENT:

Works in a well lit, well ventilated and temperature controlled office.  Noise level is at a minimum.  Limited travel is required.
WORKER REQUIREMENTS:

To be fully qualified and meet performance expectations, an individual must be able to perform every essential function. Reasonable accommodations may be made to enable individuals with disabilities to perform all essential functions established for the position.

Skills Involved:

The ability to consistently apply skills learned through formal preparation and/or closely related work experiences as noted herein.

Schedules and Other Conditions:

While performing the essential functions of the position, an individual will be subject to variable working hours.

Physical Demands:

Performing essential functions of the position regularly requires the incumbent to remain seated in the normal position for extended periods of time with occasional lifting or carrying of objects from five to twenty pounds.  This position requires the ability to listen, express and/or exchange ideas.

Mental Abilities:

Position requires well-developed learning ability.  Ability to read text of considerable difficulty; writing skills are required at a level consistent with writing text designed to persuade.  Verbal communication needs to be at the level of resolving conflicts, grievances or technical disputes on complex or often emotional issues.  Math skills at a level consistent with performing algebraic operations and some advanced techniques used in analysis and planning, such as calculus and statistics, preferred.  Reasoning ability needs to be at a level consistent with solving difficult to identify problems, where facts may be insufficient or misleading, requiring extensive inquiry or research extending into unrelated work areas.  Solutions require integration of information and considerable independent judgment.

Personal Attributes:

Adaptability to situations involving the interpretation of feelings, ideas or facts in terms of personal viewpoint; adaptability to influence people about opinions, attitudes or judgments about ideas or things; adaptability to perform repetitive work according to set procedures and sequence or pace; adaptability to perform under stress when confronted with emergency, critical or unusual situations; and ability to work cooperatively with a variety of people to accomplish work demands according to established timetables.  The ability to supervise and/or coordinate the work of others so they may proceed with confidence in a timely manner.

Minimum Qualifications for the Position:

--Bachelor's degree in public administration, urban and regional studies or other field closely related to municipal 

   administration, or four (4) years’ relative experience to substitute

--Two years’ responsible experience in municipal administration

--Finance experience and accounting skills

--Written communication skills

--Verbal communication and public speaking skills

--Public relations skills

--Experience supervising and coordinating employees

--Computer skills 

--Valid Minnesota driver's license

Additional, Desirable Qualifications for the Position:

--Master's degree in public administration, urban and regional studies or other related field 

--Experience in the areas of marketing or real estate

--Experience in municipal planning or community and economic development
--Organizational skills 

--Familiarity with laws governing municipalities  

--Other relevant municipal experience

