Description
Job Summary
The City of Sandy Oaks, a Type A General Law City, is seeking a highly qualified and motivated individual to join our team as the next City Administrator. The position of City Administrator is defined by ordinance and is appointed by the City Council to serve as the administrative officer of the city under the day-to-day direction and supervision of the Mayor. The City Administrator is responsible to the governing body of the city for the proper administration of all affairs of the city.
Scope of Work
Responsible for planning, organizing, directing, and coordinating all municipal activities, and the proper administration of all affairs of the city.

The City Administrator is under the general supervision of the Mayor and serves at the will and pleasure of the City Council. Instructions to the City Administrator are general in nature, and one must routinely use independent judgment when completing tasks. The City Administrator must consider different courses of action and proactively seek out solutions that promote a better quality of life for the city. The work requires frequent contact with the City Council, committees, all department heads, employees, and the general public. Effective communication skills and a strong work ethic are desirable traits for this position. Must be able to demonstrate a good understanding of the municipal budget process, municipal elections, planning, zoning, and other tasks generally associated with municipal management.
Essential Duties and Responsibilities
· Management and oversight of the daily affairs of the city. 
· Interpret and apply knowledge of municipal laws, policies, codes, and regulations.
· Respond to questions and concerns from City Council, staff, developers, and the general public.
· In partnership with the Mayor and City Council, prepare the annual operating budget, closely manage after adoption. Ensures completion of annual financial audit.
· Prepares agendas for City Council and various committees.
· Attends all meetings of the City Council and various committees.
· Oversight of the city’s land development, permitting, and zoning processes.
· Authors official correspondence and media releases
· Represents the city at functions with outside organizations, agencies, businesses, and the general public. 
· Maintain clear and consistent communication with the Mayor, City Council, staff, committees, and citizens to ensure transparency is a priority. 
· Promotes a positive work environment and team-centered culture; trains and develops staff to best serve the organization and the community.
· Performs additional administrative functions as necessary and assists with other city operations in times of staff shortages.
· Serves as webmaster for the city’s website.
· Other duties as assigned.



Requirements
Required Education and/or Experience
· Bachelor's degree in Public Administration, Business Administration, or related degree; Master’s degree preferred. Significant past experience in a municipal management role may be substituted for the education requirement.
· 5 years of progressively responsible management experience in municipal administration and a broad understanding of various technological components commonly associated with municipal management, with a minimum of 3 years in a supervisory role.
· Must possess excellent financial background
· Must be able to pass a comprehensive background check and able to be bonded.
Knowledge of:
· Customer service best practices and techniques.
· General knowledge of applicable laws, ordinances, and regulations, as well as the functions and activities of all city departments.
· Grant application and management processes.
· Municipal debt issuance options and procedures.
· Understanding of economic development tools and methodologies used to create business stability and drive desired level of growth.
· Strong document management and editing skills.
· Human resources best practices and labor laws.
· Modern office equipment and technology.
Skills and Abilities:
· Community and organizational builder with ample foresight for future needs.
· Effective oral and written communications.
· Must have excellent spelling, grammar, and writing skills.
· Excellent attention to detail.
· Must be able to work under short timelines and in pressured circumstances if needed.
· Must exhibit a positive outlook and build a culture of teamwork.
· Able to effectively prepare and closely manage a municipal budget.
· Investigates and resolves customer complaints and concerns with a high degree of professionalism and a commitment to excellence.
· Detail-oriented individual; able to prioritize work and manage multiple tasks simultaneously.
· Takes initiative and proactively anticipates the needs of the governing body.
· Proficient in maintaining accurate records of official city business.
· Ability to interpret and enforce applicable laws, ordinances, and regulations
· Ability to establish and maintain effective working relationships with city officials, employees, other government agencies,
· and the public.
LICENSES AND/OR CERTIFICATIONS
· Possession of a valid Texas Class C driver’s license.
· Public Notary or ability to obtain within 3 months of hire.
· Certified Public Manager or the ability to obtain within 4 years.
· Preference given to individuals already possessing one or more of the listed licenses and/or certifications.
PHYSICAL DEMANDS / ENVIRONMENTAL FACTORS AND CONDITIONS
· Work is generally performed in an office setting.
· Must be able to lift up to 50 pounds.
· Frequent evening work required; must be available to attend all scheduled public meetings of City Council and various boards and commissions. 
· Has frequent contact with employees, citizens, local state, federal agencies, and other city departments.
· May be subjected to time pressures, frequent shifts in priorities, and requests to perform multiple tasks simultaneously.
· This position is considered essential and may be required to respond in the event of an area-wide or local emergency.
Equal Employment Opportunity 
The City of Sandy Oaks is an equal opportunity employer. The City prohibits discrimination on the basis of any protected class, status, characteristic, or activity under law. (ADA/EOE/ADEA)

