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Position:		Assistant City Manager
Hiring Range:		$102,543 - $115,360 (Per Annum)			
Type:			Full Time
FLSA:			Exempt
Work Schedule:		Monday – Thursday 
Job Location:		Safford, Arizona
Opening Date:		3-5-19
Closing Date:		Open Until Filled (First Review of Applications – 3-26-19)


Summary:  The purpose of this job is to provide a wide variety of highly complex and advanced level administrative, analytical, and management support to the City Manager's Office. 
Distinguishing Characteristics:  This is an executive level position. 

Essential Job Functions:  The intent of this job description is to provide a representative summary of the major duties and responsibilities performed by employees in this job. Employees may be requested to perform job-related tasks other than those specifically presented in this description.
· Provide support directly to the City Manager by serving as a liaison on major projects; supervising and directing staff; expediting resolution of certain matters in the City Manager’s Office and providing special research and support to the City Manager.
· Represent the City and the City Manager to management staff, elected officials and outside agencies; create, present and explain City programs, policies, and activities; and negotiate and resolve sensitive, significant, and controversial issues.
· Meet with management staff to identify and resolve problems; assign projects and programmatic areas of responsibility; and review and evaluate work methods and procedures.
· Identify complex policy issues and work with departmental executive staff to create, present and implement comprehensive solutions with approval of City Manager and City Council.
· Proactively monitor and evaluate the efficiency and effectiveness of service delivery methods and procedures; assess and monitor workload administrative and support systems, and internal reporting relationships; identify opportunities for improvement; and direct the implementation of changes.
· Participate in and contribute to the development and administration of the annual City budget; direct the forecast of funds needed for staffing, equipment, materials, and supplies; direct and approve expenditures of assigned departments; and direct the preparation and implementation of budgetary adjustments as necessary.
· Attend City Council meetings and represent the City Manager as needed.
· Interpret and ensure City Manager and City Council policies are understood and achieved.
· Meet with City Manager and other CMO staff to discuss issues and objectives, to determine strategies and approaches, and to brief on current activities and challenges.
· Represent the City Manager’s Office in various meetings, assisting with input and guidance to achieve an outcome that is beneficial to the greater good of the organization, community and citizenry.
· Promote an effective, responsive and value-based organizational culture.
· Maintain regular contact with and keep the City Manager apprised of situations and issues.
· Interact with Boards and Commissions, outside governmental agencies and non-profits, constituent representative groups and other citizen groups relative to goals, actions and activities of the City.
· When assigned, directly supervise department heads and staff, establishing goals, objectives and performance targets; preparing and administering reviews of individual and department performance.
· Actively participate in the development of the City’s strategic plan and strategies to achieve stated goals.
· Actively take part in the advancement and promotion of an organization that is here to support and meet the needs of the customer, both internally and externally.
· Perform the duties of City Manager, as assigned, during City Manager’s absence.
· Other duties as assigned.

MINIMUM QUALIFICATIONS: 
Education, Experience, Certifications and Licenses:
· Bachelor's degree from an accredited college or university in Business, Public Administration or a related field (Master’s Degree is preferred), and
· Ten (10) years of increasingly responsible professional experience in full service municipal government or public sector management; including at least five (5) years of those having been served in an administrator or supervisory capacity at the senior managerial or executive leadership level 
· Experience as a manager for a similar size city or a department head in a larger organization (preferred)
Knowledge of:
· All aspects of municipal government operations relating to staffing, budget and program execution.
· Council/Manager form of government and its operations.
· Political processes at all levels of government.
· Federal, state, and local laws, rules, and regulations pertaining to local government operations.
· Effective leadership methods and supervisory skills.
· Municipal budgeting.
· Planning and organizing skills.
· The operation of personal computer and various software applications for word processing, spreadsheets, etc.

Ability to:
· Manage multiple projects and thrive in a high-performance organization.
· Superior communication skills. Ability to supervise, lead and direct the activities of City Departments and Divisions, as assigned, to ensure achievement of City goals and objectives.
· Balance conflicting political goals and direction with an outcome of positive direction for the organization.
· Communicate complicated or abstract policy direction to many different groups of staff and citizens.
· Prepare and present accurate and reliable reports containing findings and recommendations.
· Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines.
· Demonstrate integrity, ingenuity and inventiveness in the performance of assigned tasks.
· Communicate effectively both orally and in writing, with the public and other employees.
· Be a skilled leader and manager with a proven track record of motivating and developing staff to obtain measurable results.

Physical Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· The position is generally sedentary. Employees sit most of the time but may walk or stand for brief periods of time.

The City of Safford fingerprints all applicants selected for hire to evaluate the fitness of prospective employees.  
PLEASE APPLY ONLINE AT: www.cityofsafford.us/jobs
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