
 
Perry City 

 Job Description 
 

City Administrator 
 

Position Title: City Administrator   Reports To: Mayor and City Council 
Department: Administrative Services  Date Prepared: March 17, 2015 
FLSA Status: Exempt    

 
Purpose of Position:  
The City Administrator is responsible for coordinating all the day to day affairs of the city and 
supervising all department heads.  The City Administrator also handles or supervises all special 
projects.   
 
Essential Duties and Responsibilities: 
The office of City Administrator shall be under the supervision of the Governing Body. The City 
Administrator shall perform (or in some instances, supervise the performing of) the following 
duties:  

1. Administer and exercise supervisory control of departments, offices, or divisions of the City, 
and subordinate officers and employees of the City as assigned by the Mayor;  

2. Manage the day-to-day operations of the City as directed by the Mayor and Council;  
3. Investigate, examine, or inquire into the affairs or operations of any department, office, 

division, or commission of the City as needed or authorized by the Mayor and Council;  
4. Recommend to the Mayor the hiring, disciplining or terminating of any City employee, or 

appointed officer;  
5. Conduct performance evaluations for subordinates, recommend pay increases for City 

employees, and initiate pay adjustments as prescribed by ordinance or policy;  
6. If a licensed attorney, the City Administrator may fill the role of City Attorney for all civil 

law issues (including reviewing and/or drafting contracts, agreements, ordinances, 
resolutions, etc., and supervising any prosecuting attorney, special litigation attorney, etc.);  

7. Assist in the formulation, administration, and enforcement of all laws, the municipal code, 
and other ordinances, policies and procedures as directed by the Mayor and Council;  

8. Assist in the preparation of the annual budget;  
9. Have authority to sign checks and financial instruments on behalf of (substituting for) 

the Mayor for routine and Council-approved payments, including payroll, bills, invoices 
and other financial obligations (with the City Treasurer or Deputy Treasurer also signing);  

10. Exercise general supervision over all public buildings, parks and other public property under 
the control and jurisdiction of the City, and ensure proper operation and maintenance of all 
City offices and facilities;  

11. Attend Council meetings as necessary, and act as parliamentarian (as needed); 
12. Employ consultants and professional counsel to aid administration as authorized by 

the Mayor and Council;  
13. Examine performance requirements, delivery schedules, and estimates of costs of 

various contracts involving the City, to ensure completeness and accuracy;  
14. Prepare or supervise the preparation of bids, specifications, progress reports and other items 

that may be required in connection with existing or proposed contracts as directed by the 
Mayor and Council;  



15. Review bids and proposals from other agencies for conformity to contract requirements and 
help determine acceptable bids and proposals;  

16. Assist in negotiating various contracts;  
17.  Monitor City contracts for compliance, expiration, and renewal as directed by the Mayor;   
18. Assist in affairs relating to other entities, agencies, governments, or municipalities 

as directed by the Mayor and Council;  
19. Assist with Public relations and media affairs by preparing and issuing communications or 

and news releases and by directing media operation operated by the municipality as directed 
by the Mayor;  

20. Oversee a proper and effective relationship with the local justice court, as directed by 
the Mayor and Council; and  

21. Perform such other duties as may be delegated or assigned to the City Administrator. 

Qualifications 

1. Have at least a four-year college degree (or graduate degree) in a field relating to 
public administration, political science, legal studies or law, or public policy, or equivalent.  

2. Have at least two years experience working in state or local government.  
3. Preference  may be given to those candidates that have supervisory experience, 

relevant certificate or licenses, demonstrate experience in policy implementation, and 
other similar experience.  

4. Comply with other requirements or preferences as required by law, ordinance, or policy 
established by the City Council. 

5. Live within a 30 minute response time to the City office, unless otherwise negotiated. 

Communication skills: 
Must be able to communicate with co-workers, community, and City Council over the phone and in 
person to manage all day to day operations.  Must be able to give presentations and conduct 
meetings to both large and small groups.  
 
Physical Requirements and work environment: 
While performing the duties of this position, the employee is frequently required to sit, use hands to 
finger, handle, or feel tools on controls such as when working with the computer, and to talk and 
hear when managing day to day affairs of the city communicating with employees, Mayor, and City 
Council.  This position may occasionally require lifting or moving up to 10 pounds; to stand and 
walk in the office and in diverse weather conditions to check on development in the community. 
Must have close vision ability for spending extended periods of time on the computer and to see 
color for developing presentations.   
 
Supervisory/ Management Skills: 
Responsible for supervising all City Departments.  There are 4 departments and 20 employees that 
report to subordinate supervisors.  This position is also responsible for the supervision of City 
independent contractors.   
 
Attendance and Punctuality: 
Regular attendance to handle day to day affairs of the City is required.  It is essential to attend 
commission and city council meetings or notify someone to go in their place. 


