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TITLE: CITY MANAGER: City Manager
MINIMUM PAY: $95,000.00 Base Salary
DEPARTMENT: Administration
SUPERVISION RECEIVED: Mayor & City Council
SUPERVISION EXERCISED: Manages City Government

GENERAL PURPOSE: Manages plans, directs and controls the administration of City Government in accordance with the Policies and Procedures determined by the City Council, N.M. Statutes, and regulatory agencies.

QUALIFICATIONS:
· College bachelor’s degree or higher degree or related field.
· Five years of progressively responsible experience in management, finance operations, accounting, business administration, public administration, economics, or governmental accounting and personal management. 
· [bookmark: _GoBack]Any combination equivalent of five (5) years education plus experience that provides the required knowledge. 
· Must be willing to relocate to Valencia County.
· Must be willing to work 40 plus hours per week.
· Good oral and written communication skills.
· Capable of grant writing, applying, administering, and processing funding.
· Considerable knowledge of finance systems, principles, of government finance processes; requirements for DFA, state or federal regulations governing budget preparation and fiscal management.
· Infrastructure and engineering knowledge and/or experience.
· Public safety, (fire and police) knowledge.
· Public and media communication skills.
· Ability to establish and maintain working relationships with co-workers, supervisors, other City personnel and the public.
· Ability to work independently and to complete daily activities according to work schedules.
· Must be computer literate with various software programs.
· Bi- lingual preferred, but not required.
· Ability to travel as necessary.
· Ability to pass background check and drug and alcohol screen.

ESSENTIAL DUTIES: 
· Follows and enforces policies and procedures as set forth by the City of Belen.
· Plans, organizes, directs, and controls the administration of the City government in accordance with the Policies and Procedures determined by the City Council, N.M. State Statutes and regulatory agencies.
· Provides for master planning for future development to accommodate population growth and expansion, social requirements and quality of life.
· Develops long term financial, physical facilities, utility and management planning; including finance, revenue and general obligation bond issues, state and federal programs.
· Plans, develops and schedules all duty assignments for subordinates to follow through.
· Ensure quality customer services.
· Finalize all employee suspensions, discharge/ termination.
· Plans the organization and function that will effectively respond to the needs of the community.
· Selects and directs subordinate functional divisional directors.
· Performs performance evaluations and initiates improvement plans on subordinates directly managed on date of hire anniversary dates and at any other time as needed.
· Disciplines and provides written documentation as such for subordinates directly managed.
· Provides the managerial leadership within the framework of policies, ordinances, laws and regulations.
· Provides information and reports to the public through all forms of media, publications, public addresses, etc.
· Plans and directs programs to assure adequate revenues for the City of Belen.
· Plans and directs the administration of such functions and centralized internal services, including finances, collection and disbursement of taxes and revenues, engineering, legal, purchasing, supply vehicle and equipment maintenance, external services, including maintenance of streets and parks, sanitation operations, solid wastes and disposal and collection, wastewater treatment facilities, and collection, law enforcement, fire prevention and protection, organization and coordination of emergency operations, including floods, etc. and the maintenance of the public interest, health, safety and welfare.
· Centralizes all administrative, legal and financial functions and responsibilities,
· Provides for coordination of advisory and format committee and commissions to assist the City Council and the administration.
· Provides for preparation and submits to the City Council the annual budgets, including all funds, facilities, and programs,
· Develops administrative policies, recommends programs, policies and procedures ordinances and resolutions to the City Council,
· Utilizes good oral and written communication skills.
· Establishes and maintains working relationships with co=workers, supervisors, other City personnel and the public.
· Works independently and to complete daily activities according to work schedule with minimal supervision.
· Prepares for Council meetings as necessary; oversees Certified Municipal Clerk duties.
· Assures personal and sub-ordinates educational continuity in Public Management
· Occasionally travels in and outside the State of New Mexico
· Other duties as necessary.

NON – ESSENTIAL DUTIES:
The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

EQUIPMENT USED:
General knowledge in use of common office equipment, such as a computer, calculator, copier, fax, phone, cell phone, and postage machine. On occasion drives City motor vehicle.

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.  While performing the duties of this job, the employee is frequently required to walk, sit and talk or hear.  The employee is frequently required to use hands of fingers, handle, operate objects, tools, and reach with hands and arms.  Able to operate a motor vehicle.  Position requires frequent sitting, at times vision directed at computer screen.  The employee must occasionally lift up to 20 pounds and move up to 20 pounds.  Specific vision abilities required by this job include close vision, color vision, and the ability to adjust focus.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee works inside building conditions.  The noise level in the work environment is normally quiet to moderate pitch.

DISCLAIMER: The above information is intended to describe the general nature of this position and is not to be considered a complete statement of duties, responsibilities, requirements or knowledge, skills and abilities.

This job description does not constitute a contract for employment.

I,					have reviewed and received a copy of the job description.
	      PRINT NAME

					                					
                  SIGNATURE						        DATE

THE CITY OF BELEN IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER AND A DRUG FREE WORKPLACE.
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