City of Fulshear
JOB DESCRIPTION

Position Title:								Position Status:	
Assistant City Administrator for Administrative Services			Exempt
General Description:
The Assistant City Administrator for Administrative Services oversees and guides the activities of assigned departments, divisions, and special projects that support central administrative services to include, but not limited to: Human Resources, Finance, IT, Facilities and other support functions.  This senior executive position will ensure appropriate delivery of central administrative services to the operating departments they serve that are in alignment with the policies and goals of the Mayor, City Administrator and City Council.  
Organizational Relationships:
Reports to: City Administrator; Mayor	
Supervises: Finance Officer, contract IT and facilities staff
Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. Any combination of experience and training that would likely provide the required knowledge, skills and abilities is qualifying. A Bachelor’s or Master’s Degree from an accredited college or university in Public or Business Administration or a closely related field is preferred. Experience may be considered in lieu of educational attainment if experience in a relevant field exceeds ten (10) years.  
Eight (8) years of professional experience in municipal public administration, administrative services, human resources and/or finance and accounting, which includes at least five (5) years of supervision. Possession of a valid Driver’s license. Professional licenses or certificates in a related field are desirable. The person in this position must be able to pass background check.  Some travel required.
Essential Functions and Expected Outcomes: 
The following duties are performed personally, in cooperation with the City Administrator, and/or in coordination with other City employees, consultants, advisors, operating partners, community groups, and other public and private organizations. Additional duties may be assigned.
Exercises a leadership style that fosters teamwork, promotes staff initiative, and provides professional growth opportunities for all employees. Active listening and feedback clearly and consistently strengthen the quality and quantity of employee performance and results being achieved. Collaborative leadership style fosters teamwork and encourages employee input and involvement in decision making. Employees clearly understand and demonstrate an organizational focus in accomplishing the City Council’s priorities and advancing the organization’s values. There is a clear understanding of the steps that will be taken when service standards are not acceptable.
Leads Administrative Services Division operations in a manner that results in high customer service satisfaction levels, leveraging of resources, and continuous improvement. Open communication with the City Administrator and Leadership Team identifies administrative and operational opportunities and challenges and reaches appropriate decisions and recommendations.
Works cooperatively with the Mayor, City Administrator and Finance Officer to ensure oversight of financial activities and forecasting providing recommendations and guidance for fiscally sound decision making. Works to ensure that current year projects, programs, and activities are successfully accomplished within approved budget parameters; while insuring that sufficient financial resources are available to accomplish service delivery outcomes. 
Directs the administration and long-range planning of City-wide information technology systems, ensuring systems are working efficiently and maintaining cost effectiveness. Ensure City’s comprehensive long-term strategic plan for automated systems’ needs, including centralized computer applications, personal computers, and telecommunications functions is implemented, evaluated, and updated as necessary. Requests for applications development or enhancement and equipment acquisition and replacement are prioritized. City is positioned to effectively respond to the rapidly changing technological environment.
Guide and manage human resources services, policies and programs. Provide direction and support regarding city personnel rules, policies and regulations. Ensure organizational compliance with labor and employment laws.
Participate and support labor negotiations in a collaborative manner. Recruitment, selection, orientation, advancement, and evaluation of employees are efficient, effective and successful.
Prepares reports studies for the City Administrator, Mayor and Council as scheduled or requested. Timely, well documented studies and analyses provide a sound foundation for policy decision recommendations by City staff and policy decision making by the Council. The Mayor, Council, City Manager, members of the Leadership Team, and other interested parties are kept current with reliable, accurate, and documented information. Planning and project reporting is timely, thorough, and provides an accurate and current measure of actions taken to create and maintain quality services and facilities for both the internal and external community.
Performs other job-related responsibilities as evident or directed by the City Administrator.
Essential Knowledge and Skills:
· Serves as the Human Resource Director for the City, including the recruitment, compensation, benefits, employee records, performance appraisals and assuring good employee relations.
· [bookmark: _GoBack]Principles, practices and techniques of human resources administration within the public sector.
· Principles, practices, and techniques of public finance administration, particularly in the areas of cost accounting, budgeting, auditing, bond issuance and reporting, revenue management, business license and utility billing administration and investing of public monies.
· Federal and State laws, rules, and regulations affecting local government, especially as they pertain to relevant divisions.
· Leading and supervising employees, including training, assigning, and reviewing work, administering discipline, and conducting performance evaluations.
· Partnering with other organizations and the community.
· Implementing work methods and procedures which promote a safe working environment and ensure proper staff training in work safety.
· Interpreting, understanding, and applying technical reports, statutes, rules, and regulations.
· Developing and implementing recommendations regarding work procedures and cost effective services by evaluating work priorities, procedures, and processes to determine their effectiveness and efficiency.
· Interpreting fiscal and accounting procedures, ensuring accordance to appropriate standards.
· Comprehension of City-wide personnel policies as well as reporting and disclosure requirements of government entities.
· Use of common office software including Microsoft Office and applicable specialized software.
· Other duties as assigned or required to perform the function of the position.
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