

CITY OF MARTINEZ						CITY COUNCIL AGENA
	July 7, 2010

TO:	Mayor and City Council

FROM:	Kay Winer, Interim Director of Administrative Services

SUBJECT:	Approve Amended Assistant City Manager Job Classification

DATE:	June 30, 2010


RECOMMENDATION:

Adopt resolution to amend the existing job description for Assistant City Manager.

BACKGROUND:

Currently, there are two (2) Assistant City Manager job descriptions.  They are:  Assistant City Manager for Administrative Services and Assistant City Manager for Community and Economic Development.  Both positions are currently vacant.  This created an opportunity for reorganization, to “flatten” the organization and to provide budgetary savings through a consolidation of duties.  A single Assistant City Manager job description has been developed that will serve as the City Manager’s principal assistant with operational authority over certain departments as assigned by the City Manager.

The Assistant City Manager recruitment currently underway identifies operational authority over Administrative Services and Community/Economic Development.  The recruitment is anticipated to conclude with the appointment of a new Assistant City Manager in the September/October timeframe.

The Civil Service Commission reviewed and approved the revised job description at its June 29, 2010 meeting.

ANALYSIS

The revised job description was written to provide the City Manager with flexibility to determine which departments will be assigned to the Assistant City Manager for operational oversight, depending on the needs of the organization and the specific expertise and experience of the Assistant City Manager.

The Assistant City Manager will serve as the City Manager’s principal assistant and as such, will provide leadership on interdepartmental projects, build strong relationships among departments 
and outside constituencies and perform other duties as assigned by the City Manager. The Assistant City Manager will serve as City Manager in his absence. See attached job description for more details.
The existing annual salary range for the Assistant City Manager ($125,712 - $166,236) does not need to be changed. The range is within “market” and competitive for this position.

FISCAL IMPACT:

The FY 2010-11 operating budget includes funding for the Assistant City Manager position.

ACTION:

Adopt resolution amending the existing job description for Assistant City Manager.


Attachment:  
Resolution
Revised Job Description for Assistant City Manager



		
APPROVED BY:[image: ]
		City Manager





RESOLUTION NO. -10
ESTABLISHING AN AMENDED JOB DESCRIPTION FOR
ASSISTANT CITY MANAGER


WHEREAS, there are currently two Assistant City Manager job descriptions, one for Administrative Services and another for Community and Economic Development; and

WHEREAS, both positions are currently vacant, which has created an opportunity for budgetary savings by consolidating the duties of both positions to a single Assistant City Manager; and

WHEREAS, the revised job description provides the City Manager with flexibility to determine which departments will be assigned to the Assistant City Manager depending on the needs of the organization; and 

WHEREAS, the Civil Service Commission reviewed and approved the amended job description at its June 29, 2010 meeting; and 

WHEREAS, the current annual salary range of $125,712 - $166,236 is within the market for Assistant City Managers in comparable public agencies.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Martinez establishes a revised Assistant City Manager job description in the Classification Plan without any change to the current salary range.


* * * * * *

I HEREBY CERTIFY that the foregoing is a true and correct copy of a resolution duly adopted by the City Council of the City of Martinez at a Regular Meeting of said Council held on the 7th day of July by the following vote:

AYES:

NOES:

ABSENT



						RICHARD G. HERNANDEZ, CITY CLERK
CITY OF MARTINEZ


ASSISTANT CITY MANAGER


Definition

Under the general direction of the City Manager, directs the operations of several City departments, as assigned by the City Manager.  Coordinates interdepartmental activities and provides project leadership on major City issues. Provides professional analysis and advice to the City Manager on complex issues.  Makes oral presentations to the City Council, Council Committees and community organizations.  Represents the City Manager inside and outside of City government to City officials, departments, and outside agencies and organizations.  Serves as Acting City Manager in his/her absence.  Performs other duties as required.


Distinguishing Characteristics

This is an Executive Management position that serves as the City Manager’s principal assistant.  The position has full responsibility for oversight and management of multiple City departments and functions.  The position reports to and receives direction from the City Manager.


Examples of Duties

· Directs the operations of various departments and coordinates interdepartmental activities and projects as assigned by the City Manager

· Works closely with the City Manager to assume key role in operating and capital budget prioritization

· Works with IT staff and departments to develop strategies to maximize the effectiveness of  technology in service and program delivery

· Provides direction and coaching to departments to resolve personnel, budgetary and administrative issues

· Develops the City’s overall labor and employee relations strategy and maintains ongoing relationships with the bargaining units

· Establishes working relationships with outside public agencies, community groups and developers in order to further the economic development goals of the City

· As a member of the City’s Executive Management Team, assists the City Manager in the overall administrative and policy planning processes, including development, implementation and monitoring of the City’s goals and objectives.

· Assumes responsibility to coordinate and/or undertake analyses and studies on issues with citywide implications. Produce reports with options and specific recommendations for the City Manager.

· Attends City Council meetings and provides staff support to Council standing and ad hoc committees, and meetings of citizen groups and other public agencies.

· Establishes and maintains good working relationships with departments to build inter-departmental cooperation and cross department working teams to increase responsiveness and effectiveness.

· Serves as Acting City Manager in his/her absence.


Minimum Qualifications

Requires any combination of education and experience that would likely provide the required knowledge, skills and abilities.  A typical way to obtain the knowledge, skill and abilities would be:

Education
Possession of a Bachelor’s Degree in Public or Business Administration or a closely related field.  A Master’s degree in Public or Business Administration is highly desirable

Experience
Six (6) years of increasingly responsible governmental management experience, including at least three (3) years in directing work of or supervising others

Knowledge of:
· Concepts, principles, practices and trends of public and/or business administration, including fiscal, organization and human resource management
· Basic human resource management principles basic laws governing labor relations
· Principles, practices and techniques of project management
· Principles and practices of public finance and policy development, budget preparation and administration
· Principles governing economic development and redevelopment
· Principles and practices of research techniques, statistical methods and fiscal forecasting
· Principles of supervision, training and performance evaluation
· Current trends in information technology applicable to local government.
Ability to:
· Plan, direct and manage the administration and operations of departments and municipal functions
· Maintain effective working relationships within and outside the organization to ensure smooth operation of the City
· Analyze problems; identify alternative and innovative solutions; project consequences and benefits of implementing recommendations
· Communicate effectively orally and in written reports
· Negotiate and administer a variety of agreements and contracts
· Maintain and exhibit discretion and integrity when handling sensitive situations
· Be politically astute when working with outside agencies, internal committees and community groups


License Requirement:  Possession of a valid California Class C drivers’ license
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