Assistant City Manager
Salary $75,000+ Annually Depending on experience

Job Description
This position is appointed by the Commission. The Assistant City Manager serves as the Assistant to the City Manager and is responsible for the proper management of all affairs of the City of Lovington. This position performs high level administrative, technical and professional work in directing and supervising all the affairs of the city; enforcing and carrying out all ordinances, rules, regulations; and administering of city government.
Typical Duties
· As directed by the Commission and through the city manager, manages and supervises various departments, agencies and offices of the city to achieve goals within available resources.
· Plans and organizes workloads and staff assignments of the Executive office. Trains, motivates and evaluates assigned staff; reviews progress and directs changes as needed.
· Provides professional advice to the City Commission and department heads; makes presentations to commissions, boards, civic groups and the general public.
· Communicates official plans, policies and procedures to staff and the general public.
· Assures that assigned areas of responsibility are performed within budget.
· Controls activities, monitors revenues and expenditures in assigned areas to assure sound fiscal control.
· With the assistance of the Director of Finance/Treasurer, prepares annual budget requests for designated departments, assuring effective and efficient use of budgeted funds, personnel, materials, facilities, and time.
· Administers the development and enforcement of regulations to implement policies adopted by the Commission.
· Prepares studies, reports and related information as required for decision-making purposes.
· May be required to attend all City Commission meetings.
· At the direction of the City Manager, will attempt to resolve citizen complaints.
· Ensures that all laws and city ordinances are faithfully performed and/or enforced.
· Visit departments of the city to maintain knowledge and awareness of city operations.
· Provides leadership and direction in the development of short and long-term plans; gathers, interprets, and prepares data for studies, reports and recommendations; coordinates department activities with other departments and agencies.
· Communicates with various government agencies concerning city business.
· Provides leadership through coaching, counseling and disciplining employees; planning, monitoring and appraising job performance.
· Works in cooperation with Economic Development organizations on important projects that benefit the community.
· Maintains rapport with the community by meeting with citizens and advisory groups; reaching out to resolve difficult and sensitive citizen inquiries and complaints; provide information and recommendations within scope of authority.
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional organizations.
The above statements are not a complete list of all responsibilities and duties performed by employees in this job. As a condition of employment, employees are required to perform other related duties and special projects as assigned.
Requirements
· 3-5 years experience in city management/ municipal administrator or business ownership.
· Municipal management experience is preferred.
· A valid driver's license is required.
· Be able to pass a background check.
Knowledge, Skills and Competencies
· Knowledge of state and municipal statutes and codes relating to municipal government. City of Lovington codes, plans, policies and procedures, and City, County, State and Federal laws.
· Managing and directing operations of a municipality
· Ethics and leadership and value-based decision making
· Diplomacy and tactfulness
· Public Relations Skills
· Strong written and verbal skills that are clear and understandable
· Ability to work with citizens in difficult situations
· Excellent organizational skills including time management
· Strong critical thinking skills
· Strong public speaking skills
· Understanding of governmental processes and the various types of relationships between professional managers and elected officials.
· Ability to negotiate with employees, different jurisdictions, and those people, such as vendors, who provide services to the city
· The ability to research and find resources, as well as adapt to changing situations
· Collaborative and team oriented
· Must understand New Mexico procurement, funding sources, grant requirements and financial reporting.
Physical Demands
· Ability to maintain physical condition and stamina appropriate to the performance of assigned duties and responsibilities, which may include sitting, standing, or walking for extended periods of time, driving or riding in vehicles.
· The usual requirements in an office environment may require lifting boxes of supplies, equipment, and occasional adjustment of office furniture.
· Occasional pushing, pulling, lifting and/or moving up to 25 pounds.
· Occasional squatting or bending required.
Work Environment
· Possess ability to adapt to inclement weather conditions/situations
· Ability to drive, occasionally, long distances.
· May work a regular schedule Monday-Friday as negotiated. This may include City Commission meetings and other meetings that can extend into longer than expected hours.
· Field work is part of this position and may be in light to heavy construction areas.
· Noise level could be moderate to loud in work environments.
· Ability to work in stressful environments and deal effectively with stress.
Travel Requirements
· Ability to travel for activities such as meetings, conferences, classes, and workshops in and out of the area as approved by the City Commission.
· Overnight travel is required.

Employee Declaration
I have reviewed and understand the job description of this position and state that I can perform these functions without accommodation:		Yes		No    

Employee Signature								Date
