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          CITY OF REDWOOD CITY  

            ASSISTANT DIRECTOR OF ADMINISTRATIVE SERVICES 
 

 

DEFINITION 
 

Plans, directs, organizes, evaluates, and coordinates the work of the Finance Division 
and Revenue Services Division within the Administrative Services Department. 
Provides highly responsible and complex administrative support to the Director in 
support of the vision, goals, and values of the organization and the policy direction 
as set by the City Council, assisting with the overall department administration 
(including the IT Division and risk management program), formulation and 
implementation of the Department’s overall goals, budget, training, policies, and 
evaluation programs, and serving as Acting Director in Director's absence. 
Implements the mission of the department with a commitment to customer focus, 
service excellence, problem solving, community interests and continuous 
improvement. 

 

SUPERVISION RECEIVED AND EXERCISED 
 

Receives administrative supervision from the Administrative Services Director. 
 
Responsibilities include direct and indirect supervision of management, professional, 
administrative support staff, as well as temporary, contract or seasonal employees. 

 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES 
 

1. Plans, directs, coordinates, and/or reviews the work plan for both Finance and 
Revenue Services Division management, supervisory, professional, and 
support staff. 
 

2. Assists the Director in managing the preparation of the annual City operating 
budget, annual one- and five-year Capital Improvement Programs, and mid-year 
budget report and associated amendments. 
 

3. Oversees the preparation of the annual comprehensive financial report, 
coordination of internal audits as needed, and a variety of technical analyses 
regarding City expenditures and revenue projections. 
 

4. Assists in managing the development and implementation of investment policies 
and procedures. 
 

5. Coordinates technical assistance in labor negotiations. 
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6. Assists the  D i rec to r  in managing the Department annual budget; directs the 

monitoring of and approves expenditures with a focus on the Finance and 
Revenue Services Divisions; directs and implements necessary adjustments. 
 

7. Continuously monitors and evaluates the efficiency and effectiveness of service 
delivery methods and procedures; assesses and monitors work load, 
administrative, technology and support systems, and internal reporting 
relationships; identifies opportunities for improvement, and makes 
recommendations to the Director; and directs the implementation of 
improvements. 
 

8. Motivates and evaluates assigned personnel; provides or coordinates staff 
training; works with employees on performance issues; responds to staff 
questions and concerns; makes disciplinary recommendations to the Director. 
 

9. Joins the Director in representing the Department to other City departments, 
elected and appointed officials, and outside agencies. 
 

10. Assists in managing, and participates in the development and administration of, 
requests for proposals to support the work of the Department; participates in 
the evaluation of proposals; provides direction during contract negotiations; and 
approves contracts and/or contract amendments within approval authority. 
 

11. Coordinates and manages interdepartmental problem-solving teams to 
address issue and recommend solutions to resolve issues. 
 

12. Prepares, reviews, edits, and presents staff reports, various management 
and information updates, and reports on special projects to the City Council, 
Finance and Audit Sub-Committee, and other bodies as assigned by the 
Director. 
 

13. Attends and participates in professional group meetings; stays abreast of new 
trends and innovations in the fields of finance and government administration. 
 

14. Monitors changes in laws, regulations, and technology that may affect 
Department operations or areas of responsibility; implements policy and 
procedural changes as required. 
 

15. Responds to general and also sensitive public inquiries with requested 
information and/or holds meetings to discuss concerns and issues. 
 

16. Serves as Acting Director in the Director’s absence. 
 

17. Performs related duties and responsibilities as assigned. 
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JOB RELATED AND ESSENTIAL QUALIFICATIONS 
 
 

Knowledge of: 
 

Principles, practices, methods, and techniques used in budgeting and 
governmental accounting, including Generally Accepted Accounting Principles 
(GAAP). 
 
Laws, statues, ordinances, regulations, and requirements of municipal finance 
and investment of public funds. 
 
Statistical analyses as it applies to assigned work. 
 
Technical report preparation and presentation methods and techniques. 

 
Computer-based systems for accounting and budgeting, including electronic 
spreadsheets and word-processing programs. 

Principles and practices of leadership, motivation, team building and conflict 
resolution. 

Organizational and management practices as applied to the analysis and 
evaluation of programs, policies, and operations; principles and practices of 
municipal government administration including budgeting, contract 
administration and negotiation methods. 

English usage, grammar, spelling, vocabulary, and punctuation. 

Techniques for providing a high level of customer service to the public, vendors, 
contractors, and City staff. 

 

Ability to: 
 

Prepare, administer and monitor a budget involving numerous funds, revenue 

sources, expenditure categories. 

 
Manage a variety of technical functions relating to the investment of public 

funds. 

 

Plan and oversee preparation of the Annual Comprehensive Financial Report. 

 

Exercise sound and independent judgment, conduct independent analyses and 
make recommendations on highly complex, difficult and sensitive issues. 

 
Interpret and explain complex regulations to internal and external stakeholders. 
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Prepare a variety of written reports and public presentations to the City Council, 
Finance and Audit Sub-Committee, and other bodies. 

 

Supervise the work of others, including planning, directing, monitoring and 
evaluating staff. 

 
Encourage leadership, teamwork, career advancement, and problem solving. 

Select, train and evaluate professional, administrative, and technical staff. 

Communicate clearly and concisely, both orally and in writing. 
 

Build and maintain constructive relationships by promoting effective partnerships 
with the IT Manager, HR Director, HR Manager, department colleagues, 
bargaining units, employees, residents, and others contacted in the course of 
work. 

 
Operate a motor vehicle safely. 

 
Experience and Training Guidelines: 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and 
abilities would be: 

 
Experience: 

 

Five years of increasingly responsible experience in one or more 
aspects of financial administration and supervision, preferably in local 
government. 

 

Training: 
 

Equivalent to a Bachelor's degree in business administration or related 
field. A master's degree in business or related field or C.P.A. is 
desirable. 
 

License or Certificate: 
 

Possession of a valid California Driver's License.
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Work Environment: 
Essential duties require the following physical abilities and work environment: 

 
Ability to work in a standard office setting and use standard office equipment, 

including a computer; vision to read printed materials and a computer screen; 

and hearing and speech to communicate in person, and over the telephone. 

This is primarily a sedentary office classification although standing for 

prolonged periods and walking between work sites may be required. Finger 

dexterity is needed to access, enter, and retrieve data using a computer 

keyboard or calculator and to operate standard office equipment. Positions in 

this classification occasionally bend, stoop, kneel, reach, push, and pull 

drawers open and closed to retrieve and file information. Employees must 

possess the ability to lift, carry, push, and pull materials and objects up to 25 

pounds. 

 

Ability to travel to different locations, including but not limited to City facilities or 
meeting locations, and attend evening and/or weekend meetings and events. 

 
 
 
Effective Date: February 28, 2022 
Bargaining Group: Unrepresented Executive Management 
Status: FLSA Exempt / At-Will 


