CITY OF REDWOOD CITY
ASSISTANT CITY MANAGER

DEFINITION

The Assistant City Manager assists the City Manager in coordinating, directing, and
leading the City’s municipal operations. The Assistant City Manager performs
complex and responsible administrative work in all areas of municipal government
and assumes full administrative responsibility for the operations of assigned
departments, divisions, or program areas. The ACM may oversee any City
department, division, and/or program area, as well as the City Manager’s Office. The
Assistant City Manager also serves as the City Manager in the City Manager’s
absence or as assigned.

SUPERVISION RECEIVED AND EXERCISED

Administrative direction is provided by the City Manager or their designee.

Responsibilities include direct supervision of Department Heads and/or Division
Heads, professional, technical and administrative staff as assigned.

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES

1. Provides leadership and oversight to assigned departments and/or
divisions.
2. Works closely with the City Manager and Department Heads, as assigned, to

implement City Council policy directives and enables the development and
implementation of related goals, objectives and policies.

3. Conducts studies and surveys on complicated operational and
administrative problems; analyzes findings and prepare reports of practical
solutions for review by City Manager.

4. Serves as acting City Manager in their absence and as assigned.

5. Establishes internal procedures and process improvements for assigned
departments.

6. May serve as the Personnel Officer in the review of personnel-related
matters.

7. Maintains a competent and motivated work force through establishing or

implementing hiring, training, development, and evaluation procedures and
guidelines.
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Promote a positive work environment with collaborative teamwork and
performance accountability. Supervise, train and evaluate professional,
technical and clerical staff. Ensures effective collaboration between
assigned departments and other City departments.

Attends City Council meetings as appropriate and provides staff assistance to
the City Council in the absence of the City Manager and/or as assigned.

Prepares and conducts presentations to the City Council, City Council Sub-
Committees and other Boards and Commissions as needed.

Establishes and maintains positive relationships with representatives from
the community, education, non-profit, and business sectors as well as with
other governmental agencies.

Administers assigned functions, activities, staff and projects of the City
Manager’s Office.

Conducts legislative analysis to determine the effect of proposed legislation
on City operations and finances.

Manages interdepartmental teams and complex projects, gathering and
evaluating information and preparing reports and recommendations.

Develops methods to evaluate and measure organizational effectiveness;
work with departments to identify and implement solutions to increase
organizational effectiveness.

Supports citywide organizational development and succession planning
efforts.

Reviews staff reports, authorizes expenditures and approves agreements as
assigned.

Performs related duties as assigned.

JOB RELATED AND ESSENTIAL QUALIFICATIONS

Knowledge:

Principles, practices and techniques of public administration, including the
operations and functions of a municipal government.
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Administrative principles and methods, including goal setting, program
development, implementation and measurement, budget preparation and
administration and supervision.

Performance measurement and quality of service concepts.

Current social, political, and economic trends.

Principles of effective public relations and interrelationships with various
community groups and stakeholders, including consensus and
teambuilding.

Applicable Federal, State, and local laws, rules and regulations pertaining
to local government operations, including Brown Act meeting laws and
parliamentary procedures.

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

Knowledge of activities in assigned departments and ability to make sound
recommendations regarding appropriate actions and policies to the City
Manager.

Managerial and leadership principles and practices.

Budgeting and financial management.

Operational analysis and performance measurement techniques.
Consensus and teambuilding techniques.

Personal and mobile computing.

Operating a motor vehicle safely.

Abilities:

Prepare and present clear and well-organized written and oral reports and
other communications to the City Manager, City Council, the public and

others as required.

Provide effective leadership and coordinate the activities of assigned
functional areas.
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Lead, coach, train, and evaluate assigned personnel.

Establish and maintain effective working relationships with the City
Council, staff and the public.

Facilitate group processes and implement community forums.

Mediate and negotiate complex, difficult and potentially emotionally
charged situations.

Communicate effectively in orally and in writing.

Analyze complex budgetary, management or operational problems and
propose solutions.

Devise effective and efficient operating methods or procedures.

Identify opportunities for process improvement, make recommendations to
enhance governmental operations, and foster a culture of continuous
improvement.

Make sound decisions in a manner consistent with essential job functions.

Education and Experience:

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

Education:

Bachelor’'s Degree from an accredited college or university in Public or
Business Administration or a related field. A Master's Degree is
preferred.

Experience:
Seven years of progressively responsible and varied experience in

government, nonprofit or business management with at least three
years of experience as an executive or senior manager in City or
County government. Three years’ experience managing core
municipal functions.

License or Certificate:
Possession of, or ability to obtain a valid State of California driver’s license at
time of hire.
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Special Requirements:
Successful completion of an extensive background investigation is
required prior to appointment.

Work Environment:
Essential duties require the following physical abilities and work environment:

Ability to work outside of normal business hours as needed; travel to attend
meetings, seminars, and conferences as required.

Ability to work in a standard office environment with some ability to sit for long
periods of time, with prolonged exposure to a computer screen and extensive
public contact.

Effective Date: February, 2016

Amended: January, 2024

Bargaining Group: Unrepresented

Status: Executive Management / FLSA Exempt / At-Will



