CITY OF REDWOOQOD CITY
BUSINESS MANAGER - DEPARTMENTAL

DEFINITION

Under the general direction of a department head, functions as a division head and
provides complex administrative support; provides direct and indirect supervision;
represents the department on administrative support matters involving other departments
and agencies; provides broad-based technical assistance with fiscal, budgetary, grant and
policy issues; researches, analyzes, and prepares financial forecasting, administrative and
technical reports; performs a variety of delegated assignments; and performs related work
as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from a Department Director and/or Assistant Director.

Exercises direct and indirect supervision of professional, technical, and administrative
personnel when assigned.

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES

1. Participates in the development and implementation of goals, objectives,
policies and priorities of the department.

2. Plan, direct, supervise and coordinate the activities of department personnel in
providing technical and support services.

3. Researches, compiles, analyzes and evaluates general and statistical information
regarding the department and its operations.

4. Formulate rules, procedures and policies for the department and ensure
adherence in accordance with City policies, goals and objectives.

5. Prepare, administer and maintain the department budget, including forecasting
future needs as well as monitoring and controlling expenditures.

6. Prepare and monitor service agreements and contracts for the division.
7. Confer with stakeholders and the public and City officials on concerns with services

rendered. Identify service needs and priorities. Identify future needs and growth
trends of the department.



CITY OF REDWOOD CITY
BUSINESS MANAGER (Continued)

10.

11.

12.

13.

14.

15.

Prepare and present a variety of reports to department head, management and
City Council as needed.

Review and approve payroll and payroll transactions for the department.

Work with management personnel, interpreting policies of the City Council and
City Manager, establishing department priorities, monitoring division
performance, identifying action which will increase the division’s level of
performance.

Select, supervise, train and evaluate technical and administrative personnel.
Prepare training plans as needed.

Review employee performance evaluations and take appropriate action as
necessary.

Gather data for bargaining unit negotiation proposals and have access to
bargaining unit proposals. Provides assistance to staff involved in labor
negotiations regarding the effects of bargaining proposals on the budget.

Provide input for bargaining unit negotiations strategy and/or labor management
proposals.

Serve as the staff liaison on various subcommittees. Foster relationships
and work with the public and City Councilmembers.

OTHER JOB-RELATED DUTIES

1.

2.

Manage and coordinate activities with various City’s departments.

Perform related duties and responsibilities as assigned.

JOB RELATED AND ESSENTIAL QUALIFICATIONS

Knowledge of:

Local government organization and administration.

Technical and administrative phases of criminal identification, record keeping,
property control and communications.

Leadership and management principles and practices, including goal-setting,
program development, implementation, evaluation, project management, and
policy/program analysis; applicable Federal, State, and local environmental laws and
regulations.

Best Practices in cross-sector, multi-agency partnerships; strategies in effective
communications, engagement, and change management; principles and practices of
division budget and personnel management; and recent and ongoing developments.
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Techniques for providing a high level of customer service by effectively dealing with
the public, contractors, and City staff; making presentations and public speaking.

Ability to:

Communicate clearly and concisely, both orally and in writing, using appropriate
grammar and syntax; make effective presentations.

Supervise, train, coach, and evaluate management, professional, technical, and
clerical staff; interpret and explain policies and procedures; independently organize
work.

Set priorities, meet critical deadlines, and follow up on assignments; prepare and
administer an operating budget; analyze complex data and make decisions
accordingly.

Negotiate and manage professional consulting services contracts; explain City
practices and objectives to appropriate public and private agencies, organizations,
and individuals.

Identify and incorporate stakeholders in department initiatives as appropriate;
effectively use computer systems, and software applications to problem-solve and
implement creative solutions.

Exercise political acumen, good judgment, and sound decision-making within
general policy, procedural, and legal guidelines; lead a team and exercise informal
authority to build consensus and foster innovation at all levels.

Experience and Training Guidelines:

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

Experience:

Minimum of three years of supervisory or management experience. At least one
year of super visor experienced is desirable.

Education:

Bachelor’s degree from an accredited college or university with major course
work in public administration, business administration, or a related field.
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License or Certificate:

Possession of or ability to obtain a valid California Class C Driver's License.

Special Requirements:
Essential duties require the following physical abilities and work environment:

Ability to work in a standard office environment with some ability to travel to different
locations.

Effective Date: July 1, 2023
Bargaining Group: CONFIDENTIAL
Status: Classified / FLSA Exempt



