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PERSONNEL DEPARTMENT

The occupant of this classification is in the unclassified service. This exempt management classification has
primary responsibility for overseeing and coordinating day-to-day operations of the City, interacting with and
coordinating the efforts of operating and administrative departments and assisti City M ith vari
administrative t ject

management team.

The following tasks are essential for this position. Incumbents may not perform all of these tasks, or may perform
similar related tasks not listed here.

act as City Manager in the absence of the City Manager w
ssists the City Manager with d impl
day operation of the City

3. Meets with operating and administrative departments to plan and coordinate activities, and provides
assistance and direction to ensure adherence to Council direction, policies and procedures.

4, Interprets and applies City Charter, Municipal Code and other City policies and procedures.

6. Conducts investigations and reports findings to the City Manager and/or City Council.

7. Coordinates preparation of the City Council agenda, including review of packet materials and staff reports,
prior to submission to City Council.

8. Reviews correspondence, documents, and reports, and responds to citizen inquiries and complaints.

9. Represents the City Manager at meetings of boards, committees, commissions, organizations and civic
groups.

10. i

Attends City Council meetings and g

Ad o ne se

ives applicable réports.

Revised September 2007

Revised June 2006

November 1998

*Note — This classification will not be fully functional until April 2008.
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Assistant City Manager

17.  Performs related duties as assigned by the City Manager.

Risk Management Operations

Knowledge of:

Effectiv communication techniques for both oral and written presentations.
- Municipal organization, operations and services.
Regulations, policies and procedures which impact administration of municipal programs.

Risk Management QOperations

*Note — This classification will not be fully functional until April 2008.
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Assistant City Manager

City Clerk Operations™

Skill and Ability to:

Communicate effectively in both oral and written form.

Analyze and interpret the potential impact of complicated data, legal and non-legal documents, regulations,
policies and procedures.

Administer and coordinate a self insurance program and negotiate other insurance protection.

Prepare and interpret statistical and graphic reports.

Formulate and apply policies.

Establish and maintain effective working relationships with City staff, City officials, businesses and citizens.
Facilitate, coordinate and lead problem analysis and resolution.

Use a personal computer to organize data, prepare reports and maintain records on-word-processing—and
spreadsheetsoftware

nublic or business administration or a related field,
administrative management experience |

Mobility of arms to reach and dexterity of hands to grasp and manipulate small objects.
Lifting, pushing and/or pulling which does not exceed 50 pounds and is an infrequent aspect of the job.
Is subject to office environmental conditions.

May be required to use personal vehicle in the course loyment.

*Note — This classification will not be fully functional until April 2008.

%



cu&/& CITy

PERSONNEL DEPARTMENT

The occupant of this classification is in the unciassified service. This exempt management classification acts as the
primary liaison with Federal, State and local elected official’'s offices, and regulatory agencies to coordinate projects
and programs and represent the interests of the City of Culver City; monitors legi i d lati d
nroposes positions; 1

position

The following tasks are essential for this position. Incumbents may not perform all of these tasks, or may perform
similar related tasks not listed here.

1. Review new and pro islation, regulations and mandates for impact on City operations, goals and
mission, and lebbies as appropriate, for changes which are beneficial for projects and policies

affecting departments Ci

o

ay advise the public and City employees regarding ordinances, ! § and may make
dati for modifications to existing ordinances, and preparation of new ordinances.

)

7. Consult with legislative staff and legislative committee consultants regarding proposed Federal and State
legislative and regulatory changes as to their impact on City program and fiscal activities.

8. Research, author and facilitate the development of City policy positions in order to develop written/verbal

responses to proposed legislation.

Revised July 2007
Revised June 2006
Revised March 2002
November 1998
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Assistant to the City Manager

9. Develop and maintain effective liaisons with public and private legislative representatives including but not
limited to State legislators, members of Congress, congressional and State legislative committees, and public
interest groups, to encourage a positive line of communication concerning issues impacting the City.

10. Testify before federal, state, county and city legislative committee hearings on behalf of the City as needed.

11. Represent the City at various meetings including but not limited to legislative budget sessions and legislative
policy/fiscal committee hearings, and participate in advisory committees to maximize the City's receipt of
funding and maintain local control of grant programs.

12. Represent the City at meetings with other County departments, state and federal agencies, and other public and
private agencies, when legislative issues are involved.

13. Inform the City Counail and other City departments of responsibility regarding proposed legislation and
proposed regulations; coordinate input from these affected groups to ensure consistency and completeness of
response to requests for legislative and regulatory comment.

14. Review new grant opportunities for benefit to the City. Performs Cost/Benefit analysis, and through effective
contact with operating departments, connects departments to potential grant opportunities.

15. Oversee preparation of City grant applications in coordination with City departments; resolves conflicts
regarding grant requirements to maximize successful grant application outcome; balances workload to meet
competing deadlines, including reports for grant compliance; maintains records. Negotiates resolution of
eligibility and compliance issues.

16. Advise operating departments on a prompt and comprehensive basis, to ensure adherence to
intergovernmental grant regulations and administrative procedures.

17. Oversee preparation and process for public hearing notices relating to grant applications and project activities to
assure conformance with requirements; drafts resolutions, grant contracts and related documents; creates
forms and procedures for grant compliance. Responsible for citizen notification and participation in grants

programs. Provides technical assistance and staff support to non-staff groups, individuals and organizations

concerning participation in City grant applications and compliance issues.

19. Oversee the preparation of budget and financing plan documents for grant applications and operations, and
grant status reports including audit reconciliation, with relevant department input.

20. Provide technical assistance and direction to operating departments, and is responsible for follow-up activities

relative to grant compliance req i i ions and | f grant moneys.

day coordinate and provide technical support to-the-Gity-Accountant for the maintenance of grant accounting
systems, including financial reporting, budgeting, auditing and financial management, to ensure retention of
grant funds received and eligibility for future grants. Responds to audit findings relating to grants, and resolves
issues to avoid return of grant moneys.

23. Perform related duties as required.

22.

Grant funding principles and practices.
. Effective communication techniques for both oral and written presentations.

. Strategies for promoting grant funding programs and services for the City.

«  Grant funding sources as applied to local government.

. Grant requirements and regulations, including financial reporting requirements.
»  Basic accounting and finance procedures.

Skill and Ability to:

«  Communicate effectively in both oral and written form, interpret and explain complicated technical material in lay
terms.
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the City Manager

Use a personal computer to prepare reports and maintain records oR—word-processing—and—spreadsheet
software-

« Persuasively present City grant requests.

«  Establish and maintain effective working relationships.

+  Analyze and interpret the potential impact of grant requirements on City policies, departmental programs and
services, and coordinate compliance.

«  Manage competing deadlines, short-term deadlines, and frequent changes/additions to planned schedules.

. Exercise independent judgment, problem-solving, and initiative with only basic policy-level direction, resulting in
a finished work product.

Any combination equivalent to training and experience that could likely provide the required knowledge, skill and
ability would be qualifying. A typical way to obtain the knowledge, skill and ability would be: a Bachelor's degree in
public or business administration or a related field, and a minimum of four years combined responsible
administrative experience in a municipal government setting, including experience in preparing and administering
grants, and/or experience working for or with grant agencies at the county, state or federal level.

. Mobility of arms to reach and dexterity of hands to grasp and manipulate small objects.

. Lifting, pushing and/or pulling which does not exceed 50 pounds and is an infrequent aspect of the job.
. Is subject to office environmental conditions.

. May be required to use personal vehicle in the course of employment.

. May be required to work evenings, weekends and/or j
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