
City of Harƞord 
Job DescripƟon 

 

Title:   City Manager 
FLSA ClassificaƟon: Exempt 
Department:  AdministraƟon 
EffecƟve Date:  August 5, 2023 
 
Job Summary: The City Manager for the City of Harƞord serves as the chief administraƟve officer for 
the City of Harƞord.  The Manager performs a wide range of difficult-to-complex administraƟve acƟviƟes 
that serve to support effecƟve and efficient City operaƟons.  Advises the Council in planning, policy, 
budget, and directs and coordinates the administraƟon of the City in accordance with policies and 
direcƟves issued by the Commission as a whole.  

Supervisory Structure: Reports to the City of Harƞord Council.  Directly manages the City Clerk, 
Treasurer, Police Chief, and Department of Public Works Superintendent.  Indirectly manages all City 
employees through their department heads. 
 
EssenƟal DuƟes:  The City of Harƞord Charter outlines the following powers and duƟes for the City 
Manager: 

 Enforce and administer the City Charter and all City Ordinances, rules, resoluƟons and policies; 
 Enforce and administer all city contracts and franchises; 
 Supervise all public uƟliƟes, improvements, works, undertaking and finances of the city, 
 Appoint, supervise, discipline and remove, if necessary, employees, representaƟves, agents or 

volunteers of the City except those elected or appointed by the City Commission pursuant to the 
City Charter.  

 AƩend all meeƟngs of the City Commission, and take part therein, but without vote; 
 Prepare, on or before the first regular meeƟng in May of each year, an annualized itemized 

budget and keep the Commission fully advised as to the financial condiƟon and needs of the 
City; 

 Purchase all supplies, including insurance for the City, and approve all vouchers for the payment 
of same; 

 Conduct all sales of personal property, which the City Commission may authorize to be sold as 
having become unnecessary, or unfit for City use.  

 Recommend to the City, for adopƟon, such measures as are deemed necessary or expedient; 
 Be a member ex-officio of all commiƩees of the Commission.  
 Be responsible to the City Commission for the efficient administraƟon of all city departments 

and uƟliƟes;  
 Be responsible to the City Commission for the proper discharge of all just obligaƟons of the City;  
 Perform, such other duƟes as the Commission may direct that naturally pertain to the general 

management of City affairs, and execute and perform all administraƟve funcƟons of the City that 
are not imposed upon some other official; 

 Determine the compensaƟon of all non-contractual hourly employees of the City.   
 
 
 



QualificaƟons and Experience: 
 Bachelor’s degree in public administraƟon, business administraƟon, public policy, or related 

field.  A master’s degree is preferred.  
 Minimum of five (5) years of leadership experience in the public sector. 
 Experience with municipal finance, community & economic development, and project 

management oversight. 
 Good wriƩen and oral communicaƟon skills. 
 Ability to engage employees and ciƟzens to assist their efforts to enhance the quality of life for 

all community members.  
 
Physical Requirements: 

Physical Mobility: Ability to sit for extended periods. 
 Vision:   Ability to read instrucƟons, direcƟons and similar wriƩen informaƟon in  

   leƩers, memos, engineering plans, forms, and other documents.  
Hearing/Speaking: Ability to converse orally via telephone, radio and personally to receive 

and communicate informaƟon to employees, local officials, the media, 
and the public.  

 Agility/Movement: Ability to liŌ, push, pull and manipulate tools, equipment, supplies and  
    other objects oŌen weighing up to 30 pounds.   
 
Disclaimer: This job descripƟon does not consƟtute an employment agreement between the City of 
Harƞord and the employee and is subject to change by the City as its needs and requirements of the 
posiƟon change.   
 
 
 
 


