CITY OF WHITTIER

JOB ANNOUNCEMENT
DIRECTOR OF ADMINISTRATION
WE ARE AN EQUAL OPPORTUNITY EMPLOYER

IN HOUSE POSTING: October 3, 2008

TO THE PUBLIC:  October 3, 2008

The City of Whittier is accepting applications for the position of: Director of Administration.  Whittier is a coastal community located in western Prince William Sound in Southcentral Alaska connected to Anchorage byroad via the Anton Anderson Memorial Tunnel.  

GENERAL DESCRIPTION:  This executive position reports to the City Manager and is responsible for a full range of administrative and financial responsibilities. The position Plans, directs, manages, supervises, and coordinates the operation of the Department of Administration and, in that capacity, provides high quality administrative and financial services to the City. The individual selected for this position coordinates and administers the following functions for the City: Finance, including Accounting and Payroll; Human Resources; Grant Administration; Lease Administration; Contract Administration; Risk Management; and Asset Management. The Director also participates as a part of the City Manager’s senior staff team. In that advisory capacity, the Director will provide highly responsible support to the Manager in the governance of the City.

EXAMPLES OF WORK:  Develops the proposed budget for the Department, presents the proposed budget to the City Council, and administers the budget approved by Council and assists the City Manager in the development of the proposed overall City budget. Supervises centralized human resource functions of the City, including new employee orientation, compensation, recruitment, and selection. Administers all City grants, contracts, and leases. Performs and reviews performance evaluations, initiates and administers personnel and disciplinary actions within the Department of Administration. Manages the research, development, distribution, and implementation of personnel and administrative policies and procedures. Assists the City Manager with community development programs and projects, including research, community outreach, and coordination of community development activities. Establishes proposed short- and long-range plans and priorities for the Department of Administration, develops policies and procedures, expedites work flow, reviews and authorizes materials and equipment purchases, and approves department expenditures. Meets regularly with the City Manager and other department directors to ensure coordination and conformance with City policies, procedures, and ordinances. Assists the City Manager with the development and implementation of short- and long-range planning for the City, including preparation and distribution of the City’s annual report. Conducts research, prepares and presents studies, status reports, issue papers, and proposed policies, plans, procedures, resolutions, and ordinances to the City Manager and City Council, and advises the City Manager and City Council on City administrative and public policy matters. Maintains effective working relationships with representatives with the community at all levels, including elected and appointed officials, staff, business and agency personnel, media, and community groups. Performs other duties, including the management of special projects, as may be directed by the City Manager.

KNOWLEDGE, SKILLS AND ABILITIES:  Knowledge of the principles, concepts, theories, and practices of public administration and management, public policy development, and community relations. Knowledge of planning, development, and methods of program and project management. Knowledge of standard principles, concepts, theories, methods, and practices of government administration or management, including budget development and administration, human resources, labor law and practices, and insurance and risk management. Knowledge of infrastructure and capital project financing and administration, grant administration, and economic development. Knowledge of contract and lease administration. Knowledge of the principles and practices of governmental financing and budgeting, including budget development, preparation, and administration, fiscal control, program and project planning and development, and strategic planning. Knowledge of the principles and practices of employee supervision, including employee development, training, performance evaluations, and progressive discipline. Skill in identifying employee training needs and in developing and coordinating programs and activities to improve professional and technical skills, abilities, and performance. Excellent written and oral communications, problem solving, and interpersonal skills. Skill in establishing and maintaining effective working relationships with City elected and appointed officials, staff, attorneys, consultants, federal, state, and local agencies, businesses, and the public. High level of skill in planning, organizing, and directing the activities of the department services, functions, and programs. Ability to work under pressure and manage multiple tasks, projects, and meet deadlines. Ability to coordinate diverse functions of the City organization and work productively with a diverse range of people to advance the City’s goals and objectives. Ability to maintain professional and courteous manner at all times.

EDUCATION AND EXPERIENCE:  Four (4) year degree with emphasis in public administration or related field.  Four (4) years of professional experience as a director of administration or equivalent.  Other combinations of education and experience which could provide the required knowledge, skills and abilities listed will be evaluated on an individual basis.

LICENSES AND SPECIAL REQUIREMENTS:  Valid Alaska Drivers License or ability to obtain within 30 days of employment.  As a condition of employment, this position is subject to a background check and successful completion of pre-employment drug screening.

SALARY:  Starting salary is DOE.  

TO APPLY: Please submit a City of Whittier application, resume, cover letter with five professional references, a reference release form, and a writing sample.  Position is open until filled.  Job descriptions, applications, and reference release forms are available at City Hall, by 907-472-2327, or by downloading at www.whittieralaska.gov or by calling 907-472-2327. Please send a completed application, letter of interest, and resume to the City Manager’s Office, City of Whittier, P.O. Box 608, Whittier, Alaska, 99693.
Direct deposit of payroll is mandatory within 30 days of employment.

The City of Whittier is an equal opportunity employer and a “drug free” workplace.
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