
City of Rawlins 
Job Description 

 

Title:    Assistant to the City Manager  Code:   

Division: Administration  Effective Date:     12/2021 

Department: Administration  Last Revised:         

FLSA Status:   Exempt 
 

GENERAL PURPOSE 
 
Performs a variety of professional executive and administrative duties related to the management of special projects and 
departmental support as assigned by the City Manager.    
 
SUPERVISION RECEIVED 
 
Works under the general supervision of the City Manager.  
 
SUPERVISION EXERCISED 
 
May, upon designation, act as the City Manager in their absence. May supervise personnel as assigned.    
 
ESSENTIAL FUNCTIONS 
 
Strategic Planning & Operations Assessment: Assists in accomplishing the City Council’s Strategic Plan; assists City Manager and 
individual departments with completion of projects in order to facilitate established goals/objectives; facilitates an environment that 
encourages interdepartmental cooperation; sharing of ideas and provides resources to Department Directors and staff. 
 
Develops feasibility research for City-wide recommendations received through the City Manager; promotes innovation, critical thinking 
and creativity in developing approaches and solutions to City needs.  Promotes, encourages and leads collaboratively in seeking new 
ways to share resources, ideas and best practices in order to optimize service delivery organization wide.  
 
Project Liaison:  Provides support directly to the City Manager by serving as a leader on major projects; expedites resolution of certain 
matters and provides special research and support to departments and the City Manager; assists departments in researching and 
implementing projects necessary for growth and sustainability.  Participates in the development of the annual City Budget.  
 
Actively participates in the development of the City’s strategic plan and strategies to achieve stated goals; performs all work duties 
and activities in accordance with City policies and procedures; works in a safe manner and reports any unsafe activities and conditions; 
provides support and leadership to city staff, as needed in relation to assigned areas of responsibility.  
 
Conducts research and implements programs supported by the Mayor and City Council; conducts complex and sensitive 
administrative, operational and management analyses, studies and research projects including those involving City-wide issues, 
programs, policies and procedures; Selects, adapts and applies appropriate research and statistical techniques; gathers and analyses 
data and information from various sources on a variety of specialized topics.  
 
Process & Operations Facilitation: Acts as a project facilitator in assigned areas of city management operations; participates in 
decision-making processes; prepares reports and materials addressing issues and operations; develops preliminary recommendations 
for alternative courses of action; represents the City Manager at various meetings and participates on various boards and commissions, 
outside government agencies, and other citizen groups relative to goals, actions, and activities of the City as assigned.    
 
Performs other duties as assigned. 
 
MINIMUM QUALIFICATIONS 
 
1. Education and Experience: 
 

A. Graduation from an accredited college with a Bachelor’s degree in business or public administration; 
AND 

B.  Two (2) years of experience in municipal and/or project management; 
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OR 

 



C. An equivalent combination of education and experience. 
 
2. Knowledge, Skills, and Abilities: 
 

Considerable knowledge of management theory, methods, and practices; municipal and fiscal accounting principles, practices 
and procedures; municipal organizations and department operations including applicable laws and regulations; budgeting, 
accounting and related statistical procedures; various revenue sources available to local governments including state and federal 
sources.  Considerable knowledge of state laws as they apply to city management practices; human resource management 
practices and procedures. 
 
Considerable skill in resolving disputes and complaints from the public; in the art of diplomacy, negotiations and cooperative 
problem solving; leadership and organizational behavior; establishing and maintaining effective working relationships with State, 
Federal, and other local officials, elected officials, subordinate staff, and city residents; in the operation of PC Computer and 
various software applications, i.e., MS Word, MS Excel, Power Point, etc. 
 
Ability to analyze a variety of financial problems and make decisions; coordinate a variety of intra-governmental policy matters 
between governing body and department heads; plan, organize, direct and supervise the work of professional and administrative 
subordinates; communicate effectively verbally and in writing; establish and maintain effective working relationships with the 
mayor and the city council, department heads, intergovernmental agencies, employees and the public. 
 

3. Special Qualifications: 
 

Must be bondable. 
 
4. Work Environment: 

 
Incumbent of the position performs in a typical office setting with appropriate climate controls.  Tasks require variety of physical 
activities, not generally involving muscular strain, such as walking, standing, stooping, sitting and reaching.  Continuous talking, 
hearing and seeing required in the normal course of performing the job.  Common eye, hand, finger dexterity required to perform 
essential functions.  Mental application utilizes memory for details, verbal instructions, critical thinking and creative problem 
solving.  Periodic travel required in normal course of job performance. 
 

***** 
Disclaimer:  The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this classification.  They 
are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified.  Job descriptions are not intended to and 
do not imply or create any employment, compensation, or contract rights to any person or persons.  Management reserves the right to add, delete, or modify 
any and/or all provisions of this description at any time as needed without notice.  This job description supersedes earlier versions. 
 

I _______________________________________________have reviewed the above disclaimer and job description. Date: ________________________ 
                                      (Employee)    
 
 
 


