RESOLUTION NO. 2015-138

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CALISTOGA,
COUNTY OF NAPA, STATE OF CALIFORNIA APPROVING A JOB DESCRIPTION
FOR THE CITY MANAGER POSITION

WHEREAS, the City Council has reviewed and considered the recommendations
contained in the Koff & Associates Classification and Compensation Study prepared for
the City of Calistoga and accepted by the City Council on May 5, 2015; and

WHEREAS, there is a need to have the City Manager position classification
updated to reflect present industry standards and the needs of the City of Calistoga.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of
Calistoga hereby rescinds any section of previous resolution(s) adopted by the City
Council that establishes a City Manager class or job description for the City Manager.

NOW, THEREFORE, BE IT FURTHER RESOLVED that the City Council of the
City of Calistoga hereby approves the City Manager job description as set forth in
Exhibit A to this Resolution.

PASSED, APPROVED, AND ADOPTED by the City Council of the City of
Calistoga at a regular meeting held this 1st day of December, 2015 by the following vote:

AYES: Councilmembers Kraus, Barnes and Lopez-Ortega, Vice Mayor
Dunsford and Mayor Canning
NOES: NONE

ABSTAIN: NONE
ABSENT: NONE
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CHRIS CANNING; Mayor

ATTEST:
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MELISSA VELASQUEZ, Deputy-City Clerk
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EXHIBIT A

DECEMBER 2014
FLSA: EXEMPT

CITY MANAGER
DEFINITION

Under policy direction, plans, organizes, and provides administrative direction and oversight for all City
functions and activities; provides policy guidance and program evaluation to the City Council and
management staff, encourages and facilitates provision of services to City residents and businesses;
fosters cooperative working relationships with State and local intergovernmental and regulatory agencies
and various public and private groups; pursues appropriate avenues of economic and community
development; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative and general policy direction from the City Council, The work provides for a
wide variety of independent decision-making, within legal and general policy and regulatory guidelines.
Exercises general direction and supervision to the entire City staff through subordinate levels of
management and supervision.

CLASS CHARACTERISTICS

The City Manager serves as the Chief Executive Officer of the City, accountable to the City Council and
responsible for enforcement of all City codes, ordinances, and regulations, the conduct of all financial
activities, and the efficient and economical performance of the City’s operations.

EXAMPLES OF TYPICAL FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Sunctions of the job.

> Plans, organizes, and administers operations of the City either directly or through subordinate
management and supervisory staff;, coordinates and evaluates the work of the City in accordance with
applicable laws, codes, and regulations and adopted policies and objectives of the City Council.

> Directs and coordinates the development and implementation of goals, objectives, and programs for
the City Council and the City; develops administrative policies, procedures, and work standards to
ensure that the goals and objectives are met and that programs provide mandated services in an
effective, efficient, and economical manner.

»  Oversees the preparation of the annual budget for the City; authorizes directly or through staff, budget
transfers, cxpenditures, and purchases; provides information regarding the financial condition and
needs to the City Council.

> Advises the City Council on issues, programs, and financial status; prepares and recommends long-
and short-term plans for City service provision, capital improvements, and funding; and directs the
development of specific proposals for action regarding current and future City needs.

»  Oversees the administration, construction, use, and maintenance of all City facilities and equipment,
including buildings, parks, facilities, and other public property.

> Represents the City and the Council in meetings with governmental agencies, community groups, and
various business, professional, educational, regulatory, and legislative organizations.
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City Manager
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» Direct the preparation of and prepare clear and concise reports, correspondence, policies, procedures,
and other written materials.

Analyze problems, identify altemative solutions, project consequences of proposed actions, and
implement recommendations in support of goals,

Use sound independent judgment within general legal, policy, and procedural guidelines.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate office equipment and computer applications related to the work.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.
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Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications wouid be:

Equivalent to graduation from a four-year college or university with major coursework in public or
business administration, public policy, finance, or a related field and ten (10) years of management or
administrative experience in a public agency setting as a City Manager, Assistant City Manager, or in a
related administrative/managerial capacity involving responsibility for planning, organization, and
implementation, including five (5) years of management or supervisory experience. An equivalent to a
Master’s Degree in Public or Business Administration is highly desired.

Licenses and Certifications:
> Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.
PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; to operate a motor vehicle and to visit various City and meeting sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person, before groups, and
over the telephone. This is primarily a sedentary office classification although standing and walking
between work areas may be required. Finger dexterity is needed to access, enter, and retrieve data using a
computer keyboard or calculator and to operate standard office equipment. Positions in this classification
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file
information. Employees must possess the ability to lift, carry, push, and pull materials and objects
weighing up to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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