TOWN OF PORTOLA VALLEY
TOWN MANAGER

Class specifications are infended fo present a descriptive list of the range of
duties performed by employees in the class. Specifications are not intended to
reflect all duties performed within the job.

DUTIES AND OBLIGATIONS

The Town Manager shall be the administrative head of the Town government
under the direction and control of the Town Council. The Town Manager shall
be responsible for the efficient administration of all affairs of the Town and shall
assume full management responsibility for all Town operations. The Town
Manager shall work with the Town Council to direct the development and
impiementation "of the Town's goals, objectives, policies and priorities. In
consultation with the Town Council, the Town Manager shall develop strategic
planning processes to guide the future of the Town. The Town Manager shall
perform functions directed and assigned by the Town Council.

A. Performance of Duties. To perform such duties and obligations and
exercise such powers as may be delegated to him/her from time to time by
ordinance, resolution, or other action of the Town Council. To perform the
functions identified in the Portola Valley Municipal Code, including but not
limited to the functions of Town Treasurer and Director of Emergency
Services.

B. Attendance at Meetings. To attend all meetings of the Town Council,
unless excused therefrom, except when his/her removal is under
consideration. To attend, when appropriate, the meetings of Town
commissions and committees. To attend and represent the Town at
meetings of outside agencies and organizations.

C. Administration. To provide highly responsible and complex administrative
support to the Town Council, including, but not limited to staffing
assistance, preparing and presenting staff reports and other necessary
documents. To provide staff support to Town commissions and
commitiees. To coordinate Town activities with those of other cities,
counties and outside agencies and organizations.

D. Authority. To control, order and give direction to all department heads,
subordinate officers, and employees of the Town, including those appointed
by contract or agreement, except elected officers and the Town Attorney.
To appoint, remove, promote, and demote employees of the Town, except
the Town Attomey. To recommend to the Town Council such organization
of offices, positions and departments as may be indicated in the interests of
the efficient, effective, and economical conduct of the business of the Town.



To assess and monitor workload, administrative support systems and
internal reporting relationships and identify opportunities for improvement.
To select, motivate and evaluate personnel and consultants. To resolve
personnel concerns and issues unrelated to the Town Manager in
accordance with Town policy and to cooperate in the resolution of any
concerns and issues related to the Town Manager.

. Service Delivery. To monitor and evaluate the efficiency and
effectiveness of service delivery methods and procedures and to allocate
staffing resources accordingly. To plan direct and coordinate, through
staff and consultants, the work plan for the Town. To meet with
appropriate staff and consultants to identify and resolve problems. To
assess the need for, select and evaluate contract services. To work
with, promote and encourage the use of voiunteers.

. Law Enforcement.  To enforce any of the provisions of the Portola Valley
Municipal Code or any other ordinance of the Town, or any rule, regulation
or order promulgated or issued pursuant to the Portola Valley Municipal
Code, and to ascertain that all contracts, permits and privileges granted by
the Town are faithfully observed.

. Recommendation of Legislation. To recommend to the Town Council for
adoption such measures and ordinances as he/she deems necessary or
expedient. To monitor State and Federal legislation and recommend
appropriate action to the Town Council as needed. To attend and
participate in professional group meetings and stay abreast of new trends
and innovations in the field of public administration and management.

. Finances. To keep the Town Council at all times fully advised as to the
financial conditions and needs of the Town. To prepare and submit to the
Town Council for its approval the proposed annual budget and the
proposed compensation plan. To approve expenditures and implement
budgetary adjustments as appropriate and necessary.

. Purchases and Expenditures. To purchase all supplies for all the

departments or divisions of the Town. No expenditure shall be submitted to
the Town Council, except with the report and approval of the Town
Manager.

. Gonduct. To conduct him or herself with due regard to public conventions
and morals. To refrain from engaging in any conduct that would reasonably
tend to degrade him or herself or bring the Town into public hatred,
contempt or ridicule, or tend to offend the community.

. Communication. To respond to media inquiries, Town Council



concerns, issues and community needs. To respond to and resolve
difficult and sensitive citizen inquiries and complaints.

QUALIFICATIONS
Knowledge of current:

Ability to:
[ ]

Operations, services and activities of a municipality.

Advanced principles and practices of public administration.

Principles and practices of program development and administration.
Principles and practices of municipal budget preparation and administration.
Principles and practices of personne! administration.

Principles of supervision, training and performance evaluation.

Principles of business letter writing and report preparation.

Rules and regulations governing public meetings.

Pertinent Federal, State and local laws, codes and regulations.

Plan, organize and direct the work of lower level staff and consultants.
Select, supervise, train and evaluate staff.

Delegate authority and responsibility.

Direct and manage the operations, services and activities of a municipality.
Identify and respond to community and Town Council issues, concerns and
needs. ‘

in consultation with the Town Council, develop and administer
departmental goals, objectives and procedures.

Prepare clear and concise administrative and financial reports.

Prepare and administer large and complex budgets.

Analyze problems, identify altemative solutions, project consequences of
proposed actions and implement recommendations in support of goals.
Research, analyze and evaluate new service delivery methods and
techniques.

Interpret and apply Federal, State and local policies, laws and regulations.
Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted
in the course of work.

Maintain physical condition appropriate to the performance of assigned
duties and responsibilities.

Work in a political environment.

Experience and Training Guidelines

Any combination of experience and training that would likely provide the required
knowledge and abilities is desirable. A typical way to obtain the knowledge and
abilities would be:



Town Manager
Position Description

Experience: :
At least five (5) years of experience with increasing responsibility in

municipal government, including significant administrative and supervisory
responsibility. :

Training:

Equivalent to a Bachelor's degree from an accredited college or university
with major course work in public administration, business administration or a
related field. An MPA or equivalent additional experience is desirable.



