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Position Description
City Administrative Officer





CLASS TITLE – City Administrative Officer 

CHARACTERISTICS OF THE CLASS – City Administrative Officer (CAO) is an executive level position involving directing, assisting, and advising the Executive and Legislative Authority of the City in planning, organizing, coordinating and evaluating all administrative activities and functions. This position is appointed by and reports to the Mayor. 

ESSENTIAL FUNCTIONS – Plans, organizes, coordinates, and evaluates the administrative functions of the Municipal Government and provides general oversight of city operations in conjunction with the Executive and Legislative Authority pursuant to KRS 83A.090. Ability to communicate professionally and accurately; Ability to establish and maintain effective working relationships with other City Employees, Officials, Government Agencies, residents, businesses and the general public; Ability to prepare and implement the City Operating and Capital Budget; Ability to oversee Financial Affairs of the City to include expenditures, revenues, investments, and risk management; Ability to apply Federal, State, and Local Laws and Ordinances to the operation of a City government; Ability to effectively supervise all City Employees in the performance of departmental activities and provide adequate training as needed; Ability to perform duties according to the direction of all City Ordinances, the Personnel Policy Manual, Kentucky Revised Statutes, Roberts Rules of Order, and all other necessary guidelines; Ability to perform Economic Development Activities to encourage the retention and attraction of businesses within the City; Ability to prepare accurate reports. Additionally serve as the Alcohol Beverage Control Coordinator; Serve as the Personnel Administrator; Serve as Public Relations Officer. 

JOB DUTIES – Assist and advise the Executive Authority in the planning, organizing, supervising, coordinating, and evaluating all activities and functions of the City; Receive and respond to Citizen Complaints and inquiries; Performs research activities for policy formulation, prepares policy recommendations, and oversees implementation of all policy; Performs mathematical calculations to complete the Administrative and Financial Task of the position; Prepares and administers the City Operating and Capital Budget; Assists Department Heads with program implementation and administration; Supervises the accurate preparation, retention and maintenance of payroll and operating records of the City; Recommends and implements personnel actions including employment, benefit administration, promotions, salary increases, suspension, dismissal, etc.; Prepares and delivers oral and written reports as requested; Attends all City Council Meetings; Represents Executive and Legislative Personnel at meetings, public functions, and various organizations; Provides support for all committees and boards established by the City; Serves as a liaison to the Media; Oversees City purchasing procedures; Plans for and recommends the purchase of supplies and equipment for the City; Administers Grant Programs for the City; on call 24 hours a day. 

DESIRABLE TRAINING AND EXPERIENCE – Graduation from a four (4) year college or university (Master’s Degree Preferred) with a degree in Public or Business Administration or related field, supplemented by extensive work experience in the fields of professional municipal management , financial, accounting, or governmental agency including progressively responsible experience in the supervision of employees; or any combination of education, training, and experience which provides the necessary knowledge, skills, and abilities. 


KNOWLEDGE, SKILLS, AND ABILITIES – Extensive knowledge of the principles and practices of public administration with emphasis on planning, implementation, execution, and evaluation of policies and programs; Extensive knowledge of Federal, State, and Local Laws including Administrative Policies/Regulations, Ordinances, and Zoning matters related to local government operations and reporting requirements; Ability to communicate effectively and accurately both orally and in writing; Ability to work with contractors, vendors, and other governmental organizations and agencies; Ability to establish and maintain effective working relationships with City Employees, Government Officials and Agencies, the media, business owners and the general public; extensive knowledge of the City’s jurisdiction; Ability to accurately perform mathematical calculations; Ability to effectively supervise all departmental employees, the performance of departmental activities, and provide adequate training as needed; Knowledge regarding the use and application of modern technology. 

NECESSARY SPECIAL REQUIREMENTS – Must be bondable.

LEGAL REQUIREMENTS – An individual in this class must meet the requirements of all applicable Kentucky Revised Statutes, and Local Ordinances, with regards to a person in this classification. 


THE ABOVE IS INTENDED TO DESCRIBE THE GENERAL CONTENT OF AND THE REQUIREMENTS FOR THE PERFORMANCE OF THIS POSITION. IT IS NOT TO BE CONSTRUED AS AN EXHAUSTIVE STATEMENT OF DUTIES, REQUIREMENTS OR RESPONSIBILITIES.

The City of Fort Wright is an Equal Opportunity Employer.
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