CITY OF LICKING, MISSOURI
CITY ADMINISTRATOR
Position: City Administrator
Employment Type: Full-Time
Location: Licking, Missouri
Reports To: Mayor and Board of Aldermen
POSITION SUMMARY
The City of Licking is seeking a qualified and motivated professional to serve as City Administrator.
The City Administrator serves as the chief administrative assistant to the Mayor and the administrative officer of the City government. This position is responsible for planning, organizing, coordinating, and directing the City's administrative operations while ensuring that City work is completed in a timely manner and that applicable laws, ordinances, policies, and procedures are followed.
The City Administrator works closely with the Mayor, Board of Aldermen, department heads, City employees, boards and committees, residents, businesses, contractors, governmental agencies, and community organizations.
This is a hands-on municipal leadership position that requires strong organization, communication, financial management, problem-solving, and interpersonal skills.
ESSENTIAL RESPONSIBILITIES
Administration and Personnel
· Supervise the operation of City departments and coordinate the work of department heads.
· Work with department heads regarding employee procedures and personnel matters.
· Make recommendations to the Mayor and Board of Aldermen concerning hiring, termination, disciplinary actions, and other personnel matters.
· Recommend changes to personnel policies and implement policies after approval.
· Review and analyze recommendations concerning employee compensation and salary changes.
· Ensure City operations are conducted in accordance with established policies, ordinances, and applicable law.
Purchasing and Contracts
· Review and approve purchases, invoices, and accounts payable information.
· Assist with the City's bidding and purchasing processes when necessary.
· Maintain, develop, and analyze contractual agreements.
· Monitor contracts to ensure that the City and other parties fulfill their obligations.
· Oversee special projects and monitor progress, schedules, and budgets.
· Visit project sites as necessary to monitor progress and timelines.
Budget and Financial Administration
· Work with department heads to identify current and future operational needs and goals.
· Assess departmental capital and resource needs.
· Work with the City Clerk to examine proposed revenues.
· Work with department heads and the Board of Aldermen to align proposed revenues and expenditures.
· Prepare and present the City's annual budget for consideration by the Board of Aldermen.
· Implement the approved budget.
· Develop and recommend budget amendments when necessary.
· Review monthly revenue and expense statements and work with department heads to address problem areas.
· Monitor expenditures and cash flow.
· Provide monthly reports to the Mayor and Board of Aldermen regarding the financial condition of the City.
· Work with the City's auditing firm to ensure annual audits are accurate and complete.
· Prepare and present an annual report concerning the affairs of the City.
Board of Aldermen and Municipal Government
· Prepare reports and materials for Board of Aldermen meetings, agendas, and packets.
· Provide information and research requested by the Board.
· Identify planning, zoning, operational, financial, and other issues affecting the community.
· Make recommendations to the Mayor and Board based on research and available information.
· Assist the Board in evaluating issues and making informed decisions.
· Attend meetings as required.
Boards and Committees
· Work with City boards and committees to coordinate their activities and support effective municipal operations.
· Serve as a liaison to boards and commissions as directed or necessary.
Economic Development and Planning
· Promote the City through economic development activities.
· Work with businesses, community organizations, governmental agencies, and other partners on economic development opportunities.
· Oversee zoning changes and variance requests.
· Support responsible community growth using sound economic development principles.
· Identify opportunities that may benefit the City's economic development and quality of life.
Grants
· Identify and apply for available grants for which the City may be eligible.
· Determine City needs and potential funding opportunities.
· Work with department heads to develop grant applications and project proposals.
· Administer grants awarded to the City.
· Manage grant-funded projects.
· Ensure compliance with grant requirements, deadlines, reporting obligations, and applicable regulations.
Intergovernmental Relations
· Maintain effective communication with county, state, and federal governmental agencies.
· Coordinate assistance and special projects involving other governmental units.
· Explore opportunities for shared services and resources.
· Assist with negotiating and implementing intergovernmental agreements.
· Work with state and federal agencies concerning infrastructure, natural resources, and other municipal matters.
Public Relations and Community Relations
· Work with local media and community organizations on public relations and civic education.
· Communicate City information to residents and the public.
· Issue news releases and other public communications as appropriate.
· Speak to local clubs, schools, and community organizations when requested.
· Assist with resolving citizen concerns and complaints when appropriate.
· Maintain professional and productive relationships with residents, businesses, community organizations, and other stakeholders.
Records, Legal and Property Administration
· Maintain full and accurate records of actions taken in the course of City administrative duties.
· Safely and properly maintain City records and papers.
· Serve as custodian of the City seal, ordinances, and resolutions.
· Coordinate municipal legal matters with the City's attorneys.
· Administer leases involving City property.

Other Responsibilities
· Attend state and regional conferences and training programs applicable to municipal administration and the City of Licking.
· Perform all duties and functions required by Missouri law.
· Perform duties required by City ordinance and policies.
· Perform other duties assigned by proper authority, including the Mayor and Board of Aldermen.
· Respond to emergency situations and attend meetings or events as required by the position.
MINIMUM QUALIFICATIONS
The City of Licking Personnel Manual establishes the following minimum education and experience requirement:
· An associate degree in management, public administration, or a related field; or
· At least five years of progressively responsible experience in a business or management position.
KNOWLEDGE, SKILLS AND ABILITIES
The successful candidate should demonstrate:
· Knowledge of municipal government and basic municipal functions.
· Strong organizational and administrative skills.
· Ability to understand and apply policies, ordinances, procedures, and applicable laws.
· Ability to manage multiple projects, deadlines, and priorities.
· Ability to analyze financial and operational information.
· Strong written and verbal communication skills.
· Ability to work effectively with elected officials, employees, residents, businesses, contractors, and governmental agencies.
· Ability to follow oral and written instructions and perform assigned duties competently.
· Proficiency with common office equipment and computer-based administrative tools.
· Sound judgment, professionalism, discretion, and attention to detail.
· Ability to work independently while maintaining effective communication with the Mayor and Board of Aldermen.
LICENSING AND OTHER REQUIREMENTS
· Must possess a valid driver's license.
· Must be available to attend meetings as required.
· Position may require overtime, emergency call-in, or work outside normal business hours.
· Must be able to establish and maintain effective working relationships with City officials, employees, residents, and the public.
PHYSICAL AND WORKING ENVIRONMENT
The position is primarily performed indoors in an office environment, with occasional exposure to outdoor conditions as required by City projects, facilities, inspections, and other municipal activities.
The position requires the ability to sit for extended periods and regularly use computers and other office equipment. The position may require bending, squatting, climbing, twisting, kneeling, reaching, lifting and carrying objects weighing up to 25 pounds, and pushing or pulling up to 50 pounds.
The City Administrator may experience frequent interruptions from employees, residents, contractors, and members of the public and must be able to effectively manage competing demands.
COMPENSATION AND BENEFITS
Salary: To be determined based on qualifications and experience.
The City of Licking offers a benefits package in accordance with City policy and the City's Personnel Manual.
Specific compensation and benefits will be discussed with qualified candidates during the interview process.

HOW TO APPLY
Interested candidates should submit:
1. A current resume
2. A cover letter explaining your interest in serving as City Administrator for the City of Licking
3. Three professional references
Applications should be submitted to:
City of Licking
Attn: Mayor and Board of Aldermen
125 South Main Street
Licking, MO 65542
Email: cityoflicking.mayor@gmail.com
The City of Licking is an equal opportunity employer. Employment decisions are made in accordance with applicable federal, state, and local requirements and City policy.
