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Job Title:	City Manager
Department:	Administrative and Finance Department
Supervisor:	City of Kwethluk, Alaska Council

Description:	
The City Manager will be in direct supervision of the City Council. The City Manager is responsible for the City of Kwethluk finance operations, reports, capital improvement programs, and serves as a personnel officer. Exercises custody over all real and personal property of the Municipality of Kwethluk, Alaska. Except for the property of the school district.

Duties and Responsibilities:
· Appoint/suspend or terminate City employees and Administrative officials as provided in City of Kwethluk personnel policies and procedures.
· Supervise the enforcement of the City of Kwethluk laws and carry out the directives of the council.
· Prepare and submit an annual budget, capital improvement programs for consideration by the council, and execute the adopted budget and capital improvement program.
· Make monthly financial reports and other reports on City finances and operations as required by the council.
· Exercise custody over real and personal property of the City.
· Serve as personnel officer, unless the council authorizes the mayor to appoint a personnel officer.
· Perform such other duties as required by law or ordinance or lawfully prescribed by the council.
· Provide direction for the construction, maintenance, and operation of City public works projects.
· Serve as a director of civil defense and prepare for emergency situations months in advance.
· Attend and participate in City Council meetings.
· Acquire, manage, and dispose of real property according to city ordinance.
· Provide City government programs, community development, and other services not specifically assigned to any city department.
Qualifications:
1) Must have a high school diploma, or GED equivalent.
2) Knowledge of operations of municipal government, and title 29 statutes
3) Minimum of 2 (two) years work experience with administrative background or have a certificate or degree from an accredited institution with Business and Administrative studies. 
Salary: To be determined- depending on experience.
Closing Date: Open Until Filled.
image1.png
City of Kwethluk

254 Jay Hammond Way Box 50 - Kwethiuk, Alaska 99621
Phone (907)757-6022 - (907)757-6497 Fax - cityclerk@cityofiowethiuk com





