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City and Borough
SItka, Alaska
Class Specification

Class Title Administrator

Class Code Number 1100

FLSA Designation Exempt (Executive)

Pay Grade and Range 42

Effective Date September 2010

General Statement of Duties

Plans, organizes and directs the operations and activities of the City and Borough government of Sitka;
performs related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to serve as the chief administrative officer for the
City and Borough. The work Is performed under the direct supervision of the City Assembly but extensive
leeway is granted for the exercise of independent judgment and initiative. Direct supervision is exercised
over the work of all Department Heads within the City and Borough Government and subsequent
responsibility for all personnel within the municipality. An employee in this class performs the duties of
other employees in the City and Borough Administration as is necessary or requested by the City and
Borough Assembly. The nature of the work performed requires that an employee in this class establish
and maintain effective working relationships with other Department and City employees, State and
Federal officials, business organizations and the public. The principal duties of this class are performed In
a general office environment.

Examples of Essential Work (Illustrative Only)

Plans, directs, administers and supervises the work of directors of all City and Borough
administrative departments as established by the City and Borough Charter and applicable
ordinances;

Appoints and removes the heads of administrative departments according to City and
Borough administrative needs, the City and Borough Charter and all applicable ordinances;
Oversees all City and Borough department heads, communicating policies and procedures of
the City and Borough Assembly and ensuring professionalism, efficiency and effectiveness in all
operations;
Ensures proper custody of municipal property, funds and assets;
Directs and supervises the construction, maintenance and operation of the Municipal Public Works;
Prepares a proposed annual City and Borough budget and capital improvement plan and submits
all figures to the City and Borough Assembly;
Monitors the budget and reports to the City and Borough Assembly on the financial condition and the
needs of the municipality;






