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	CITY OF COLUSA

425 Webster St.

Colusa, Ca 95932

(530) 458-4941


City of Colusa                                                                
Established July  2025
FLSA Status: Exempt        
                                       Unit: Department Head
Assistant City Manager
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the classification.  Class specifications are not intended to reflect all duties performed within the job.

DEFINITION 

Under general direction, plans, directs, manages and evaluates the activities and operations of several departments as assigned;  provides expert professional assistance and support to the City Manager, City Council, and Department Heads; develops and implements policies; promotes effective and efficient operations throughout the organization by facilitating interdepartmental cooperation and sharing of resources; undertakes special projects as assigned;  ensures that performance objectives are established and accomplished in response to the goals and objectives adopted by the City Council; and serves as acting City Manager as required.  The Assistant City Manager is an at-will  position that serves at the pleasure of the City Manager.
. Key Responsibilities:

Financial Management & Government Accounting:
Assist in the development, oversight, and monitoring of the City’s annual budget.

Provide financial analysis, forecasting, and reporting to support City-wide decision-making.

Ensure compliance with governmental accounting standards (GASB) and internal financial controls.

Oversee accounting processes, audits, and reporting in collaboration with the Finance Department.

Grant Writing & Administration:
Identify, research, and pursue federal, state, and private grant opportunities aligned with City goals.

Prepare and submit grant applications in coordination with department heads.

Manage awarded grants including compliance, budgeting, reporting, and close-out processes.

Track and report performance metrics related to grant-funded programs and initiatives.
Executive Leadership:
Act as a key advisor to the City Manager on financial, operational, and administrative matters.

Represent the City Manager in interdepartmental and external meetings as assigned.

Collaborate with department heads to improve efficiency, accountability, and service delivery.

Lead or support strategic initiatives and special projects as directed by the City Manager.

Key Skills & Competencies:
Exceptional analytical and organizational skills.

Strong written and verbal communication skills.

Ability to manage multiple priorities under tight deadlines.

Collaborative leadership style with a commitment to transparency and public service.

High level of discretion, integrity, and professionalism.

SUPERVISION RECEIVED AND EXERCISED
Receives immediate supervision from the City Manager.

Exercises supervision over the mid management, Department Heads and rank-and-file City Staff.   


Minimum Qualifications
 Any combination of training and experience that would provide the required knowledge, skills and abilities is qualifying. A typical way to obtain the required qualifications would be:
 Equivalent to a bachelor’s degree with major course work in finance, accounting, economics, public or business administration, or a closely related field, and five (5) years of increasing responsibility, management experience in municipal government, including three years as head of a city department or major division. 
 GENERAL QUALIFICATIONS 
License Requirement a valid California Class C driver license or higher with a satisfactory driving record is required at the time of appointment. Individuals who do not meet this requirement due to a disability will be reviewed on a case-by-case basis.
.
Working Conditions
The incumbent work in an office environment with moderate noise levels, controlled temperature conditions and no direct exposure to hazardous physical substances and may interact with upset staff and/or public representatives in interpreting and enforcing departmental policies and procedures. Employees may be required to work on evenings, weekends and holidays, and participate in after-hours on-call assignments.

The contents of this class specification shall not be construed to constitute any expressed or implied warranty or guarantee, nor shall it constitute a contract of employment.  Terms and conditions of employment are determined through a meet and confer process and are subject to the Memorandum of Understanding currently in effect.

