




JOB DESCRIPTION 
City of Liberty Lake 

CITY ADMINISTRATOR 
 
 

DEFINITION:  The City Administrator, under the direction, supervision and authority 
of the Mayor, is the executive officer and liaison officer for the City.  This position 
directs the administration of city government functions and services, and provides 
leadership in the long and short term goals of the city.  Typically makes 
recommendations to the Mayor and Council for action.  This is a non-union, exempt 
position. 
 
JOB LOCATION:  Primarily located in City Hall as well as in and around the City of 
Liberty Lake.  Represents the Mayor as needed. 
 
ESSENTIAL FUNCTIONS OF THE JOB:  Under the direction and supervision of the 
Mayor, the City Administrator manages, coordinates, formulates and monitors internal 
operating policies that facilitate achieving efficient and fair delivery of services for the 
City of Liberty Lake.  The City Administrator must coordinate and direct various city 
departments.  In conjunction with the Mayor and Finance Director, he or she must 
prepare and submit the annual budget for the City of Liberty Lake.  The Administrator is 
responsible for all purchases and expenditures by city offices, departments, commissions 
and boards in carrying out the requirements of City ordinances, resolutions and policies 
of the City Council.  This position is the primary contact for the news media for the City.  
The City Administrator is expected to participate in the community activities and to 
attend many morning, noon and night meetings, both in the City and in the surrounding 
community.  Is expected to attend all Board and Commission meetings as well as 
organizing and attending City Council and Council committee meetings. 
 
ADDITIONAL EXAMPLES OF WORK PERFORMED:  The City Administrator 
assists the Mayor generally in conducting the city’s business in all matters and performs 
such other duties and assumes such other responsibilities as the Mayor may direct.  
He/she has contact with citizens, personnel of all departments and divisions, the business 
community, neighborhood organizations and City council members.  This person may be 
involved in highly sensitive and/or emotional interactions requiring skill in gaining the 
trust and confidence of others.  This person should have skills in conflict resolution as 
well as labor negotiations and contract interpretation.  Interaction with management 
professionals of other agencies and jurisdictions is encouraged to keep current on trends 
and new developments in the field of municipal management. 
 
REQUIRED KNOWLEDGE AND ABILITIES:  The City Administrator must have a 
working knowledge of the functions and processes of City government, preferably having 
prior experience as a City Administrator , Assistant City Administrator,  Public Works 
Director  or a Director of related field operations in a comparable city or county.  He or 
she must be able to manage, coordinate and direct activities of the various departments in 
the City of Liberty Lake, providing leadership to four or more department heads and 



effective negotiation abilities with one labor union.     Must have a thorough knowledge 
of municipal, state and federal laws as well as understanding municipal organization 
structures and issues.  Must have the ability to establish and maintain effective working 
relationships with coworkers, other agencies and the public.  Must have the mental and 
physical ability to endure a demanding, high stress position. 
 
QUALIFICATIONS:  The City Administrator must have a bachelor’s degree from an 
accredited university in business, finance, public administration, business management or 
a  closely related field.  A masters degree is preferred.  Must have at least 5 to 7 years city 
or county governmental managerial experience which includes responsibilities for 
operations, budgeting and managing personnel with a desired emphasis on Public Works, 
Public Work Projects, Economic Development, and Capitol Facilities Planning.  This 
person must have a working knowledge of government finance with proven experience in 
administering budgets and must also possess high level communication skills.  Must 
possess or be able to maintain a Washington State driver’s license.  Must be able to 
successfully withstand an extensive background check. 
 
This appointment will be made in accordance with the Liberty Lake Municipal Code. The 
City Administrator is an at-will employee and serves at the pleasure of the Mayor. The 
appointment must be confirmed by a majority of the City Council.  The City of Liberty 
Lake will have a residency requirement for this position which is currently under review. 
 






