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PURPOSE 
The purpose of this profile is to clarify the skills and attributes that the City of Charles Town Council is looking for 
in a City Manager.  All those involved in the hiring and selection process should have a copy of this profile, so that 
everyone is working from a common understanding of the type of person Council is seeking. It is intended to be 
utilized as the primary criteria in evaluating candidates. This profile will also be shared with candidates who apply 
for the position so that they have a clear picture of Council's preferences and present their qualifications 
accordingly. 
 
EDUCATION AND EXPERIENCE 
A bachelor's degree is required; a master's degree is preferred. Degrees in public administration, business, or 
closely related fields are preferred. 
 
A minimum of three years of public administration experience is required, with five years preferred. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
The City Manager must demonstrate skills in leadership, communication, administration, and Council 
relations.  
 
Leadership. Candidates must demonstrate past performance in crafting and articulating a vision and inspiring 
others to make that vision a reality. They must demonstrate an ability to find common ground among people 
with diverse points of view, inspire staff, and advance an agenda that is both visionary and practical. They must 
show the ability to carefully assess the strengths, weaknesses, barriers, and opportunities for a problem or situation, 
and craft and advance a plan of action for success. Past performance should demonstrate the ability to be 
innovative, think strategically, and develop programs or processes to solve community problems or accomplish 
established goals. 
 
Communications. The candidate must demonstrate an ability to listen, to communicate complex ideas in a 
simple, clear way, and develop and maintain good relations with a broad spectrum of people and/or 
community groups. Excellent oral and written communication skills are a must. 
 
Administration. Candidates must demonstrate an ability to organize and manage people, an ability to meet 
budget targets and deadlines, and an ability to provide professional leadership in managing multiple priorities 
while maintaining stability in the ongoing provision of city services. Candidates should have demonstrated prior 
experience in managing a city or county budget. A strong financial background and experience in grant 
procurement is desirable as well as dealing with government-owned utility finances. Candidates must 
demonstrate a personality that can communicate the local government's goals and needs to employees. 
 
Council Relations. Candidates must have the ability to work with Council members to keep them informed and 
explain technical processes.  Candidates should be able to adequately inform the Council on a regular basis so 
there are no surprises. The person must be able to accept constructive criticism, when properly processed and 
given, and to implement the needed changes.  Candidates must be open and honest with the Council and able to 
present all sides of an issue that affect the locality. Candidates must be able to carry out the intentions and 
official directions of Council enthusiastically. 
 
Within this overall context, the city manager must evidence skills and experience in the following areas.   
 
Economic Development/Revitalization. The city manager must demonstrate skills and experience in creating and 
executing economic development and revitalization strategies, including strategies for blending the revitalization 



of a historic downtown with the citywide growth of new business and commercial development 
opportunities.  Knowledge of the national Main Street program will be helpful in executing on the 
downtown first focus outlined in the City’s comprehensive plan.     
 
Historic Tourism and Preservation. The city manager must respect the City's history, with skills for historic 
preservation, advancing historic tourism, and engaging the arts to promote Charles Town. 
 
Intergovernmental Relations. Candidates must be able to maintain a good working relationship with another 
closely aligned city government and a County government whose central offices grace the C ity's downtown.  The 
city manager must demonstrate an ability to represent the interest of the City's residents while working within 
the reality of an economic and social environment that is more regional. Candidates must demonstrate an 
ability to work with a spectrum of public agencies, including schools and state and federal agencies. 
 
Community Relations. Candidates must have demonstrated involvement in community activities. Experience 
working with and understanding the needs of the business community is highly desirable.   Candidates should be 
able to present a confident image of the local government to the community at large.  Candidates must be to 
demonstrate a positive, productive attitude toward citizens of the community. 
 
Infrastructure Planning and Implementation.  The city manager must demonstrate skills in prioritizing, planning, 
and implementing infrastructure projects, including but not limited to those associated with public water and 
wastewater systems and other municipal facilities. 
 
Housing Development.  The city manager must demonstrate experience facilitating the planning and zoning of new 
housing growth and knowledge of affordable housing policies and practices.   



 

CITY OF CHARLES TOWN 
CITY MANAGER JOB DESCRIPTION 

FEBRUARY 7, 2022 
 
 
Pay Range: Depends upon experience and qualifications 
 
POSITION SUMMARY 
The City Manager is the administrative leader for the City of Charles Town and the highest ranking staff 
member. As such, the City Manager is ultimately responsible for directing all operations, services and 
functions assigned to and provided by the various units of City government under the direction of the Mayor 
and City Council.  The only exception is the City Police Department, for which the Chief of Police is the 
administrative leader and reports directly to the Mayor. 
 
The City Manager also currently serves as City Clerk, City Treasurer, Chairperson of the Utility Board, and Zoning 
Administrator (when not otherwise assigned). 
 
The City Manager is empowered to exercise considerable managerial and administrative judgment in conducting 
the business of the City within the framework of established policies, prevailing federal, state, and local laws 
and/or at the directives of the City Council. The City Manager must possess strong leadership, communication, 
administrative skills, and the ability to foster a positive working relationship with City Council. 
 
This full-time position requires frequent attendance at evening meetings and occasional travel to meetings outside 
the local area. Overnight travel to Charleston, West Virginia and/or other locations for conferences, work sessions 
or position related training is also required. 
 
ESSENTIAL JOB FUNCTIONS 
Reporting directly to the City Council, the City Manager provides overall leadership for the City, serves as its chief 
executive, and is responsible for managing the City's day-to-day operations in accordance with all prevailing laws 
and/or established policies/guidelines. Specific responsibilities and duties include: 
 

1. Establish and maintain a positive working relationship with the Mayor and City Council.  Ensure that City 
Council meeting agendas are prepared, properly posted, and the minutes recorded. Attend and 
participate in all City Council meetings. 

2. Prepare at least a monthly City Manager's report to keep the Mayor and Council informed and 
updated. 

3. Ensure that meetings for standing committees of City Council and other established City boards, 
commissions or committees are conducted. Ensure that meeting agendas are prepared, properly posted, 
and committee reports prepared.  Attend or designate a proper staff member to attend and participate 
in these meetings. 

4. Assume a leadership role in the hiring, training, and career development of all direct-report City 
employees. Ensure that annual employee performance reviews for all such City employees are 
conducted and that all human resource issues be resolved in accordance with the City's personnel policies 
and prevailing state and federal laws or guidelines.     

5. Conduct regular staff meetings with department heads to coordinate work, establish priorities, exchange 
information, etc. 

6. Ensure the City's compliance with all federal, state, and local laws. 
7. Ensure that all City records, public documents, and data are kept and maintained in accordance 

with prevailing laws. 
8. Procure and administer grants in accordance with grant requirements. 



 

9. Obtain professional services as necessary for the City's functions such as attorneys, accounting firms, 
engineering firms, and/or others. 

10. Present a confident and responsive image of the City in communicating with the public and the media. 
11. Assume a leadership role in the development and implementation of economic development and 

revitalization strategies for the City. 
12. Establish and maintain a positive working relationship with the City of Ranson, other local municipalities, 

Jefferson County, and other governmental agencies and elected officials or representatives. 
13. Serves as City Treasurer and, as such, is ultimately responsible for managing the finances of the City in 

accordance with established policies and all prevailing federal, state, and local laws or guidelines. This 
includes, but is not limited to preparing, monitoring, and managing the City's annual operating budget; 
serving as custodian of all invested funds, bonds and notes; overseeing the maintenance of a general 
accounting system for the City and each of its departments/entities; and providing regular financial 
reports to City Council. 

14. Currently serves as Chairperson of the City's Utility Board and, as such, is responsible for representing 
the Mayor and Council's interests on the Board and keeping the Mayor and Council fully informed of Utility 
Board activities and policies. 

15. Currently serves as the City's Zoning Administrator (unless otherwise assigned) and, as such, is ultimately 
responsible for ensuring proper administration of the City's zoning ordinances and other related 
municipal codes.   

 
MINIMUM QUALIFICATIONS AND REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
Experience: A minimum of three years' experience in Public Administration is required, with five years preferred. 
A broad range of administrative and management experience is desirable in areas including, but not limited to 
strategic planning and leadership; financial management and budgeting; human resources; municipal 
administration; economic development/revitalization; historic tourism and preservation; intergovernmental 
relations; community relations, infrastructure planning, and housing development. 
 
Education: A Bachelor's degree is required; a Master's degree is preferred. Degrees in public administration, 
business or closely related fields are preferred. 
 
Other Requirements: This position also requires the possession of a valid driver's license. In order to meet 
bonding requirements, candidates must also submit to a background check.  
 
KNOWLEDGE, SKILLS AND ABILITIES 
Candidates shall possess and demonstrate the following knowledge, skills, and abilities:  
 

1. Strategic planning and leadership. 
2. Inter-personal skills necessary to establish and maintain effective working relationships with the City's 

Mayor, Council members, appointed board and committee members, City staff, and the general public. 
3. Strong oral and written communication skills. 
4. Knowledge of and the ability to apply good supervisory practices, office protocols, and ethical standards. 
5. A high degree of familiarity with financial reporting, budgeting, cash and debt management, fund and cost 

accounting, taxation formulas and processing, billing, purchasing, and payroll procedures. 
6. Proficient in use of computers and data processing technology. 
7. Self-motivation and the ability to prioritize and work independently on multiple and varied tasks. 
8. Ability to mediate and resolve problems effectively and efficiently. 
9. Ability to exercise sound judgment and tact when responding to problems or making decisions. 
10. Ability to perform under time sensitive demands. 

 
 



 

Reports Directly to: 
Review responsibility: 

Mayor and City Council 
Annually by Mayor and City Council via Personnel Committee 

PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT 
The physical demands and work environment described here are representative of those an employee 
encounters while performing the essential functions of the job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the job. 
 
An employee in this position spends the majority of time in an office setting with a controlled climate where 
they sit and work on a computer, communicate by telephone, email, or in person, and move around the office 
or travel to other locations to attend meetings. 

 
An employee in this position may be required to visit building and construction sites with difficult terrain.  An 
employee in this position must have the strength, stamina, and physical coordination needed to gain access to 
construction project sites. 

 


