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JOB TITLE:  Director 
DEPARTMENT/DIVISION:  Various 
REPORTS TO:  Assistant City Manager or City Manager 
 
SUMMARY:  Responsible for performing complex administrative work in the planning, 
directing and oversight of departmental services and resources.  Responsible for strategic 
planning, setting policy, and providing direction to managers in order to achieve departmental 
goals and objectives.  Work is performed under administrative review. 
 
ESSENTIAL JOB FUNCTIONS: 
 

• Supervises staff to include: prioritizing and assigning work; conducting performance 
evaluations; ensuring staff is trained; ensuring that employees follow policies and 
procedures, and maintaining a healthy and safe working environment; and, making 
hiring, termination, and disciplinary recommendations. 

• Develops, implements, and evaluates departmental policies, procedures, strategies, and 
goals.  Maintains, updates, and ensures procedural compliance for programs. 

• Provides advice in area of expertise to City Officials, City Council, and management 
teams. 

• Provides advanced administrative support to the City Council, Assistant City Manager, 
and City Manager in support of organizational goals and objectives. 

• Facilitates, leads, and/or participates in meetings and/or proceedings.  Represents the 
department and City at meetings and conferences.  Serves as a liaison between 
departments, external organizations, the general public, and other agencies. 

• Serves on a variety of internal and external committees, task forces, and other agency 
committees to secure advocacy and influence support for programs and ideals. 

• Provides complex administrative assistance and support to Executive management and 
the City Council.  Develops complex reports and correspondence. 

• Researches, analyzes, and makes recommendations for cost effective improvements in 
departmental operations.  Designs, administers, and evaluates departmental programs and 
services. 

• Responds to requests for information and provides subject-matter-expert guidance to 
other departments, patrons, the general public, and/or external agencies. 

• Evaluates and communicates the impact of potential legal or regulatory changes on the 
organization. 

• Directs and oversees the preparation and administration of departmental budgets, 
financial reports, and operational and/or capital improvement budgets.  Monitors 
revenues and expenditures.  Reviews financial statements and manages financial 
operations. 

• Performs other duties as assigned. 

DATE July 2024 
JOB CODE  
FLSA EXECUTIVE 

EXEMPT 
EEO  
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POSITION SPECIFIC JOB FUNCTIONS: 
Customer Service 

• Directs the overall operation of the Resolution Center and Municipal Court ensuring a 
high level of customer service to Carrollton citizens and customers. Serves as the city’s 
Title VI Coordinator. Completes special projects as assigned. Maintains City Council and 
City Manager budgets. 

 
Development Services/Building Official 

• Plans, directs, and manages the activities and operations of Building Inspection and 
Planning, including Transit-Oriented Development. 

 
Economic Development 

• Directs and manages the economic development program, which includes: recruiting 
commercial and industrial clients; retaining commercial and industrial clients; recruiting 
and retaining retail and restaurant clients; and facilitating international trade and 
investment program opportunities. 

 
Engineering 

• Oversees the City’s five year capital improvement plan, coordinates regional 
transportation issues with other government agencies, coordinates strategic land 
acquisition related to transit-oriented development, provides support to economic 
development activities, and participates in the coordination of major reconstruction and 
new construction of facilities. 

 
Environmental Services 

• Directs operational, administrative, implementation, and enforcement aspects associated 
with community development, animal services, environmental quality, food safety, code 
enforcement, and neighborhood partnership programs. 

 
Finance 

• Oversees accounting, budget and management analysis, utility customer service/revenue 
collection, and purchasing activities, including conducting complex budget and financial 
research and analysis. 
 

Library 
• Directs the overall activities of two library facilities, including collection development, 

programming, technological resources, revenue collection activities, and patron 
assistance. 

 
Marketing 

• Directs internal and external communications and marketing initiatives for the City, 
which includes: planning and administering media relations; serving as the City’s 
spokesperson and chief editor providing public relations counsel to management and the 
City Council; managing public education, community outreach, and branding; and 
providing marketing support to internal departments. 
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Parks & Recreation 

• Oversees the operations of Parks & Recreation, including capital improvement projects, 
maintenance, and programming. 

 
Public Works 

• Plans, directs, and supervises the core functions of the departmental divisions, which 
includes: streets, traffic, special operations, water utilities, administrative services, and 
capital improvements.  Provides technical advice and information to the City Council and 
City Manager regarding an infrastructure that supports public health, safety, and quality 
of life. 

 
Workforce Services 

• Directs the daily operations of the human resources function, which includes assisting 
internal departments in achieving their goals by presenting solutions for their workforce 
needs and ensuring compliance with applicable Federal, State, and Local laws and 
regulations. 

 
 
Strategic Services 

• Evaluates and directs the transformation of the City’s organization into a high 
performance and market-competitive service business that consistently delivers quality 
products and services to its customers and contributes to long-term organizational 
stability. Oversees organization-wide strategic business planning, performance 
measurement, employee training & development, process documentation and 
organizational development initiatives. Implements the Managed Competition program. 
Manages the City’s state legislative agenda.  

 
Information Technology 

• Performs managerial activities related to the planning, identification, and usage of 
technology and business practices throughout the City. 

 
Facilities & Fleet Services 

• Performs managerial activities related to facility capital improvement project 
management, including building, repair, and maintenance of facilities. 

• Oversee city fleet contract and act as the liaison between the fleet vendor and city 
management.   

 
SUPERVISORY/BUDGET RESPONSIBILITIES: 

• Supervisory responsibility over Managers and other departmental staff. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 

• Knowledge of management principles; 
• Knowledge of public administration and governmental operations; 
• Knowledge of basic accounting and financial management principles; 
• Knowledge of advanced theories and principles related to area of assignment; 
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• Knowledge of strategy development principles and procedures; 
• Knowledge of program development and administration principles and practices; 
• Knowledge of public relations principles; 
• Skilled in monitoring and evaluating employees; 
• Skilled in prioritizing and assigning work; 
• Skilled in providing leadership; 
• Skilled in managing projects; 
• Skilled in speaking in public; 
• Skilled in analyzing and developing policies and procedures; 
• Skilled in analyzing complex problems, identifying alternative solutions, projecting 

consequences of proposed actions, and implementing recommendations in support of 
goals; 

• Skilled in mediating and resolving conflict; 
• Skilled in preparing and administering budgets; 
• Skilled in managing change and sensitive topics; 
• Skilled in planning, analyzing, and evaluating programs and services, operational needs, 

and fiscal constraints; 
• Skilled in prioritizing, organizing, and managing multiple simultaneous projects; 
• Skilled in reading, interpreting, applying, and explaining laws, codes, ordinances, rules, 

regulations, policies, and procedures; 
• Skilled in preparing clear and concise reports, including oral, written, and audio/visual 

presentations; 
• Skilled in maintaining sensitive and confidential information; 
• Skilled in providing customer service; 
• Skilled in gathering and analyzing information and making recommendations based on 

findings and in support of organizational goals; 
• Skilled in operating a computer and related software applications; 
• Skilled in communicating effectively with a variety of individuals. 

 
MINIMUM QUALIFICATIONS: 

• Bachelor’s Degree in General Business Administration or a related field. 
• Eight years of progressively responsible experience, including three years at the Division 

Manager level, or its equivalent. 
• Certifications/licensure may be required depending on area of assignment. 

 
PREFERENCES: 

• None. 
 

WORKING CONDITIONS: 
• Frequent sitting, talking, seeing, hearing, and manual dexterity. 
• Occasional lifting and carrying up to 10 pounds. 
• Work is typically performed in a standard office environment. 
• Depending on area of assignment, may work in an outdoor environment, with potential 

exposure to adverse weather conditions. 
• Depending on area of assignment, may occasionally work near moving mechanical parts. 
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• Depending on area of assignment, may occasionally be exposed to risk of electrical 
shock, vibration, fumes, airborne particles, infectious diseases, criminal suspects, and/or 
prison inmates. 

 
CONDITIONS OF EMPLOYMENT: 

• Must pass pre-employment drug test. 
• Must pass criminal history check. 
• Must pass motor vehicle records check. 

 
Public Works 
• Must possess a valid motor vehicle driver license. 

 


	Public Works

