
 
CITY OF FRISCO 

POSITION DESCRIPTION 
 
TITLE: Office Manager LAST UPDATED: October 24, 2016 

DEPARTMENT: Public Works JOB CLASS:  
REPORTS TO: Director of Engineering FLSA DESIGNATION: Non-Exempt 

________________________________________________________________ 

Summary: Under general supervision of the Director of Engineering, the Office Manager performs 
and coordinates administrative projects, analytical studies and special projects research. Assists 
Director in researching, developing and formulating the annual department budget to include all 
departmental divisions. Coordinates and tracks Public Works project budgets and financial schedules. 
Oversees the daily scheduling and assignments of activities for the departments administrative and 
customer service staff. Supervises assigned staff. 
 
The intent of this position description is to provide a representative summary of the major duties 
and responsibilities performed by incumbent(s) in this position. Incumbent(s) may not be required 
to perform all duties in this description and incumbent(s) may be required to perform position-
related tasks other than those specifically listed in this description. 
 
Essential Job Functions: 

 Assists Director in researching, developing and formulating the annual department budget and 
all departmental divisions. 

 Monitors annual budget expenditures; prepares budget justifications and narratives. 

 Supervises assigned administrative and customer service staff and oversees staff schedules 
and work to include use of City Works, City Source, TRAKiT, and other Public Works software 
systems as needed. 

 Interviews and makes hiring decisions regarding administrative & customer service staff; 
provides or coordinates employee training. 

 Evaluates staff and prepares performance reviews; counsels subordinates regarding 
disciplinary and other problems, prepares appropriate documentation; recommends 
disciplinary action up to and including termination. 

 Responsible for coordination of paperwork pertaining to ESCF’s, policies, job descriptions, , 
onboarding, etc., and centralization of processes for Public Works department. 

 Oversees maintenance of office records, coordinating with City Secretary regarding record 
retention, filing systems, protection and security of files & records and transfer/disposal 
according to retention schedules. 

 Oversees payroll entry and approvals in KRONOS timekeeping system and ensures all 
deadlines for submission are met. 

 Monitors departmental maintenance and operating budget funding to ensure financials meet 
contract provisions. 

 Reviews and prepares payments for contracted services, tracks payments against contracted 
services and services provided.  

 Reconciles accounts and works with Finance regarding funding sources and contract/account 
discrepancies. 

 Consults, troubleshoots and recommends solutions to Public Works staff regarding funding 
discrepancies. 

 Quality checks professional, construction, and maintenance and repair contracts for accurate 
financial information. 

 Consults with department staff regarding funding requests; monitors annual budget expenditures; 
prepares budget justifications and narratives. 








