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POSITION DESCRIPTION

TITLE: Business Manager LAST UPDATED: January 19, 2016

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

________________________________________________________________
Summary: Under general supervision of Director of Public Works, manages administrative activities and
projects within the Public Works department, including purchasing, training, and analytical studies and
research within a broad range of technical and professional operations. Assists with the preparation,
coordination and maintenance of the annual budget.

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:
 Participates in departmental studies to analyze and evaluate the effectiveness of work methods and

manpower utilization.
 Performs a variety of administrative tasks such as research projects; developing and monitoring master

plans; preparing and monitoring grant projects; preparing reports, graphs, charts, and other illustrative
materials as required from factual and/or statistical data and other applicable sources.

 Provides recommendations for department and divisional training.

 Researches and prepares reports and materials for meetings as assigned by Director.
 Researches various City and departmental policies and procedures as assigned. Develops

recommendations for modifications and changes when needed.

 Interprets department’s administrative policies and relays instructions and policy and procedural
decisions

 Researches and prepares budget estimates and five-year plan for related Public Works activities.
 Assists in coordinating the purchase, maintenance schedules and auctioning of Public Works vehicles

and equipment.

 Makes presentations to Public Works personnel or City staff as directed.
 Receives and reviews purchase orders, check requests, and/or other related documentation for 

completeness and compliance with financial policies, procedures, and contractual requirements. 
 Matches original invoices and requests for payment with internal purchase orders or check requests; 

performs calculations to determine appropriate payment schedules and amounts, and makes 
modifications as necessary.

 Follows up on account statements and other discrepancies regarding payment of accounts, and 
serves as liaison between departments and vendors in the resolution of administrative problems and 
inquiries. 

 Monitors open purchase orders and periodically notifies managers of balances.

Other Important Duties:
 Travels to attend meetings, conferences and training.

 Regular and consistent attendance for the assigned work hours is essential.

 Performs other duties as assigned.

Required Knowledge and Skills:
 Knowledge of construction maintenance, upgrade and improvement techniques for municipal streets,

traffic control signage and signals.
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 Knowledge of inventory control and purchasing procedures for department fleet vehicles and
equipment.

 Knowledge of the organization, operation, and functions of municipal government.

 Knowledge of techniques and methods used in administrative analysis.

 Knowledge of City policies and procedures.

 Proficiency in the use of computers and computer applications.
 Ability to persuasively support recommendations both orally and in writing.

 Ability to achieve considerable knowledge of all aspects of the City's operation including charter, code, of
ordinance, policies and procedures.

 Ability to identify problems and propose solutions in a timely manner.

 Ability to gather and analyze data and draw conclusions and present data and other information in a clear
and logical manner.

 Ability to establish and maintain effective working relationships and communicate with a wide variety of
people, both in writing and orally.

 Ability to handle a wide variety of tasks and projects with minimal supervision and direction.

 Ability to handle confidential information in a responsible manner.

 Skill in resolving customer complaints and concerns.

 Skill in interpretation of contract administration policies and procedures.

Preferred Education, Experience, and Certifications:

 Bachelor’s degree in Business Administration, Construction Management or related field and four (4)
years of increasingly responsible experience in the field of Public Works operations; or an equivalent
combination of education and experience.

 Must pass a pre-employment drug screen, criminal background check and MVR check.

 Must possess State of Texas Drivers License.

Environmental Factors and Conditions/Physical Requirements:
 Work is performed in office setting and construction site environments.

 May be subject to repetitive motion such as typing, data entry and vision to monitor.

Equipment and Tools Utilized:
 Equipment utilized includes personal computer, copier, calculator, fax machine, other standard office

equipment, engineering and drafting equipment, and department vehicles.

Approved By:

Signed by Gary Hartwell, Director of PW 09/30/2013
Gary Hartwell, Director of Public Works Date

09/28/2013
Shannon Allyn, Human Resources Generalist Date


