
 

Memo 
To:  All City Departments and Staff 

From:  Matthew Baumgarten, City Manager 

Date:  May 29, 2019 

Subject: Internal Posting: Administrative Assistant to the City Manager 
  Deadline to Apply:  June 14, 2019 
 

 

Hello Berkley Family,  

I am once again looking for a full time Administrative Assistant to support the City Manager’s Office.  The Administrative 

Assistant performs a wide range of tasks and responsibilities as outlined in the job description below.  The preferred 

candidate will possess an upbeat attitude and a desire to support the operations of the City and our residents.   

This is a Merit System employee based at City Hall with an anticipated starting salary of $41,017.60. I will be accepting 

applications for a full time Administrative Assistant to the City Manager directly so, if you are interested, please submit a 

resume to mbaumgarten@BerkleyMich.net on or before 5:00pm on June 14, 2019.  

At this time, this is an internal posting only.  If there are no interested members of our current staff, then I will be 

posting the position externally as well.   

 

Thank you All,  

-Matt  

 

  

Office of the 
City Manager 
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ADMINISTRATIVE ASSISTANT TO THE CITY MANAGER 
JOB DESCRIPTION 

 

 
Supervised By:  City Manager 
Supervises:  No supervisory responsibility 
 
Position Summary: 
Under the direct supervision of the City Manager, the Assistant to the City Manager performs a broad range of 
administrative functions in support of the daily operations of the City and the Office of the City Manager.  In addition to 
those duties, the “Assistant” works to execute the communications strategy, provides staff support to various 
committees, and assists the City Manager in day-to-day administrative matters. 
 
Essential Job Functions: 
An employee in this position may be called upon to do any or all of the following essential functions.  These examples do 
not include all of the duties which the employee may be expected to perform.  To perform this job successfully, an 
individual must be able to perform each essential function satisfactorily. 
 
1. Coordinates the functionality of the Office of the City Manager while maintaining a limited secretarial role while 

maintaining a high level of confidentiality. Maintains a concise and comprehensive filing system, including the 
handling of confidential documents and related computer databases, filing and records systems.  

 
2. Communication: Authors written correspondence, resolutions, motions and presentations.  Will be called upon to 

prepare inter and intradepartmental correspondence, and prepares reports. Receives, screens, and directs incoming 
communications (telephone calls, incoming mail, and visitors) for the City Manager.  Works to provide general 
information, remedy issues, and fully answer questions regarding City operations and policies. Complete reviews 
and properly routes policies.  Also compiles materials and authors content to appear on the City website. 
 

3. Finance: Processes departmental payables, billings, and payroll including recording and tracking sick, vacation, 
personal time, overtime, and other work time. Assists City Manager with the annual preparation of the annual Fiscal 
Year budget.   

 
4. Maintains calendars, coordinates travel, training, special events, and other activities and the associated 

registrations, reservations, and accounts payable requests for departmental personnel. 
 

5. As directed, works with other departments on special projects and complicated issues resolution.  Coordinates 
processes, provides research and administrative support, and otherwise facilitates the successful completion of City 
projects across departments. 

 
6. Assists the City Manager in the planning and execution of various projects and community development initiatives. 

Performs research, attends meetings and performs necessary administrative support. 
 

7. Establishes and maintains cooperative relationships with other City Departments, citizens, elected officials, 
community and business interests, peer agencies and related interests. May attend various commission, board and 
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committee meetings; assists in researching and gathering meeting materials.  Provides administrative support on an 
ongoing basis as directed.  

 
8. Conducts research on diverse issues as requested by the City Manager and keeps abreast of new administrative 

techniques and current issues affecting the city.   
 
9. May assist in the coordination of maintenance work at City Hall.   
 
10. Performs other related work as required. 
 
Required Knowledge, Skills, Abilities and Minimum Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications 
necessary to perform the essential functions of the position.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the job.  Requirements include the following: 
 
 Two years of administrative experience, preferably in a local government. 
 

 Knowledge of government operations, principles and practices of municipal administration, and skill in providing 
administrative support to such activities. 

 

 Skill in developing, implementing and maintaining procedures to enhance efficiency in department operations 
and coordinating activities across departments. 

 

 Skill in the use of office equipment and technology, including computers and related software, and the ability to 
master new technologies. 

 

 Able to perform research, compile complex data and prepare accurate records and reports. 
 

 Able to establish effective work relationships and use good judgment, initiative and resourcefulness when 
dealing with the public, business and community interests, elected officials, other employees, and professional 
contacts. 

 

 Able to effectively communicate and present ideas and concepts orally and in writing. 
 

 Able to solve problems and work effectively under pressure, within deadlines, and changes in work priorities. 
 

 May be required to attend occasional evening meetings. 
 
Physical Demands and Work Environment: 
The physical demands and work environment characteristics 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 essential functions. 
 
While performing the duties of this job, the employee is regularly required to communicate with others in person and on 
the telephone. The employee is frequently required to view and produce written and electronic documents. The 
employee is regularly required to sit, talk and hear, and use hands to finger, handle, or feel.  The employee is 
occasionally required to reach with hands and arms.  The employee must occasionally lift and/or move items of light 
weight up to 40 lbs. 
 
While performing the duties of this job, the employee regularly works in a business office setting.  The noise level in the 
work environment is usually quiet to moderate, but can be loud.  


