POSITION DESCRIPTON
Class Title:
Department:
Division:
Date:

City Manager
City Manager’s Office
Administration
June 2020

Job Code Number:
Grade Number:
Union Status:
Location:

No
Municipal Building

GENERAL PURPOSE:
Person in this position will provide direction and oversight to all department heads in a
manner consistent with Article IV of the Charter of the City of Huron. Person in this position
performs work involving the development and administration of the City budget, policy
development, risk management, labor contract negotiation, and other responsibilities
customarily expected of the Chief Executive and Administrative Officer of the City.
SUPERVISION RECEIVED:
The City Manager is responsible to the council for the proper administration of all affairs of
the city.
SUPERVISION EXERCISED:
The Manager exercises supervision over all administrative and support staff and department
heads.
ESSENTIAL DUTIES AND RESPONSIBILITIES
Continuously reviews City Charter and the ordinances and resolutions of the City to ensure
that they are faithfully observed and enforced; makes recommendations for revisions as
required.
Appoints, and when necessary for the good of the services, removes all officers and
employees of the city, not selected or appointed by the Council, under the merit system as
provided for in the Huron Charter.
Prepares the tax budget and the annual budget, submits them to Council for approval, and
administers the appropriations made by the Council.
Prepares and submits to the Council and the public annually, a complete report on the
finances and administrative activities of the City for the preceding year as required by the
Ohio Revised Code.
Responsible for keeping the Council informed of the current financial condition and future
needs of the City.
Delegates to subordinate officers and employees of the City any duties conferred upon by
this charter or action of Council and holds them responsible for their faithful discharge.
Performs duties of Clerk of Council during the disability or temporary absence of the Clerk
as prescribed Section 2.12 of the Charter.

Ensures compliance with state and federal laws, such as OSHA, Americans with Disabilities
Act, Equal Employment Opportunity, and other applicable rules and legislative
requirements.
Communicates with the public through telephone inquiries, public meetings, and events;
represents City at various meetings, conferences and the like.
Investigates and resolves public inquiries and complaints or refers matters to appropriate
source. Conducts follow-up investigates to ensure matters are handled appropriately and on
a timely basis.
Works cooperatively with developers and the general public on zoning, planning, and
development matters. Maintains continuous contact with all contractors performing work
for the City and reports status of projects to Council.
Serves as Director of Community Development and performs all duties in connection with
the planning, undertaking and carrying out of the grant programs of the City.
Acts as Purchasing Agent as established by Article V, Section 5.05 of the city charter; makes
all purchases and contracts for the purchase of supplies, materials and equipment required
by the City and every department and division thereof.
All other job duties as assigned and relevant to the role of City Manager.
DESIRED MINIMUM QUALIFICATIONS:
Education and Experience:
Minimum qualifications:
A. Bachelor’s degree in political science, business, or related field; and,
B. Experience working in local government.
Preferred qualifications:
A. Master’s degree in public administration, or related field, with emphasis in fiscal
administration; and,
B. Five years or more of progressively responsible experience in supervisory
capacity in local government; or,
C. Any equivalent combination of education and experience.
Necessary Knowledge, Skills, and Abilities:
A. Ability to think creatively and address the daily issues of local governance with an
innovative spirit.
B. Ability to confidently communicate and facilitate discussion about complex ideas in a
clear and concise manner both verbally and written to various groups of people.
C. Ability to negotiate and mediate among various points of view to create clear and
constructive initiatives and solutions.
D. Thorough knowledge of federal, state, and local laws, regulations, and policies
applicable to structure, functions, programs, and practices in conducting public
services through City government.

E. Thorough knowledge of the principles, theories, and practices of executive and
administrative planning, management, and control.
F. Ability to create and maintain excellent working relationships with department
heads, administrative and support staff, City Council, the media, and the general
public.
G. Ability to organize, coordinate, and prioritize a variety of department programs,
activities, and projects.
H. Ability to analyze financial data and to relate such data to budget preparations and
other fiscal planning.
I. Ability to conduct research on a variety of subjects, create reports, and present
findings.
J. Thorough knowledge of modern principles, practices, methods, and techniques
relating to the effective delivery of services with the service groups.
K. Ability to plan comprehensively from general instructions and accomplish assigned
administrative tasks with minimal supervision.
L. Ability to effectively utilize remote delivery and video conferencing.
TOOLS AND EQUIPMENT USED:
Knowledge of operation and use of following equipment including, but not limited to: City
owned vehicles, personal computer and accessories, telephone, handheld radios.
WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations, as prescribed by the Americans with Disabilities Act, will be made to
enable individuals with disability to perform the essential functions of the job.
While performing the duties of this job, the employee frequently works inside and
occasionally works in outside weather conditions. The employee occasionally works near
moving mechanical parts and is occasionally exposed to wet and/or humid conditions.
SELECTION GUIDELINES:
The City Manager is chosen and appointed by the Council solely on the basis of their
executive and administrative qualifications. During tenure of office, the City Manager shall
reside within City limits. The City Manager shall serve an indefinite term, subject to removal
by the Council at any time by a five-sevenths majority.
EQUAL OPPORTUNITY STATEMENT:
The City of Huron is an Equal Opportunity Employer and does not discriminate on the basis
of race, color, sex, national origin, age, disability, religion, veteran status, or any other
characteristic protected by law. Applications by members of underrepresented groups are
encouraged.

APPROVAL:
The duties listed above are intended only as an illustration of the various types of work that
may be performed. The omission of specific statements of duties does not exclude them from
the position if the work is similar, related, or a logical assignment to the position.
The job description does not constitute an employment agreement between the employer
and the employee and is subject to change as the needs of the employer and requirements of
the job change.
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Huron, Ohio.. a great lake place!

Huron City Manager
The City of Huron, Ohio is seeking a progressive, forward-thinking management professional for the
position of Huron City Manager. The ideal candidate will be a highly driven, innovative leader with
proven successes and accomplishments at the local government level. It is the vision of Huron City
Council to pursue an individual with strong economic development experience in either the public
or private sectors as well as the ability to communicate well with resident stakeholders and staff.
The sought after candidate should be community-oriented and strive to keep the best interest of
the residents in mind when making all decisions. The optimal professional will have a collaborative
style that supports transparency, innovation, and community engagement.
Established in 1809, the City of Huron has a Council-Manager form of government which combines
the political leadership of seven elected officials with the managerial experience of an appointed
City Manager. The City Manager is hired by the City Council and has broad responsibilities and
authorities that require collaboration with that organization. The City Manager position is an
excellent opportunity for an ambitious and motivated professional who desires to build on the
positive momentum that has been established over the past several years.

The Huron Community
Huron, Ohio is a growing community comprised of vibrant residents, engaged businesses, and an
established tourist industry. Located within Erie County, along the picturesque southern shore of
Lake Erie, Huron is a full-service community committed to enhancing its residents’ quality of life. The
community offers growing economic developments and superior recreational and educational
opportunities. With a population over 7,000 residents, Huron has maintained a friendly, small-town
atmosphere. Full-time residents praise Huron’s quality of life, beautiful waterfront parks, excellent
schools, as well as the plentiful amenities the City has to offer.
The Parks & Recreation Department takes great pride in offering an abundance of recreational
opportunities such as fishing, boating, birding, sandy beaches, and miles of recreational trails.
The department also offers a variety of community events, youth summer and sports camps,
health and fitness classes, and seasonal programs to help enhance the quality of life.
The nine public parks and gathering locations offer a variety of outdoor activities, including
picnicking, swimming, hiking, playgrounds, shelters, ball fields, tennis courts, and scenic views.
The Huron Boat Basin and Amphitheater, the focal point of the downtown, is constantly touted
as one of the best public venues for live music in the area. The area offers an abundance of natural
beauty with four seasons of outdoor activities, picturesque parks, and miles of walking and biking
trials, all of which are beautifully manicured and keep the community connected.
Aside from a varied and strong Parks & Recreation Department, the City provides a multitude of
services that residents appreciate. Whether it is snow removal, leaf pick-up or traffic signal/sign
repair, the Street Department is there to keep the streets safe and clean. The full-service water
department has been upgraded and is regularly recognized by the Ohio EPA for their quality
operations.

The Huron Community (cont.)
Huron is a traditional, mostly residential community with a family-oriented atmosphere where
safety is a priority. Huron Police and Fire are top notch, with exemplary emergency response
times and fully-equipped staff. Both the Police and Fire Departments positively interact with
residents and students throughout the year at annual events, building a sense of safety and trust
with the residents.
Huron holds a standard for cherished traditions while creating a strong sense of community.
Community gatherings and celebrations such as the Rotary Fine Arts & Food Truck Festival, Red,
White & Blues Bang, the annual Huron River Fest, the All Classics Festival, Pumpkin Fest and Winter
Fest bring the community together throughout the year. These gatherings, and many more, are
often held at our beautiful parks and community spaces, once again exemplifying the natural
beauty that our community possesses.
The city’s location at the midpoint of Cleveland and Toledo, along the Route 2 corridor, allows
businesses to conveniently access those two metropolitan markets. In addition to Route 2, Huron
is only minutes away from the Ohio Turnpike. The corporate park within the city limits offers
entrepreneurs affordable property and a great location to conduct business. Huron is dedicated
to helping its businesses grow and thrive. With a vibrant community, easily accessible workforce,
and several retention and development incentives, Huron provides the opportunity for economic
prosperity.
Local development has been carefully guided by Huron’s administration. A zoning program
has been implemented, and groups such as the Huron Economic Development Committee
and Chamber of Commerce have supported the establishment of industrial tracts. In addition, the
creation of the Huron Joint Port Authority has helped to ensure that the local harbor facilities can
be developed to their maximum potential. The completion of the Port Master Plan will serve as
both a guideline and a marketing tool for future port development. Continuing the enhancement,
preservation, and optimal development of our waterways will be important to the future of our
community.
Huron’s location falls within the heart of the Lake Erie Shores & Islands region. The popular
tourist destinations of Cedar Point, Kelleys Island, Put-in-Bay and Kalahari Waterpark attract
millions of visitors each year. Huron’s small-town atmosphere, beautiful beaches, quaint parks
and close proximity to the popular tourist destinations has made Huron the preferred location
along the southern shore for family reunions and vacation rentals.
The opportunity to become the next Huron City Manager is both unique and rewarding. The
preeminent community of Huron embraces best practices, good governance, commitment to
transparency and community engagement all the while enriching the quality of life.
For more information about Huron, Ohio visit the City’s website at: www.cityofhuron.org
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The Position of Huron City Manager
The selected person for the City Manager position will provide direction and oversight to all
department heads in a manner consistent with Article IV of the Charter of the City of Huron. The
City Manager performs work involving the development and administration of the City budget,
policy development, risk management, labor contract negotiation, and other responsibilities
customarily expected of the Chief Executive and Administrative Officer of the City. For a complete
list of the Essential Duties and Responsibilities please visit: www.cityofhuron.org
Supervision Received:
The City Manager is responsible to the Council for the proper administration of all
affairs of the city.
Supervision Exercised:
The City Manager exercises supervision over all administrative and support staff
and department heads.

Experience & Education
Minimum:

Bachelor’s degree in political science, business or related field; and experience
working in local government

Preferred:

Master’s degree in public administration, or related field, with emphasis in fiscal
administration; and, five or more years of progressively responsible experience in
supervisory capacity in local government; or, any equivalent combination of
education and experience.

Challenges and Opportunities
The Huron City Manager must be a dynamic, self-motivated professional who demonstrates
confident leadership and a passion for local government. The new City Manager must be able
to multi-task while building and nurturing coalitions to successfully propel Huron forward. The
City of Huron is of size to maintain an appreciated familiarity and valued sense of place amongst its
residents.
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The Ideal Candidate
The ideal Huron City Manager candidate will be an individual of highest integrity and moral
character. They will have an accomplished record and demonstrate a managerial progression
throughout their career.
The ideal candidate should have the following knowledge, skills and abilities:
• think creatively and address the issues of local governance with an innovative spirit
• confidently communicate and facilitate discussion about complex ideas in a clear
		
and concise manner both verbally and written to various groups of people
• negotiate and mediate to create constructive initiatives and solutions
• thorough knowledge of laws, regulations and policies in conducting public service
• thorough knowledge of principles, theories and practices of executive and
		
administrative planning, management and control
• ability to create and maintain excellent working relationships
• organize, coordinate and prioritize programs, activities and projects
• analyze financial data, relate to budget preparations and fiscal planning
• conduct research on variety of subjects, create reports, and present findings
• thorough knowledge of modern principles, practices, methods and techniques
• plan comprehensively and accomplish assigned administrative
• effectively utilize remote delivery and video conferencing
For more information and clarification of the Knowledge, Skills and Abilities for the City Manager
position please visit: www.cityofhuron.org

Compensation & Benefits
The current compensation for the Huron City Manager position includes an annual salary range of
$95,000 - $140,000 with a generous benefits package. The compensation and benefit packages
will be commensurate with the chosen applicant’s experience.

How to Apply
The start date for the new City Manager is expected to be within 30 days of accepting the
position. Interested candidates should electronically submit a cover letter, resume and
compensation expectations to:
Terri Welkener, Clerk of Council
City of Huron
417 Main Street
Huron, Ohio 44839
terri.welkener@huronohio.us | 419.433.5000, ext. 104
The City of Huron is an Equal Opportunity Employer and does not discriminate on the basis of race, color, sex, national origin, age, disability, religion,
veteran status, or any other characteristic protected by law. Applications from members of underrepresented groups are encouraged.

