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City of Aurora, Indiana 

 

POSITION:   City Manager 

DEPARTMENT:   Mayor  

WORK SCHEDULE:           Salary  

JOB CATEGORY:    PAT (Professional, Administrative, Technological) 

 

STATUS:  Regular Full Time 

FLSA STATUS:  Exempt  

 

The intent of this description is to provide a representative summary of the essential duties and responsibilities 

performed by a City Manager.  Employee may be required or assigned other related activities, projects, or tasks 

other than those specifically presented in this description. The qualifications are representative of the 

knowledge, skill and/or ability needed.   Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

GENERAL SUMMARY 
 

The City Manager position for the City of Aurora, pursuant to Indiana Code §36-4-12-2 was created and 

ordained by the Common Council of the City of Aurora via City of Aurora Ordinance 2014-009 in June 2014.  

As such, the City Manager shall have the following powers and duties that the City Manager shall assume on 

behalf of the City of Aurora. 

 

 ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1.  The City Manager, under the direction of the City Executive (Mayor), is responsible for the 

administrative duties of the City. 

2. The City Manager shall attend meetings of the City Legislative Body (Common Council), and 

other appointed commissions and boards of the City, including the Utility Board, and shall 

recommend actions the City Manager considers advisable. 

3. The City Manager shall attend meetings of the City Legislative Body (Common Council), and 

other appointed commissions and boards of the City, including the Utility Board, and shall 

recommend actions the City Manager considers advisable. 

4. The City Manager shall manage, hire, suspend, discharge, remove or transfer all city employees 

that are not otherwise managed by the Board of Public Works, the Chief of Police, the Fire 

Chief, or the Utility Superintendent. 

5. The City Manager shall administer and enforce all ordinances, orders and resolutions of the 

Legislative Body (Common Council) of the City. 

6. The City Manager shall help ensure that all statutes required to be administered by the 

 

http://www.aurora.in.us/


Page 2 of 3 
 

Legislative Body or the Executive, or any employee of the Legislative Body or Executive, are 

faithfully administered and followed. 

7. The City Manager shall oversee and manage any independent contractors hired by the 

Legislative Body or the City Executive, and shall act as the liaison for communication between 

independent contractors hired by the City and the City Legislative Body or Executive. 

8. The City Manager shall assist the Mayor and City Department Heads with preparation and 

estimates of budget reports and submitting them to the City Legislative Body when required or 

appropriate. 

9. The City Manager shall meet regularly with City Department Heads and report to the City 

Executive and City Legislative Body on behalf of the Department Heads when required or 

appropriate; however, the City Manager is not the direct manager of any Department Head of the 

City who otherwise answers directly to the City Executive, or others, by statute or other local 

rule. 

10. The City Manager may execute contracts on behalf of the City for materials, supplies, services or 

improvements, but only after completion of any necessary appropriation s, notice and competitive 

bidding required by statute or local rule. 

11. The City Manager shall assist the Utility Superintendent with management of business 

management practices within the City Municipal Utility Department, which shall include, but not 

be limited to, assistance with practices and procedures related to billing, accounting, bookkeeping, 

record keeping, and personnel policies. However, the employees of the Utility Department shall 

answer directly to the Utility Superintendent, and not the City Manager. 

12. The City Manager shall administer and manage all Economic Development, Community 

Development and Redevelopment efforts and projects on behalf of the City. 

13. The City Manager shall handle public relations on behalf of the City, shall be the initial contact 

for media sources inquiring about public information regarding the City, and shall be responsible 

for keeping the public aware of the City's affairs. 

14. The City Manager shall be responsible for communicating with the City Executive and 

Legislative Body to keep all elected officials aware of, and informed about, the City's affairs. 

15. The City Manager shall make recommendations to the Legislative Body to improve policies 

within the City. 

16. The City Manager shall make recommendations to the City Executive to improve executive 

functions of the City. 

17. The City Manager shall oversee and administer all construction projects on behalf of the City, 

including road, utility, infrastructure and capital improvement projects, and shall keep the City 

Executive and Legislative Body informed about the progress of all construction projects. 

18. The City Manager shall be employed and appointed by the City Executive {Mayor), to serve at 

the pleasure of the Mayor, who shall submit the City Manager's compensation and terms of 

employment to the City Legislative Body for approval. 

19. The City Manager is responsible for to resolving problems and conflicts that arise within the 

City, and for developing and implementing effective management policies and practices within 

the City. 

20. The City Manager is responsible for developing and effectively implementing a long-range 

strategic plan within the City. 

21. The City Manager represents the City before various political, social, and professional, citizen, 

business and other groups to promote the City and respond to these groups. 

22. The City Manager cultivates cooperative partnerships with outside public and private entities to 

access outside resources and improve the efficiency of the City's service deliveries to its citizens. 

23. The City Manager shall assist the City Executive and Legislative Body to secure outside 

resources and funding to complete prioritized projects within the City. 

24. The City Manager shall act as the Employee in Responsible Charge (ERC) for all state or federal 
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funded improvement projects, and shall maintain any needed certifications to act as such. 

 

The City Manager may not do any of the following: 

 

1. The City Manager may not issue or execute bonds, notes or warrants on behalf of the City. 

2. The City Manager may not serve on any board that hears disciplinary actions against any 

employee of the Police or fire Departments, including actions against the Police Chief or Fire 

Chief. 

3. The City Manager may not campaign for or against any candidate for the City Legislative Body, 

and may not participate in other partisan political activities that would impair the City Manager's 

performance as a professional manager. 

 

 

 QUALIFICATIONS 

 

  

 WORKING CONDITIONS 

 

Employee job performance and personal conduct directly impact the City of Aurora's ability to achieve its 

mission of public service.  The City of Aurora employees are expected to follow procedures and guidelines set 

forth by the City and the employee's office/department policies and procedures. The City of Aurora objective is 

to provide a work environment that is conductive to both personal and professional growth. There is no 

residency requirment for this position yet individual must reside within a reasonable proximity to the City of 

Aurora for job duties and responsibilities.  A valid driver’s license is required.  

 

 EDUCATION AND EXPERIENCE 
 

High school education or equivalent is required. Individual should possess a BS/BA in Political Science, Public 

Administration, Business, or related field from an accredited college\university. A MS/MA in a related field is 

preferred; display evidence of continued professional development; have proven/demonstrated executive-level 

management experience with a minimum of 5 years of executive level management and supervisory experience, 

City Manager/Assistant City Manager or equivalent experience in a municipality of similar size/complexity; or 

any equivalent combination of education/experience that qualifies for the above; have substantial experience in 

applicable local, state and federal statutes, municipal government administration, departmental management, 

contract facilitation, budgeting, finance, project management and economic development.  

 

 

   

 

    
 


