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City of Dallas 
Classification Specification 

 

Title:   Assistant City Manager  

 

Application:  Single Incumbent 

 

Supplemental/Code: Supervisory/0 

 

FLSA Status:  Exempt 

 

Class Code: 24101 

 

Pay Grade: MISC 

 

Established: 10/1/94 

 

Revised: 01/01/09

 
 

Position Purpose:  

 

Manages multiple departments through subordinate department directors to ensure completion of performance 

objectives established by the City Manager, compliance with operating and capital budgets, and resolution of employee 

grievance issues. 

 

Essential Functions: 

 

1. Manages the performance of multiple departments by evaluating the performance of subordinate department 

directors, progress in completion of long range, strategic plans, and management of operating and capital 

budgets. 

 

2. Manages the activities of subordinate department directors to achieve the performance objectives outlined by 

the City Manager.  Coordinates with other Assistant City Managers and the City Attorney to achieve these 

goals. 

 

3. Develops and interprets broad policy guidelines to achieve performance objectives defined by the City 

Manager and reduce City liability by implementing policy developed in consultation with the City Attorney in 

response to Federal and State mandates. 

 

4. Manages and coordinates the City's response to service requests from City Council Members, citizens, outside 

organizations, or other parties to provide quality service to clients. 

 

5. Manages the preparation of subordinate departmental budgets to ensure accommodation and funding of 

performance objectives defined by the City Manager. 

 

6. Represents the City before various professional, citizen, business, and other groups to promote the City and 

respond to the interests of these groups. 

 

7. Cultivates cooperative partnerships with outside public and private organizations to access resources and 

improve the efficiency of service delivery. 

 

 

8. Coordinates needs assessment and service delivery programs with other organizations to integrate and 

optimize these programs.  Such programs may include reinvestment strategies, low income loans, regional 

planning, or crime prevention. 

 

9. Regular, reliable and punctual attendance is an essential function of the job. 

 

 



 

DHT 

Class Code: 24101 

Knowledge, Skills and Abilities Required to Perform Work: 

 

Thorough knowledge of the principles and practices of municipal administration. 

 

Ability to develop and administer a complex budget in excess of $100,000,000.00. 

Ability to clearly communicate complex material in writing and verbally in a professional manner. 

Ability to establish and maintain an effective working relationship with all levels of management, city 

officials, vendors, other government agencies, other employees and the general public. 

Demonstrated ability to manage large, complex operations of multiple departments within a highly structured 

organization. 

 

Working Conditions and Hazards: 

Incumbent works in an office environment. 

 

 
The above statements are intended to describe the general nature and level of work performed by personnel assigned 

to this classification and is not necessarily an exhaustive list of all responsibilities, duties and skills required. 

 

 


