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CITY OF PALMETTO
POSTION DESCRIPTION

TITLE CQMMt NITYREDEVELOPMENT AGENCY ADMINISTRATOR
EXECUTIYEDIRETOR

DIYISION AJMINISTRATION GRADE
DEPARTMENT CQM11uNI1 Y REDEVELOPMENT

122S
EXEMPT

FUNCTION
I

j
I

Under the oversightof the ConimunityRedevelopment Agency CRA Board ofDirectors this
highly responsible admirtistrative anatechnical position directs the overall City ofPalmetto CRA
mission

SUPERVISION RECEIVED

The CRAadrilinistratorisappoihted by the Mayor and shallbeconfIiinedby the City
Comniission

The eRA admihistrator shall repdrt to the Mavor and be guided byReeei es ElireetiER fram
Florida Statute 163 3 and oversjghHrqm the CommunitY Redevelopment A gency Board of
Directors via the Community Redevelopmertf Plan and the Community Redevelopment Strategic
Plan

SlJPERVISIONEXERCISED

Supervises Community RedevelopmenfAgency staff

ESSENTIAL DUTIES AND RESPONSIBILITIES

Modifies and implements theConuTIlnlity Redevelopment Plan arid Strategic Plan

PERIPHERAL DUTIES

Attend all CRA Board ofDirectors m etings CRAAdvisory BoWd meetings and related CRA

public hearings

MINIMUMENTRY UI l1ENTS

I Bachelor sdegreein Pu lic Adrrtinistration Urban Planning Business or related field ofstudyJ It
r

rroman llccreditedleaminginstitution ang afleast five years experience in municipal
admmistratioh andloradministrationoflanduseplanning lllldlor municipal development or re

development services

Municipal administration includesbudgetirtg staffmanagement and project management
Landuse planning includes zoningandlor future laneuse management
Development services includes econoriticdevelopment buildmg zoning andlor code enforcement
management
Re development services includesCOmniunity Redevelcpment Agency



Preference JMYWill be given forany ofthe following
AMasrer spewe iIiiu Ii Administration MiA Urban Planning or Business from
an accredited leaming institution
A curtentFloridaState icensure in Building Code Administration
A current AICP accreditation
A national or statec rtification fu code enforcernent administration ACE or FACE fbevel

4

Required K lOwledge S killSal1daIHities

Public bydgeting
Public staffmg andIUlllagernent
Public strategicplanJ1ir1g
Public redeveloPIlient
Public planning zoiling future land use ahd ahhexation
Project man gem nt I

GIS and data mana ernen comparative spatial and temporal statistical analysis
Knowledge ofhistOric preservation as it relates to development and Florida building
requirements
Florida Building CQd
Florida codeenforcernent

Superior analytical oral and Writtencomrnunication skills
Must be able tosuccessfully present information to various groups
GQxernmentmeeting facilitation

Knowledgeofmunicipalgovemrnental ctivitiessuchl5Jaw enforcement utilities and
other public works enCieavors apd grants writing

SPECIAL REOUIREMENTS

Must possess valid Florida driver s license or eligible tosecu eaFlorida Driver s license

TOOLS AND EOUIPMENTBSED

Computers printers copiers sCaJlI1ers faxrnachines calculator telephone andall other related office
equipment

PHYSICAL DEMANDS

hephysical demands described here are representative ofthose that must be met by an employeeto successfully perform thee sentiarfuncti6ns ofthisjob Reasonable accornmodations may be
made to enable individuals with disabilities to perform the essential functions

While performing the duties oftl1isjob the employee is regularly required to use hands to fmgerhandle or feelbbjects tools otcontrolsaDd reachwith hands and arms The employee frequentlyis required to stand and talk seeandheariThe employee is occasionallr quired to walk sit
stoop anci kheeL

The employee must occasioIlallyliftand or move lIP to 15poUIlds and occasionally lift and or
I



move up to 25 pounds pecific vision abilities required by this job include close vision
peripheral vision and the ability to adjust focus

WORKENVIRONMENT

The work environment chanicteristitsdescribedhere are representative ofthose an employeeencounters whileperfonning the essential functions ofthis job Reasonable accommodations maybe made to enable individuals with disabilities to perform the essential functions

While perfoIrfiing the duties ofthis job the employee regularly works in an office environmentThe noise level is moderately quiet The employee is exposed to the risk ofelectrical shock

SELECTION GUIDELINES

Formal application rating of dllcation and experience oral interview reference check and jobrelated tests may be required

The duties listed above are intel1d only as illustrations ofthe various types ofwork that may beperformed The omission of specific statements ofduties does notexclude them from the positionifthe work is similar relatedot a lo icalassignmel1tto the position

The job descript on dose notconstitlltes an employment agreement between the employer andemployee and is subj cfto change by the employer as the needs ofthe employer and therequirements ofthe job change
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