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JOB FAMILY: Executive FLSA STATUS: Exempt 

JOB CODE: XX SALARY RANGE: $XXX - $XXX 

UNION CODE: XX PROBATION PERIOD: XX 

 

CLASSIFICATION SUMMARY: 

This class is the first level in a five-level Executive series devoted to providing strategic direction and 
management oversight to City departments and functions as well as ensuring implementation of Mayor 
and City Council goals, policies and achievement of performance expectations. Incumbents oversee a 
city-wide, strategic management function and report directly to an Assistant City Manager or the City 
Manager or lead a major division with multiple units in a large department, reporting to a Director or 
Assistant Director. Incumbents may directly supervise staff or have designated organizational authority to 
lead and direct the work of others across the City, without a formal supervisory relationship. Incumbents 
make interpretive decisions on behalf of the organization regarding the means for executing the goals 
established by city policy and the supervisor, subject to constraints imposed by available technology and 
resources. Such interpretive decisions provide context for the work to be accomplished by subordinates 
supervised within the units managed. 

 

DISTINGUISHING CHARACTERISTICS: 

This classification is distinguished from the Assistant Department Director in that it provides oversight of 
assigned management functions or a major division, and may provide staff supervision. 

 

SUPERVISION EXERCISED / SUPERVISION RECEIVED: 

Incumbents may supervise management, professional, paraprofessional and support staff including 
conducting performance evaluations, coordinating training, and implementing hiring, discipline and 
termination procedures. Receives general direction and exercises direct and indirect supervision over 
assigned staff. 

 

ESSENTIAL DUTIES: 

This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Oversees city-wide, strategic management function(s) or provides leadership of a major division with 
multiple units in a large department. May supervise staff including conducting performance evaluations, 
coordinating training, and implementing hiring, discipline and termination procedures 

Plans, develops, coordinates and implements activities, efforts and resources of programs or functional 
initiatives that align with organizational objectives. 
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ESSENTIAL DUTIES: 

This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Serves as a liaison and representative of assigned functions or division working with City departments, 
outside agencies and other stakeholders; coordinates activities in order to achieve objectives. 

Participates in the development and implementation of policies and programs to facilitate long and short- 
term strategies and objectives. 

Compiles and analyzes data from a variety of sources and makes recommendations; prepares and 
presents special and periodic reports, budget-related information, operational studies and other 
resources to assist in management decision-making. 

Performs other duties of a similar nature and level as assigned. 

 

POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE: 

Positions assigned to administrative services management may be responsible for: 

 Planning, coordinating and directing diverse and complex administrative functions for a large 
department whose programs require collaboration with federal, state or local intergovernmental 
administration, fiscal and operations stakeholders; 

 Planning, organizing and directing administrative activities including procurement, physical 
operations, contract administration and staff supervisory duties; 

 Serving as a department representative regarding grievances and disciplinary issues; 

 Administering City-wide programs relate to risk and safety. 

Positions assigned to downtown revitalization may be responsible for: 

 Developing, executing, implementing and reporting downtown revitalization program initiatives; 

 Leading downtown revitalization activities and collaborating with City Manager’s Office, Economic 
Development and Development Services departments; local stakeholders; and the Oxnard 
community; 

 Implementing public relations initiatives and building community business relations to drive 
revitalization efforts. 
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POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE: 

Positions assigned to media and communications management may be responsible for: 

 Managing internal and external communications in support of City communication strategies; 

 Establishing and providing oversight of communication policies; 

 Planning, coordinating and managing the content for the City website, social media accounts, media 
events and outreach activities; 

 Training and developing department information officers; 

 Coordinating information responses for major disasters; 

 Serving as the PIO and chief media spokesperson for the City Manager and/or elected officials. 

 

EDUCATION AND EXPERIENCE: 

Bachelor’s Degree in public administration or field directly related to assignment and three years of 
progressively responsible and related experience that includes significant management and supervisory 
experience. 

 

OR 
 

An equivalent combination of education and experience sufficient to successfully perform the essential 
duties of the job such as those listed above, unless otherwise subject to any other requirements set forth 
in law or regulation. 

 

LICENSING/CERTIFICATIONS: 

 None required. 
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KNOWLEDGE OF: 

 Supervisory principles, practices and techniques (based on assignment). 
 Practices and methods of coaching and leading the work of others (based on assignment). 
 Business methods, principles and practices. 
 Principles and practices of program administration and management. 
 Best practices, trends and emerging technologies. 
 Principles and applications of critical thinking and analysis. 
 Principles and practices of budgeting and fiscal management; working knowledge of fund accounting. 
 Principles and practices of intergovernmental relations. 
 Conflict resolution and negotiation strategies. 
 Principles and techniques of effective oral presentations. 
 Project management principles. 
 Principles and practices of group facilitation and building consensus. 
 Contract administration principles; 
 Applicable federal, state and local laws, codes, regulations (based on assignment). 
 Customer service principles. 
 Specialized equipment relevant to area of assignment. 
 Modern office technology. 

 

SKILL IN: 

 Supervising and evaluating staff performance (based on assignment). 
 Training, coaching and overseeing the development of staff (based on assignment). 
 Providing direction to others in order to meet standards. 
 Providing project/program management, organization and logistics coordination. 
 Overseeing the implementation of quality assurance and adherence to established standards. 
 Reviewing research and implementing industry trends, solutions and best practices. 
 Reading, analyzing, evaluating, interpreting and summarizing written materials and statistical data. 
 Authoring and editing complex reports and documents. 
 Facilitating group discussions and building consensus using persuasive reasoning. 
 Managing budgets and allocating resources to achieve strategic objectives (based on assignment). 
 Exercising political acumen, tact and diplomacy. 
 Interpreting and applying applicable laws, codes, regulations and standards (based on assignment). 
 Providing customer service. 
 Utilizing a computer and relevant software applications. 
 Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisors, 

the general public and others to sufficiently exchange or convey information and to receive work 
direction. 
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ADA AND OTHER REQUIREMENTS: 

Positions in this class typically require: fingering, talking, hearing, seeing and repetitive motions. 
 

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull or otherwise move objects including the human body. 
Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 

 

Working Conditions: 

Work is routinely performed in an indoor, office environment. 

 

NOTE: 

This job classification description is intended to be generic in nature. It is not necessarily an exhaustive 
list of all duties and responsibilities. The essential duties, functions and responsibilities and Fair Labor 
Standards Act (FLSA) designation may vary based on the specific tasks assigned to the position. The 
FLSA is a recommendation only. Final FLSA to be determined by City of Oxnard. 

CLASS HISTORY INFORMATION: 

Draft prepared by Gallagher Benefit Services, Inc. 
Date: (8/13/2018) 

 


