
                                  

 

 

 

 

                             

                                                                     

        

 

 

 

 

 

 

 

 

 

 

 

 

ALPINE CITY ADMINISTRATOR 

Department: Administration            Supervisor: Mayor & City Council            Salary: DOE 

Job Description:  Chief Administrative Officer of the City, responsible to the Mayor and 
City Council for all City affairs placed in the Administrator’s charge by or under the 
Mayor and City Council. Performs high-level administrative, technical and professional 
work in directing and supervising the administration of City government.  
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Jason Bond 

Duties include, but are not limited to, the following:  
 

1. Plans the future welfare of the city and departmental activities and organizations.  
2. Responsible for the construction, improvement, repair and maintenance of all public 

improvements. 
3. Supervises all employees and operations of the City. 
4. Oversee the development and administration of the City budget; Work with the 

Budget/Finance Officer to approve the forecast of funds needed for staffing, equipment, 
materials and supplies; approve expenditure and implement budgetary adjustments as 
appropriate and necessary; keep Council advised of financial conditions, program 
progress, and present and future needs of the City. 

5. Directs and participates in the development and implementation of goals,  
objectives, policies, and procedures.  

6. Responsible for long term plans of capital improvements, with plans for their financing.  
7. Confers with department heads concerning administrative and operational problems; 

makes appropriate decisions or recommendations. 
8. Oversees the enforcement of all city ordinances.  
9. Directs the preparation of plans and specifications for work which the city council 

orders.  
10. Interprets, analyzes, and explains policies, procedures, and programs.  
11. Confers with residents, taxpayers, businesses, and other individuals, groups, and outside 

agencies having an interest or potential interest in affairs of city concern.  
12. Responds to the most difficult complaints and requests for information.  
13. Represents the city in the community and at professional meetings as required. 
14. Coordinates city administration with other governmental agencies and outside 

organizations.  
15. Serves as a staff member of the Lone Peak Safety District, including police and fire 

management. 
16. Appoints and removes all employees, directs and supervises the administration of all 

departments, offices, and agencies of the city.  
17. Prepares agendas and attends all city council meetings.  
18. Advises the mayor and council as to administrative needs and requirements.  



 

Qualifications  
 

Knowledge of: Principles and practices of public administration; management theory and 
practice; city organization, operation, policies and objectives; community and public 
relations; applicable city ordinances; budget preparation and management; principles and 
practices of administration, supervision and training; applicable laws, codes, regulations, 
policies, and procedures; and public works operation. 
 

Ability to: Establish and maintain cooperative and effective working relationships with city 
officials, representatives of other governing bodies, industrial and business representatives, 
and the general public; ability to analyze work problems in administration, and devise an 
effective course of action in situations where numerous diverse demands are involved; 
ability to make clear oral and written presentations; adaptability in adjusting to changes in 
policy and procedures; ability to elicit the cooperation of departmental personnel and the 
public in reaching goals for development and progress in city administration; ability to 
make arithmetical calculations with speed and accuracy; and can get along with people.  
 

Experience and Education: Graduation from an accredited college/university with a 
Bachelors Degree in management, engineering, finance or public administration, Masters 
Degree preferred. Ten years of progressively responsible experience in administrative, 
managerial, or staff capacity in a municipal organization, involving the responsibility for the 
planning, organization, implementation, and supervision of varied work programs. 
 

Licenses, Certificates, or Registrations: Possession of, or ability to obtain, an appropriate, 
valid driver's license.  
 

Physical Demands: The work is typically sedentary. Typically, the employee may sit 
comfortably to do the work. However, there may be some walking; standing; bending; 
carrying of light items such as papers, books, small parts, and boxes (no heavier than 50 
lbs); driving an automobile, etc. Essential duties require the following physical skills and 
work environment: ability to work in a standard office environment; ability to travel to 
different sites and locations; ability to walk on varying topography including steep slopes, 
rough grading and construction sites.  
 

Salary:  DOE, excellent benefits package. 
 
 
 

How to Apply   
 

Applicants should submit a cover letter, resume and references to Alice Winberg, Finance 
Officer, at 20 North Main Street, Alpine, UT 84004 or via email to awinberg@alpinecity.org.  
She can also be reached at 801-756-6347 ext. 3.  Alpine City is an equal-opportunity 
employer. 
 

Applications will be accepted until 5:00 pm on Monday, October 17th, 2016. 
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The Community 
 

Alpine City is located north of State Road 92 in the extreme northeast corner of Utah Valley 

five miles north of American Fork near the mouth of American Fork Canyon.  Alpine City 

was officially incorporated on January 19th, 1855 (previously known as the Mountainville 

settlement).  The current population of Alpine City is approximately 10,000 people.  
  

Alpine City highly values its history and reputation as a great place to live and raise a 

family.  Preserving the family oriented, small-town atmosphere is of utmost importance to 

the residents, business owners and City officials of Alpine.  Citizens have chosen to live in 

Alpine for a variety of reasons, with an overwhelming majority doing so because of the 

small-town, rural feel of the City and the stunning beauty of the surrounding mountains.  

The primary focus of Alpine City is to preserve and maintain these characteristics and its 

high quality of life. 
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Jed Muhlestein 


