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City of New Bedford, MA 
Job Description  

Job Title: Administrative Manager 

Pay Grade: M-07 

Pay Range: $54,278 - $67,853 

JOB SUMMARY 

Performs complex administrative, technical, and supervisory duties for the assigned department; implements, 
assists, and supports the Department with administrative systems and procedures; provides support directly to 
supervisor when assigned and serves as the liaison between lower and upper level staff in the Department; 
responsible for the completion of varying duties including financial reports, correspondence, and other 
operational office procedures.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

The intent of this job description is to provide a representative summary of the major duties and responsibilities 
performed by incumbents of this job.  

• Provide support and assistance to the head of the Department in a variety of functions. 

• Schedule, coordinate, and produce minutes for staff meetings; distribute documents and minutes produced 
from meetings; record and archive relevant forms, documents, and correspondence; and assist upper-level 
staff with duties as assigned. 

• Prepare and manage weekly, monthly, and yearly administrative financial matters as necessary; track 
ongoing financial performance; prepare administrative financial reports and documentation in support of the 
Department’s ongoing projects. 

• Manage and supervise work assignments for clerical staff to ensure proper policies and procedures are being 
adhered to; address general office concerns to avoid problematic situations.  

• Handle customer and city residents’ issues in a professional manner that meets the City’s standards; assists 
residents, customers, or vendors that come to the Department office. 

• Supervise lower-level administrative office staff; support head of Departments with supervision of 
employees, interns, and volunteers; assist fellow staff members with administrative office duties as 
necessary.  

• Assist with human resource functions for the Department including attendance tracking, collective 
bargaining agreement compliance and documentation, Union matters, employee warnings and time-off 
requests. 

• Perform duties to assist in the implementation of new employees; ensures proper documentation for the 
hiring, supervision, retirement, and termination of Department employees.  

• Perform related work as required and assigned.  

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The 
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position.  The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 

MINIMUM QUALIFICATIONS 

Education and Experience 
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• Two years of college-level coursework or an Associate’s Degree in Business Management, Public 
Administration, Human Resources, or a closely related subject. 

• Three years of administrative, professional, or supervisory work or experience in a closely related field. 

• Any equivalent combination of education and experience.  

SPECIAL REQUIREMENTS 

• Criminal Offender Record Investigation (CORI) background check mandatory. 

SUPERVISORY RESPONSIBILITIES 

This position has formal supervisory responsibilities over other clerical employees.  Supervisors are responsible 
for signing performance reviews. 

This position receives general supervision from the head of his/her Department.  Supervisor reviews work to the 
extent necessary to ensure all office policies and procedures are being followed.  

PHYSICAL DEMANDS AND WORKING CONDITIONS 

The physical demands described here are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. The work environment and exposures described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

The position is generally sedentary. Employees sit most of the time, but may walk or stand for brief periods. 
Employees may exert up 10 pounds of force occasionally including having to lift, carry, push, pull, or otherwise 
move objects.  

**************************************** 
The City of New Bedford, MA is an Equal Opportunity Employer.  

 

 


