CITY OF DACULA, GEORGIA
CITY ADMINISTRATOR
The City of Dacula is currently accepting curricula vitae (CVs) and/or resumes
from qualified candidates for the position of City Administrator.

Dacula, Georgia
Originally chartered in 1905, The City of Dacula is located on the eastern boundary of Gwinnett
County and is comprised of emerging commercial corridors, small businesses, friendly
neighborhoods, and quality services for its residents.
A Mayor and four councilmembers govern the City of Dacula. The municipality provides solid
waste collection, recycling, street and drainage maintenance, recreational facilities, code enforcement
and more. The City of Dacula has approximately 18 full time employees has a stable, MayorCouncil form of government, which encourages open communication between residents and their
government.

Job Summary:
The City Administrator shall be the chief administrative officer of the City of Dacula, and shall
be responsible to the Mayor and Council for the proper administration of all affairs of the City. To that
end, the City Administrator for Dacula will be responsible for oversight of the following job duties:
(1)

Establishes positive working relationships with representatives of community
organizations, state/local agencies, and associations, City department heads, staff and
the public.

(2)

Assist in the preparation of the budget annually with a 5-year CIP, submit it to the
Mayor and Council together with a message describing the important features, and be
responsible for its administration after adoption.

(3)

Prepare and submit to the Mayor and Council at the end of the fiscal year a complete
report on the finances and administrative activities of the City.

(4)

Keep the Mayor and Council advised of the financial condition and future needs of the
City and make such recommendations as may be deemed desirable.

(5)

Make recommendations to the governing body on standard schedules of pay for each
office and position in the City.

(6)

Recommend to the governing body adoption of such measures as may be deemed
necessary or expedient for the health, safety, or welfare of the community or for the
improvement of administrative services.
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(7)

Perform all duties assigned to the City Administrator under the City’s Code of
Ordinances.

(8)

Provide weekly written updates to the Mayor on current City issues.

(9)

Attend all meetings of the City Council unless excused therefrom and take part in the
discussion of all matters coming before Council, when requested.

(10)

Supervise the purchase of all materials, supplies, and equipment for which funds are
provided in the budget pursuant to the purchasing ordinance, City Code.

(11)

Execute all contracts, deeds, or bonds of the City, duly authorized by the Mayor and
Council, and permitted by the City Charter or by state law.

(12)

Supervise the execution of all contracts for work for the City and advise the Council on
the progress of such work.

(13)

Ensure that all laws and ordinances are duly enforced and carried out.

(14)

Investigate the affairs of the City or any department or division thereof. Investigate all
complaints in relation to matters concerning the administration of the government of
the City.

(15)

Perform such other duties as may be required by the Mayor and Council, not
inconsistent with the City Charter, law, or ordinances.

Job Qualifications
The Mayor and Council shall appoint a City Administrator, who shall be the administrative head of the
City government and shall be responsible for the administration of all departments. Such person shall
be selected solely based on his or her executive and administrative qualifications with special reference
to the knowledge of and actual experience in municipal management. The City Administrator shall
serve at the pleasure of the Mayor and Council, and shall be a member of the unclassified service.
REQUIRED MINIMUM QUALIFICATIONS: a four-year college degree (master’s degree
preferred) with a concentration in public administration, public affairs, and/or public policy (or an
equivalent combination of executive management and leadership experience) combined with at least
three years' experience in an appointed managerial or executive position in the local government or
public sector.

Compensation
The expected starting salary for this position is commensurate with the qualifications, the
experience and knowledge of the individual selected. The City offers an attractive benefits package
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including health, dental, and vision along with participation in the Georgia Municipal Employees
Benefits System (GMEBS) Defined Benefit Retirement Plan for all employees.
Interested candidates may submit their information by email, fax or mail to
daculacityhall@daculaga.gov, (770) 513-2187 or Dacula City Hall, P.O. Box 400, Dacula, Georgia
30019. Candidates will only be contacted if selected for an interview. All applicants will be advised
of the status of the recruitment following the final selection of the City Administrator.
Submissions will be accepted until the end of business on Friday, October 1, 2021.

The City of Dacula is an Equal Opportunity Employer that is committed to diversity, equity and
inclusion, taking affirmative action to ensure equal opportunity for all applicants without regard to
age, race, color, religion, sex, sexual orientation gender identity, national origin, disability, veteran
status, or other legally protected characteristics.
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