
 

 

 

 

 

 

 

 

 

 

 

 

 

POSITION ANNOUNCEMENT 

 

ASSISTANT TO THE CITY MANAGER 

Sachse is a tranquil community welcoming the future while offering 
a safe and enjoyable quality of life to all those who call it home. It 
is a city of opportunity seeking a new team member to join the 
Office of the City Manager, who will uphold and propel the values 
and vision of this progressive and energetic community. 
 
Experiencing explosive growth of over 109% since 2000, Sachse is 
poised for future growth while maintaining its ideal small town 
atmosphere. Sachse is an incorporated municipality within Collin and 
Dallas Counties with a Home Rule Charter, operating under the 
Council-Manager form of government. Policy making and legislative 
authority are vested in the City Council, consisting of the Mayor and 

six at-large members, all elected on a non-partisan basis. 

POSITION INFORMATION 
 
Under the general direction of the City Manager, the Assistant to the City Manager will provide professional 
level support, management, and oversight to key programs and processes.  Additionally, this position manages 
various complex projects and participates in the review and development of the City council agenda packets. 

 
Essential Functions: 

 Provides complex, professional level support to the City Manager. 

 Prepares and presents staff reports and other necessary correspondence by researching, compiling and 
composing policies and procedures. Develops and presents recommendations on programs and assigned 
projects. 

 Acts as City Manager’s Office coordinator for a variety of projects providing research, data analysis, resource 
acquisition and allocation to provide a central location for information related to the given subject including 
making presentations to Council, CMO, various boards, commissions and constituents. 

 Utilizes strong interpersonal skills to work with various department heads and city employees on projects.  

 Represents the City Manager’s Office at various meetings including those requiring interagency coordination, 
keeping the City Manager apprised of issues as they arise; completes special projects as assigned; and 
coordinates special events, meetings and workshops when appropriate. 

 Composes, responds to and resolves difficult and sensitive inquiries and complaints from the public regarding 
policies and issues. Assists departments with customer resolutions, addressing concerns and ensuring 
customers are informed of the status of their inquiries. 

 Provides support by participating in the development and implementation of goals, objectives, policies and 
priorities relating to City operations, identifying opportunities for improving methods and procedures, 
identifying resource needs and implementing improvements. 

 Assists in the preparation of the City Council Agenda Packets and reports which includes reviewing, editing 
and compiling documents and supporting materials supplied by the various departments; writing Council 
communications and resolutions from the City Manager; identifying areas in the agenda process that can be 
improved to increase efficiency and ensuring information flow is correct and accurate. 

 Attends City Council meetings and assigned board meetings; ensures the information included in materials 
accurately reflect the intent of the message; and represents the City Manager’s Office at various meetings. 

 Collects and compiles Weekly Department updates to provide to Mayor and City Council. 

 Coordinates with the Public Information Officer to develop content and update the City’s website and social 
media sites. 

 



 

 

Required Education, Experience, and Certifications: 
 Bachelor’s Degree in Public Administration, Business Administration, Political Science, or related field and 

two (2) years public administration experience or equivalent combination of education and experience.  
Master’s Degree in Public Administration or related field strongly preferred.  

 Must pass a pre-employment drug screen, criminal background check and MVR check. 

 Must possess State of Texas Driver License. 

 
Required Knowledge and Skills: 
 Knowledge of public administration practices and procedures. 

 Knowledge of federal, state, and municipal laws, codes, ordinances and regulations related to 
administrative, financial, and budgetary issues. 

 Knowledge of research, analysis and interpretation of complex and/or sensitive municipal issues. 

 Knowledge of City policies and procedures. 

 Proficiency in the use of computers and related equipment, hardware and software to include Microsoft 
Office. 

 Exhibit strong interpersonal/human relation skills and the ability to support controversial positions or the 
negotiation of sensitive issues or important presentations with customers, citizens, and co-workers. 

 Ability to build and maintain effective internal and external working relationships. 

 Skill in coordinating and prioritizing multiple assignments and projects. 

 Skill in diplomatically resolving customer complaints and concerns. 
 

Environmental Factors and Conditions/Physical Requirements: 
 Work is performed in an office setting. 

 May be subject to repetitive motion such as typing and vision to monitor.  

 May be subject to occasional bending, reaching, kneeling and lifting such as retrieving or replacing files, 
documents and records.  

 Requires extended work hours and night meetings. 

 

COMPENSATION AND BENEFITS 
 
Sachse is offering a highly competitive hiring salary of $64,360 to $78,841 annually.  The full pay range 
is $64,360 to $93,322 annually.  In additional to this salary, the city offers a robust benefits package.  
 
Full time benefits include:  

- Medical and dental insurance w/employee premiums paid at 100% by the city and provides a 
subsidy for dependent coverage  

- Employer paid long term disability 
- Paid leave including vacation, sick, personal days and holidays 
- Retirement with employer matching 2:1 through Texas Municipal Retirement System 
- Tuition reimbursement up to $2,000 annually 

 

SELECTION PROCESS 
 
Interested candidates should send a cover letter and resume to the Director of Human Resources, 
Melinda Walter, at mwalter@cityofsachse.com. Resumes will be accepted until the appropriate 

candidate is identified. The City of Sachse is an equal opportunity employer. 
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