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ISLAMORADA, VILLAGE OF ISLANDS 
 

Position Description 
 

 
Position Title: Village Manager 
 
Reports To: Village Council     
 
Position Status: Exempt (Pay Grade: 20) 
 
General Functions: 
 
Directs and coordinates administration of Village government in accordance with policies determined 
by Village Council while performing the following duties personally or through subordinate 
supervisors. Position requires the use of Village vehicle in the performance of duties. 

 
Illustrative Tasks: 
(These are intended only as illustrations of the various types of work performed. The omission of 
specific duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position.) 

 
• Appoints department heads and staff as provided by Village Charter. 
• Prepares annual budget and submits to elected officials for approval. 
• Represents Village administration before various community organizations, business 

enterprises and governmental entities. 
• Manages senior staff including the Deputy Village Manager and department directors. 
• Responsible for the overall direction, coordination and evaluation of all Village departments. 

 
Requirements for Position: 
 
Bachelor’s Degree in Business Administration, Public Administration, or equivalent combination of 
education and experience. Master’s Degree desirable. At least ten (10) years related management 
experience as department director or manager in a public sector setting. Thorough knowledge of the 
principles, practices, and techniques of public administration. Demonstrated financial, management, 
planning, leadership and communication skills.  Knowledge of Personal Computer software 
application, i.e. word processing, spreadsheet, database, etc. 
 
Physical Requirements: 
 
While performing the duties of this class, employees are regularly required to sit; talk or hear, in 
person and by telephone; use hands to finger, handle, feel or operate standard office equipment; and 
reach with hands and arms. Employees are occasionally required to walk and stand and lift and move 
records and documents weighing 20 pounds or less. Specific vision abilities required by this job 
include close vision and the ability to adjust focus. Employees are regularly required to use written 
and oral communication skills; read and interpret data, information and documents; analyze and 
solve problems; use math and mathematical reasoning; learn and apply new skills and information; 
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perform highly detailed work on multiple, concurrent tasks; and interact with Village staff and other 
organizations. 


