
CITY ADMINISTRATOR 
RECRUITMENT

The City of Liberty, SC (3,154 pop.) is seeking an energetic and visionary leader with strong collaboration skills 
to serve as its next City Administrator. The next City Administrator will work with a supportive City Council that 
has a bold vision for the future. This is an excellent opportunity for a management professional who’s looking to 
make his or her mark.

Please apply by May 21, 2021 for priority consideration.



We are a hideaway tucked between the hustle and bustle of Greenville and the college culture of Clemson, 
a small town that’s a short drive to the mountains or a daytrip to the coast. In a 2014 study, we were 
named one of the safest cities in South Carolina.

One of the first things you’ll notice upon entering Liberty is the heavy foot traffic. Because of our reputation 
for safety, runners and walkers travel from neighboring towns to take advantage of the one-mile sidewalk 
route that loops through our downtown, including our newly revitalized Commerce Street. We also have 
an outdoor walking trail & playground at Freedom Park (110 Blue Ridge Drive), and a walking track at the 
former high school football stadium.

To learn more about the City of Liberty, visit our website, www.libertysc.com

CITY GOVERNANCE AND STAFF
The City Administrator is appointed by and serves under the supervision of the mayor. The Mayor and City 
Councilmembers are elected to staggered, 4-year terms with the next election taking place in November 
2021.

The city functions under the mayor council form of government, where the mayor exercises responsibility 
for the governance of the city.  The City Council appoints the City Administrator to serve as the chief 
administrative officer and to assist the mayor in the day-to-day management of the city.

Liberty is a full-service city with a police department, recreation department, and a water and sewer 
department. The city also has a solid waste department and municipal court. The total city budget is $4.11 
million. General fund operations comprise $2.5 million of the total budget, with the utility fund totaling 
$1.49 million. The hospitality fund and victim/witness fund make up the remainder.

Welcome to Liberty



ESSENTIAL DUTIES AND RESPONSIBILITIES
 – Serves as the chief executive officer and chief operating officer of the city government subject to 
the direction and supervision of the Mayor. Responsible for the efficient administration of all of the 
day-to-day affairs of the city which include the functions of finance, utilities, public works, planning/
zoning/building, police, municipal court, recreation and community & economic development,

 – Work with community members, visitors, public officials, and employees in a constructive, productive, 
professional, and customer-friendly manner. Ability to communicate effectively by phone, in-person, 
and by written correspondence.

 – Utilizes problem solving, critical analysis, cost-benefit analysis, team building, continuous 
improvement, consensus building and other improvement strategies to meet the needs of the City 
organization and the community.

 – Provides leadership and direction in the development of short and long range plans; gathers, 
interprets, and prepares data for studies, reports, and recommendations; coordinates department 
activities with other departments and agencies as needed.

 – Provides professional advice to the City Council and department heads in all areas. 
 – Communicates plans, policies and procedures to staff and the general public.
 – Assures that assigned areas of responsibility are performed within budget; performs cost control 
activities; monitors revenues and expenditures in assigned areas to assure sound fiscal control; 
prepares annual budget requests; assures effective and efficient use of budgeted funds, personnel, 
materials, facilities, and time.

 – Maintains harmony among workers and resolves grievances. Provides leadership to department 
heads and other key staff.

 – Determines work procedures, prepares work schedules, and expedites workflow; studies and 
standardizes procedures to improve efficiency and effectiveness of operations. 

 – Issues written and oral instructions; assigns duties and examines work for exactness, neatness, and 
conformance to policies and procedures.

 – Performs or assists subordinates in performing duties; addresses errors and complaints.
 – Prepares a variety of studies, reports and information for decision-making purposes.
 – Advises City Council on matters relating to various departments, and other issues and/or projects 
as assigned.

 – Attends meetings and makes presentations to City Council, various boards and commission, civic 
clubs and the general public.

 – Attends all meetings of the City Council and serves as the Clerk of Council
 – Appoint, remove, promote, demote, suspend, or dismiss all officers and employees of the city, 
except the city attorney and city clerk, subject to all applicable personnel ordinances, rules and 
regulations.

 – Comply with established policies, procedures and safe work practices. 



PERIPHERAL DUTIES
 – Recommends for adoption by the Council such measures as deemed necessary or expedient.
 – Prepares and submits to City Council such reports as may be required or as deemed advisable by 
the City Council.

 – Attends and provides assistance to Council committees as needed.
 – Assists Neighborhood Associations, churches, non profits, small business, and interacts with other 
governmental agencies.

DESIRED MINIMUM QUALIFICATIONS

Education and Experience:
 – Bachelor’s degree in public administration, political science, business management or a closely 
related field; A Master’s Degree in Business or Public Administration is preferred, but not required:

 – Five (5) years’ experience as a department head or similar supervisory level; or as an administrator 
or assistant administrator in a local government or:

 – Any equivalent combination of education and experience which would provide the necessary 
experience and training to accomplish work needed.

Necessary Knowledge, Skills and Abilities
Knowledge

 – Ability to work with community members, visitors, public officials, and employees in a constructive, 
productive, professional, and customer-friendly manner. Ability to communicate effectively by 
phone, in-person, and by written correspondence.

 – Ability to utilize problem solving, critical analysis, cost-benefit analysis, team building, continuous 
improvement, consensus building and other improvement strategies to meet the needs of the City 
organization and the community.

 – Considerable knowledge of modern policies and practices of public administration.
 – Working knowledge of the functions of finance, utilities, public works, planning/zoning/building, 
police, municipal court, recreation and community & economic development and grant management.

Skills 
 – Preparing and administering budgets.
 – Planning, directing and administering municipal programs.
 – Operating the listed tools and equipment.

Abilities
 – Prepare and analyze comprehensive reports.
 – Carry out assigned projects to their completion.
 – Communicate effectively verbally and in writing.
 – Establish and maintain effective working relationships with employees, city officials, and the public 
in general.



TOOLS AND EQUIPMENT USED
Requires frequent use of personal computer, calculator, telephone, copy machine, fax machine, and 
automobile. A valid driver’s license is required or obtained within three months of employment.

PHYSICAL DEMANDS AND WORK ENVIRONMENT
The physical demands and work environment described is representative of activities required and work 
environment encountered while performing the essential functions of this job. Reasonable accommodations 
may be made to allow individuals with disabilities to perform the essential functions.

 – The employee is frequently required to sit and talk or hear.
 – The employee is occasionally required to walk; use hands to finger, handle, or feel objects, tools, or 
controls; and reach with hands and arms.

 – The employee must occasionally lift or move up to 50 pounds.
 – Specific vision abilities required by this job include close vision and the ability to adjust focus.
 – The noise level in the work environment is usually moderate.

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 needs of the employer and requirements of the job change.

RECRUITMENT DETAILS
The City Council anticipates entering into an employment contract with the successful candidate 
depending on education, experience, and qualifications.

In addition, the city offers the following benefits:

 – Use of a city-provided cellphone and laptop for official business.
 – An expense budget to support professional development through training seminars and conferences, 
as well as membership in professional and civic organizations.

 – Participation in the SC local government employee retirement system.
 – Health, vision, and dental insurance benefits available.
 – Life insurance with short-term disability benefits available.



APPLICATION PROCESS
To apply, submit a cover letter, resume, list of 3 to 5 professional references, and completed and signed 
City of Liberty employment application via mail or email to: 

TREY EUBANKS
Appalachian Council of Governments
Government Services Manager
Email: teubanks@scacog.org
Phone: 864-242-9733
Address: 30 Century Circle, Greenville, SC 29607

RECRUITMENT TIMELINE
Please apply by May 21, 2021. The City Council’s goal is to have a new City Administrator on board and 
ready to start sometime in August, 2021.

Hiring requirements. An employment offer is contingent upon satisfactory completion of the following:

 – Pre-employment drug screen.
 – Check of criminal background, credit history, and driving records.
 – Work history verification and reference check.
 – Verification of education credentials. 

The City of Liberty is committed to the principle of equal employment opportunity for all employees and 
to providing employees with a work environment free of discrimination and harassment. All employment 
decisions with the City of Liberty are based on business needs, job requirements and individual 
qualifications, without regard to race, color, religion or belief, sex, gender, age, sexual orientation, family 
or parental status, or any other status protected by state or federal law.

The City of Liberty will not tolerate discrimination or harassment based on any of these characteristics.


