
Business Administrator 

Gans, Gans & Associates 
7445 Quail Meadow Road, Plant City, FL 33565  813-986-4441 

www.gansgans.com 

If you are interested in this exceptional opportunity, please submit a detailed resume immediately to: 
Chris Wilburn 

E-mail: chris@gansgans.com | Phone: (813) 986-4441 ext. 7121
Should you have any questions in consideration of your own interest, or a referral of a colleague, please contact us at the number 

above. 

mailto:ernest@gansgans.com
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Position Overview 
The Business Administrator supervises and coordinates the administrative functions of all the departments of the City government as 
determined by order of the Mayor. The Business Administrator assists the Mayor in the preparation of the budget, administers a centralized 
purchasing system for all the departments of the City government, establishes and supervises standard personnel policies and practices and 
installs, maintains, and directs throughout the departments a system of work programs and where practicable, quarterly allotments in connection 
with the operation of the budget, and conducts and processes all disbursements by the City. The Business Administrator serves as the Chief 
Administrative Officer for the City and will supervise the Bureau of Information Technology, Bureau of Finance, Bureau of Parking, Office of 
Human Resources, Office of Grants and Special Projects and White Rose Community Television. The Business Administrator is responsible for 
the fiscal and administrative functions of the City. The successful candidate shall be well versed in municipal budgeting, accounting, and 
financial systems, and more specifically, familiar with (1) the Mayor Council Form of Government and (2) the Commonwealth of Pennsylvania 
Third Class City Code. 

Essential Functions 

• Assist the Mayor in the preparation of the budget, administer a centralized purchasing system for all the departments of the City 
government, establish and supervise standard personnel policies and practices and install, maintain, and direct oversight of all city 
departmental expenditures to ensure compliance with budgeted expenditures, including necessary adjustments needed to achieve a 
balance of revenues and expenditures for all city funds. 

• Supervise processing of all disbursements by the City. 
• Serve on pension boards as now existing under present ordinances and attached to and function within the Department of Business 

Administration. Participation, as required, in a wide variety of City Boards and Authorities, including, but limited to the General Authority, 
and the Redevelopment Authority. 

• Other duties as assigned by the Mayor. 

Knowledge, Skills and Abilities 

Supervision 
• Work requires managing and monitoring work performance of a department including evaluating program/work objectives and 

effectiveness, establishing broad organizational goals and realigning work and staffing assignments for the department. 
Human Collaboration Skills  
• Final decisions regarding policy development and implementation are made and/or recommended. Interaction with others outside the 

organization requires exercising participative management skills that support team efforts and quality processes. Possess community 
leadership skills and participate in community board and agencies. 

Freedom to Act 
• The employee normally performs the duty assignments within broad parameters defined by general organizational requirements and 

accepted practices. End results determine effectiveness of job performance. 
Technical Skills 
• Work requires advanced skills and knowledge in approaches and systems, which affect the design and implementation of major programs 

and/or processes organization wide. Independent judgment and decision-making abilities are necessary to apply technical skills effectively. 
Fiscal Responsibility 
• This job title has responsibility for final approval of budgetary recommendations. Monitors progress toward fiscal objectives and adjusts 

plans as necessary to reach them. 
Reading/Math/Writing  
• Advanced; ability to read literature, books, reviews, scientific or technical journals, abstracts, financial reports, and/or legal documents. 
• Advanced; to apply mathematical concepts and financial theory to real world financial challenges facing City of York. 
• Advanced; ability to write editorials, journals, speeches, manuals, or critiques. 
Requirements 
Education 
• Bachelor’s degree in Business Administration, Public Administration or related field of study is required.  
• Master of Public Administration or Master of Business Administration is preferred. 
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Experience 
• Ten (10) or more years.  

o Experience should include municipal finance (financial analysis) or equivalent, thorough understanding of calculations used 
by rating agencies, auditors, actuaries and other providers of financial professional services employee/labor relations, risk 
management; and general oversight of information technology systems.  

• Must have at least five (5) years’ experience in a similar situated position. 
Certification & Other Requirements 
• Class C Driver’s License issued by the Commonwealth of Pennsylvania required. 
Preferences 
• Senior Professional of Human Resources  
• Certified Labor Relations Professional  
• Certified Public Accountant  
• Certified Public Finance Officer  
Employee in this position must comply with Article 121 “Administration Generally”, of the Codified Ordinances of The City of York, Pennsylvania, 
Section 121.03 Department Heads Subsection (b), which states, “A department head need not reside within the City at the time an appointment 
by the Mayor, but shall within 120 days following his appointment, become a resident of the City and during the tenure of office shall reside in 
the City. 
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The City of York  
York, Pennsylvania, may not have a towering skyline, but when it comes to historical punching power, this small metro area (dubbed the White 
Rose City in reference to the symbol of England's House of York) more than holds its own. The region's bragging rights include being the 
onetime home of the Continental Congress, the birthplace of the Articles of Confederation and even the capital of the U.S. for a brief period. 
 
Newcomers to York will find remnants of both its rich history and industrial heritage coloring the urban landscape, from restored Colonial-era 
buildings, to unexpected touches of playful public sculpture made from bits of old York machinery. York's shops, high-end apartments, and 
special events – along with a flourishing arts community – have led to downtown living verging on trendy and a growing number of visitors to the 
WeCo, Market and Royal Square districts that make up York's major activity centers.  
 
Surrounding townships within York County also add to the metro area’s appeal, providing numerous county parks, shopping centers, and rolling 
farmland just a short drive from this historic city. 
 
Things to Do 
Although York isn't as big as nearby Philadelphia or Harrisburg, the metro area has several ways for residents to get out and about. Offerings 
include a popular Central Market farmers market, balconied theaters for classic films and live performances, craft breweries and a minor league 
baseball team, the York Revolution. York also features a thriving arts scene showcased throughout several galleries and art collectives. 
 
There are also history tours available at the Colonial Complex, and throughout the year, York hosts numerous First Fridays, festivals and other 
seasonal events, including the York Fair, which originated in 1765 and is promoted as America's first fair. 
 
Yorkers are known for their diversified appetites, and a variety of food finds can be had at local eateries serving everything from high-end 
cuisine to fresh Greek food. To burn off extra calories, locals have access to Heritage Rail Trail County Park, a 21-mile biking and jogging path 
that runs from York all the way to the Mason-Dixon Line. Additionally, the area's 11 county parks – together encompassing more than 4,300 
acres – and Gifford Pinchot and Codorus state parks are home to hiking trails and other recreational opportunities. 
 
Outside the city proper, Gettysburg National Military Park is a major draw for history buffs, while Hersheypark delights families. 
 
Cost of Living 
The overall cost of living in York is lower than the national average and lower than that in nearby communities found just a short drive south over 
the Maryland-Pennsylvania border. Many people working in Maryland take advantage of York County's lower housing costs, with townships in 
the southern portion of the county serving as bedroom communities for an increasing number of commuters, some of whom travel as far south 
as Baltimore. 
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Weather 
York has four distinct seasons. Summer days can range from pleasantly mild to oppressively humid. Autumn, on the other hand, is usually 
refreshingly crisp, its harvest colors providing a backdrop for trips to apple orchards, corn mazes and the many fall festivals that are held 
throughout York County. Winters in York start out deceptively mild, and holidays are typically more soggy than white. Later in the season, 
though, snow falls, roads can become treacherous and bitter cold can linger a bit too long before finally giving way to spring. 
 
Getting Around 
The York area has a history of auto manufacturing and currently has roots in motorcycle production with a Harley Davidson facility, so it's not 
surprising that locals appreciate their combustion engines. Proof can be seen in the large crowds at York Bike Night and Street Rod Nationals 
East events. More proof can be seen in the congestion slowing travel along Route 30 and Interstate 83 at rush hour. 
 
In the downtown area, most destinations can be reached by foot or bike. Public transit is also available in York and surrounding communities by 
way of rabbittransit buses. The regional transit system operates routes throughout York and surrounding areas, including nearby Gettysburg and 
Hanover. For more personal (and fun) public transportation, York Pedicabs wheel passengers around the downtown area. 
 
Additional travel needs can be accommodated by Greyhound, which has a bus depot in the city. For flights, residents typically use the 
Harrisburg International Airport, which is a little over 30 miles north of York, or Baltimore-Washington International Thurgood Marshall Airport, 
located about 60 miles south. 
 
https://realestate.usnews.com/places/pennsylvania/york 
 

https://realestate.usnews.com/places/pennsylvania/york

