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THE CITY OF CORTLAND, NY 
Invites qualified candidates to apply for the position of: 

City Administrator
Salary Range: $125,000 - $150,000
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The Position and City Governance Structure 
Settled in 1791 and incorporated in 1900 as New York State’s 41st City, Cortland has a 
Strong Mayor/Council form of government and operates under New York’s General 
Municipal laws. The Mayor is elected and serves as Chief Executive Officer.  An 
eight-member City Council serves alongside the Mayor as the policy-making 
legislative body of the City.  All elected officials presently serve two-year terms, 
however the City voters just recently passed a referendum making the Mayor and 
Council terms 4 years starting in 2024. 

The City, with a 2023 all-funds budget of $30 million, is made up of fifteen (15) 
departments, including Administration and Finance, Fire, Police, Courts, Public 
Works, and Water/Wastewater. A total of 142 full-time and 35 part-time employees 
work for the City, the majority of which are unionized, covered through one of six (6) 
collectively bargained union agreements.

Under the administrative direction of the Mayor, the City 
Administrator: 

● manages the Department of Administration and Finance
● serves as the City’s Chief Administrative and Chief Financial Officer 
● oversees the City’s day-to-day operations to ensure organizational effectiveness 

and the efficient delivery of essential public services
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The City

Cortland, with a population of 
approximately 17,220 residents, is situated 
in the beautiful Central New York (CNY) 
region of the Empire State between 
Binghamton and Syracuse, with easy 
access to Interstate 81. 

Known as the "Crown City,'' due to its location on a 
plain formed by the convergence of seven valleys, 
the Cortland area is the gateway to the eastern 
Finger Lakes area, with its abundance of wineries, 
breweries, and outdoor recreational assets.  

The City boasts scores of retail and artisan 
businesses and over 20 diverse restaurants, along 
with a vibrant arts and music scene. Community 
festivals and events are enjoyed year-round in the 
City’s charming historic downtown area.  For the 
outdoors enthusiast, Greek Peak Mountain Resort is 
just a few miles up the road, and is a popular 
destination to ski, snowboard, enjoy tubing, 
cross-country skiing, snowshoeing, and more. 

Nestled on a nearly 200-acre campus inside the City 
limits, SUNY Cortland has an enrollment of 6,500 
students and a staff of 1,200.  Recent reports peg the 
regional economic impact of the college at $250 
million.   The college has undergone over $350 
million in facility improvements in the last ten years. 

Major employers within the City include Guthrie 
Cortland Medical Center, SUNY Cortland, and McNeil 
and Co. Insurance Risk Services.
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Key Competencies and Skill Sets

The essential competencies for the City Administrator position are:
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In addition to the areas noted above, the Mayor and Search Committee have 
identified specific comprehensive areas that candidates and prospective applicants 
should possess to succeed in this position:

● Specific experience in and knowledge of local government budgeting and 
financial management, with New York State experience a plus

● Human resource management skills and labor relations experience

● Organizational effectiveness and strong leadership skills, to include a focus on 
innovation and creative problem-solving

● Project management skills and grants administration experience

● Planning skills, with a focus on infrastructure and capital planning

1 Functional and Operational Planning

2 Budgeting and Financial Analysis

3 Policy Facilitation

4 Ensuring Staff Effectiveness 

5 Accountable Leadership & Integrity 
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Duties and Responsibilities 
The City Administrator (“Administrator”) shall serve as the City’s chief administrative 
officer, chief fiscal officer, and chief auditing and accounting officer and shall be 
directly responsible to the Mayor. The Administrator shall advise the Mayor and 
Common Council on policy matters, shall implement policy as determined by the 
Mayor and Common Council, and shall manage City operations and finances by 
directing and coordinating activities consistent with established goals, objectives, and 
policies. 

As chief administrative officer, they are responsible for planning, organizing, and 
managing operations, and leading department directors and employees to achieve 
objectives established by the Mayor and Common Council. The Administrator is 
expected to monitor and evaluate the City’s organizational structure and 
performance, identify challenges and opportunities for the continuous improvement 
of City services, and ensure resolution of inquiries or complaints of City services in a 
timely manner.

The Administrator, in their role as chief fiscal officer and chief auditing and accounting 
officer of the City, directs the Department of Administration and Finance and is 
responsible for all financial administration including preparation of the tentative 
annual City budget with adherence to procedures and guidelines provided by the 
Mayor; monitoring expenditures, establishing budgetary controls, and updating the 
Mayor and Council on the City’s financial status; preparing long-range financial plans 
for capital, debt and operating expenditures as well as revenues; and working with 
department directors to implement efficient and cost-effective business operations.

The Administrator possesses the powers and performs the duties provided in and by 
the City Charter, Administrative Code, or by other local law or resolution, or by the 
state general municipal law, local finance law or other general laws of the state 
wherein they apply to the powers and duties of a chief fiscal officer, chief auditing and 
accounting officer, or chief administrative officer of a municipality. The Administrator 
shall also perform duties expressly consigned to them by the Mayor, wherein the 
Administrator acts as the designated representative or agent of the Mayor, and insofar 
as such duties are prescribed to the Mayor by the City Charter, the Administrative 
Code or by other local law or resolution.

The Administrator shall be appointed by and serve at the pleasure of the Mayor, 
subject to confirmation by the Common Council, and receive compensation fixed by 
the Council.  
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Opportunities

The next City Administrator of Cortland will 
have the opportunity to effectuate change 
and innovation within the organization 
while capitalizing on other city, community 
and regional initiatives, such as:

● Main Street revitalization

● Economic and community development 

● Leveraging the expected growth of the region 
as a result of the announcement of the 
planned $100 billion, 9,000 job Micron plant in 
nearby Clay, Onondaga County

● Connections to the College and strengthening 
Town-Gown partnerships

● Budget and financial stability and bond rating 
improvements 

● Maximization of the City’s allocated American 
Rescue Plan dollars

● Increasing recreational tourism

● Policy & procedure updates and operational 
improvements in City government 

Additionally, the City is undergoing discussions to 
further professionalize City government, through the 
consideration of a change in governance structure to 
a Council-Manager form of government.  Should this 
come to fruition, the incumbent City Administrator 
would become the City Manager and assume some 
additional executive and administrative 
responsibilities. 
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Minimum Qualifications
A bachelor’s degree in public administration, business administration, financial 
management, economics, governmental accounting, or related field plus ten (10) 
years of experience directly related to the administrative and fiscal duties of this 
position. 

A graduate degree in the aforementioned fields of study is preferred. Prior experience 
serving as the manager, administrator or in another executive-level position for a local 
government is strongly preferred.  ICMA credentialing is a plus. 

The search committee will consider the length of tenure in such positions, and the 
size and annual budget of the municipality as a factor in hiring.  Salary range is 
$125K-$150K with a comprehensive benefits package including NYS Retirement. 
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To Apply
● Candidates are strongly encouraged to apply by February 6th, 2023. 
● Expressions of interest should be sent via email and should include a cover letter 

and resume.
● This position is considered open until a final selection is made.

Pracademic Partners, LLC is assisting the City of Cortland with this executive search. 
All application materials should be sent, in confidence, to: 

ian@pracademicpartners.com with the subject line: Cortland City Administrator

The City of Cortland is an equal opportunity employer.

Contact Ian M. Coyle, ICMA-CM at 585-943-0589 for inquiries/nominations


