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City of Kansas City, Missouri 
Job Class Specification 

EXECUTIVE AIDE TO MAYOR PRO TEM Department: 

Status: EXEMPT Grade: 

CITY COUNCIL
UNCLASSIFIED

Job Title:  

Job Code:   1073

Summary This is highly responsible, professional and confidential work assisting the Mayor Pro Tem 
in a wide range of administrative and constituent services. 

The Aide to the Mayor Pro Tem is a highly responsible position that manages and 
coordinates activities in the Office of the City Council. This position involves interacting with 
council staff, city staff, constituents, various city departments, and external entities. The role 
requires exceptional organizational, communication, and administrative skills. The exact nature 
of duties is at the discretion of the Mayor Pro Tem.

Duties and 
Responsibilities 

 Approves travel requests and reconciliation of those expenses for council members
and their aides.

 Oversees and approves all office supply requests for the Council office.
 Supervises front office staff, interns and other administrative employees.
 Assures adherence to all budget deadlines for the office.
 Arranges guest speakers and presentations.
 Develops and implements an emergency office closure plan for weather and other

City emergencies.
 Creates and updates office procedural and process guides.
 Coordinates training for new council aides and members.
 Updates and trains council aides on new policies, updates and other relevant

information.
 Assist other council aides as needed.
 Acts as the point of contact for the city council office both internally and externally.
 Serves as the National League of Cities and Missouri Municipal League administrator

for the Office of City Council.
 Keeps council aides apprised on City Clerk's quarterly report and forms with

deadlines.
 Performs other duties as required.
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Supervisory 
Responsibility 

Supervision

Received

Created 

Revised 

Supervision is exercised over administrative personnel.

Work is performed under general supervision of the Mayor Pro Tem.

Note:  This job description should not be construed to imply that these requirements are the 
exclusive standards of the position.  Incumbents will follow any other instructions, and perform 
any other related duties, as may be required. Reasonable accommodation will be provided to 
qualified individuals with disabilities.  The City of Kansas City has the right to revise this job 
description at any time.  The job description is not to be construed as a contract for 
employment. 
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