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CHIEF ADMINISTRATIVE OFFICER 

CITY OF RICHMOND 
Richmond, VA 

____________________________________________________________ 
 

The City of Richmond is seeking an experienced municipal leader to serve as the next 

Chief Administrative Officer. 

 

 

ABOUT THE CITY OF RICHMOND 

 

At the falls of the James River in the east-central part of the Commonwealth, Richmond is the 

capital city of the Commonwealth of Virginia. The 

city offers a wide range of historical and cultural 

attractions, an acclaimed dining scene, outdoor 

recreation, mature large parks, and sporting events.  

It hosts 3 major universities, the VCU hospitals, and 

major community colleges. 

 

The Virginia Museum of Fine Arts features 

collections from Europe, Asia, and the Americas. 

Other major museums include the Science Museum 

of Virginia, the Children’s Museum, the Edgar Allen 

Poe Museum, the Black History Museum & Cultural 

Center of Virginia, the Valentine Museum, and the 

American Civil War Museum at Historic Tredegar.  
 

Musical entertainment is varied with the Richmond Symphony and the Virginia Opera 

Association representing just a few of the numerous organizations presenting regular 

productions to the community. The region also hosts a number of touring Broadway musicals 

and other guest performances to complement local organizations. The Richmond Ballet and the 

Concert Ballet of Virginia add to the diversity in the performing arts.  
 

The region is home to fourteen public and eighteen private golf courses. The James and 

Appomattox Rivers provide an excellent opportunity for water sports including swimming, 

boating, canoeing, water skiing, and fishing. Richmond's largest park, the James River Park 

System, is a linear park that spans the City from west to east along both sides of the James River 

from Huguenot Flatwater to Ancarrow’s Landing. 
 

  

 
 

Richmond Fast Facts 

 
230,000 – City Population 

 

60 miles2 – City Area 

 

$62,671– Median Household Income 

 

$399,000 – Median Home Sale Price 

 

600 acres – James River Park System 
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ABOUT CITY GOVERNMENT 

The City of Richmond operates under a strong Mayor-Council form of government whereby the 

Mayor is elected at large by a plurality of voters in at least five of the city’s nine council districts. 

The Mayor serves a full-time, four-year term overseeing the executive management of the city's 

departments and agencies. 

The Mayor acts as chief executive officer (CEO) with responsibilities that include submitting the 

annual budget to City Council, selecting a Chief Administrative Officer, issuing regulations, and 

making recommendations on revenue and funding transfer matters. The Chief Administrative 

Officer (CAO), who reports to the Mayor, is directly responsible for the city's day-to-day 

municipal operations. The CAO is appointed with the approval of City Council. 

Richmond City Council consists of one elected representative from each of the City’s nine 

council districts to represent their residents in creating and amending local laws, providing 

policy and government oversight, and approving the annual city budget. 

ABOUT THE CHIEF ADMINISTRATIVE OFFICER 

The City of Richmond’s Chief Administrative Officer (CAO) provides overall strategic direction 

and management oversight to City departments and functions and ensures implementation of 

the goals, policies, and performance expectations of the Mayor and City Council. The role of the 

CAO is a critical and mission essential leadership position that establishes and maintains strong 

working relationships with elected and appointed officials, contractors, vendors, employees, 

regulatory agencies, professional organizations and the community. 

The CAO’s responsibilities include comprehensive management and overall leadership for the 

organization including policy development and interpretation and administration of programs, 

processes, functions, budgets, and staff. The CAO is also responsible for the effective and 

efficient operation of all City departments and for developing and implementing the 2025 

Strategic Action Plan, which ensures the successful operation of City Departments.  

The annual salary range for this position is $227,280 - $379,568. 

Supervision and Reporting 

The CAO supervises management, professional, paraprofessional, and support level staff, 

including conducting performance evaluations, coordinating training, and implementing 

hiring, discipline, and termination procedures. The CAO reports to the Mayor. 

https://rva.gov/sites/default/files/2023-08/Strategic%20Action%20Plan%20FY%202024%20-%20Final.pdf
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Example of Duties 

 

In alignment with the responsibilities of the position, the Chief Administrative Officer has duties 

across the following areas: 

 

▪ Administration and Management: Responsible for the administration and 

management of the day-to-day operation of a full-service municipal organization that 

includes more than 30 agencies, a general fund of over $1 billion, and over 4,000 

employees. 

 

▪ Budget: Oversees the development and management of the City budget, executes the 

strategic priorities of the City, ensures organizational effectiveness and responsiveness to 

the Mayor, and manages the City in accordance with established policies and procedures.  

 

▪ Personnel: Responsible for the recruitment, appointment, evaluation, development 

and retention of key senior executives and department heads. 

 

The CAO is also responsible for the City's overall communications, customer service, 

organization effectiveness, finances, information technology, human resources, operations, 

major projects, and other agencies/functions as assigned by the Mayor and mandated by the 

City Charter.  
 

 
QUALIFICATIONS 

The qualified candidate for the Chief Administrative Officer position with the City of Richmond 

will possess a bachelor’s degree in public administration, business administration, or a related 

field. A master's degree in a related field is preferred. The qualified candidate will also have at 

least ten (10) years of substantial relevant municipal experience at the City or County 

Manager/Administrator or Deputy City or County Manager/Administrator level and the 

demonstrated knowledge, experience, leadership, complex problem solving ability, professional 

competence, and organizational vision and excellence required to lead the City of Richmond. 

The ideal candidate will be knowledgeable in the following areas: 

▪ City Council procedures and processes ▪ Human Resources Management 

▪ Local government planning and 
processes 

▪ Interaction among departments and divisions of local 
government, including City Council and their staff 

▪ Budget administration ▪ Federal, state, and local government 

▪ Accounting/Finance ▪ Process for O&R submissions and approvals 

▪ Government and governance ▪ State codes 
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The ideal candidate will be a demonstrated collaborator with excellent communication and 

conflict resolution skills, a high level of political acumen, and an appreciation for working with a 

diverse population with a commitment to customer service. Additionally, the ideal candidate 

will possess sound judgment, ethics and integrity, and will have the ability to motivate 

employees and unite them under a clear vision in service of all residents of the City of 

Richmond. 

TO APPLY 

The City of Richmond is partnering with PoliHire and The Robert Bobb Group to recruit their 

next Chief Administrative Officer. If you are interested in this opportunity, please click here to 

submit a letter of interest and your resume.  

https://polihire.com/
https://www.robertbobbgroup.com/
https://polihire.com/searches/richmond-chief-administrative-officer/

