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BUDGETING/FINANCIAL SKILLS 

 

• How to Prepare a Budget and Understanding the Budget Process 

• Negotiating Your Budget (to include defending it in a public forum) 

• Monitoring Your Budget 

• Purchasing/Bidding/Requests for Proposals 

• Fiscal Management and Responsibilities 

 
 

COMMUNICATION SKILLS 

 

• Public Speaking 

• Negotiation (Contracts, Salary, Benefits, etc.) 

• Conflict Resolution 

• Networking 

• Public Relations 

• Customer Service 

• Hearing vs. Listening 

• Media Relations (Social Media, Building Relationships, Etc.) 

• Written Communication 

• Interdepartmental Communication 

 

 

TECHNOLOGY 

 

• IT Contracts & Purchasing 

• Computer Programs (Word Processing, Spreadsheets, Email, Internet, PDFs, Etc.) 

• Artificial Intelligence (AI) 

• Digital Storage Management (Email, Files, Backups, Cloud, Etc.)  

• Municipal Software (Land Records, Financial Vendors, Etc.) 

• Cybersecurity 
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ETHICS & DIVERSITY 

 

• Use/Misue of Municipal Resources 

• Anti-Corruption and Bribery Prevention  

• Conflict of Interest & Accountability (Includes Appearance of COI) 

• Position Influence 

• Codes of Conduct 

• Ethics in Local Government 

• Harassment (Sexual, Anti-Bullying, Etc.) 

• Equity & Diversity 

• Anti-Discrimination 

• Work Place Culture Building 

 

 

PROFESSIONAL MANAGEMENT 

 

• Customer Service 

• Presentation Skills (Oral, Written, Behavioral Etc.) 

• Organizational Skills 

• Time Management/Prioritization 

• Dealing with Difficult People 

• Personnel Management 

• Conflict Resolution 

• Strategic Planning 

• Negotiation (Contracts, Salary, Benefits, etc.) 

• Leadership 

• Policies & Procedures (Written) 

• Health & Wellness (Stress Management & Self Care) 

• Interdepartmental And Agency Interaction  

• Professional Development 

• Community Development 

• Self-Development (Self-awareness, Goal Setting, Emotional Intelligence, Problem 

Solving, Resilience, Etc.) 

 


