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CITY OF BROOKINGS
SPECIAL COUNCIL MEETING

Brookings City Hall Council Chambers
896 Elk Drive, Brookings, Oregon

May 15, 2000
7:00 p.m.
I CALL TO ORDER
Il. FLEDGE OF ALLEGIANCE
I11. ROLL CALL
Iv. PRESENTATION BY LEAGUE OF OREGON CITIES - Executive Director
Richard Townsend
V. COMMENTS FROM AUDIENCE
V. COUNCIL DISCUSSION

VII. COUNCIL ACTION
A.  Adoption of Standards, criteria and policy directive to be used in
hiring the City Manager
B.  Approve advertisement
C. Approve time-line

VIII. COUNCIL COMMENTS

IX. ADJOURN

M:\Sharom\COUNCIL\Meetings\Agenda-000515.spCityMgr.wpd 1
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May 3, 2000

Bob Hagbom

Mayor

City of Brookings

P 898 Elk Drive

vt Brookings, OR 97415

RE: City Administrator Recruitment Services

Dear Mayor Hagbom:

Thank you for your recent inquiry in the League's City Administrator Recruitment
Service. As a follow-up, let me briefly outline the key elements of the League’s

. City Administrator Recruitment Services (CARS) which are available to the City
R of Brookings, or will give you a good representation of the type of process we
use.

My meeting with the council has been scheduled for May 15" at 7:00 p.m. At
this meeting it would be my intent to perform items (1) and (2).

1. We will draft and place advertisements and develop with the council a
time line for the recruitment process.

2.  Atthe same meeting we will receive input for a draft profile for the city
manager position. The profile is generally used to tailor a job description
when advertising the position, as well as a guideline for the Council as
they sort through resumes and interview candidates.

3.  All applications will be sent to LOC, if the city so desires. We will then
send acknowledgment letters under your signature to all candidates

applying.

4.  We will respond to inquiries conceming the recruitment status during the
process.

5.  We will screen the applications down to those which most closely fit the
developed profile and forward recommendations to the Council for
further local screening. (However, all applications will be sent to the city
for review.)

6. We will perform background checks on candidates which the Council will
choose. We will prepare packets of information on those finalists for
yourself, each Council member and designated staff.

i We will send out rejection letters as appropriate in the process. The city
will send out the rejection letters to the unsuccessful finalists.

The above process is not a rigid one. | am available to meet with you and the
Council to discuss the process as it unfolds or to assist in any other way which
they feel might be appropriate.

T Working together for lfvable Oregon communilies
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Bob Hagbom
May 3, 2000
."Page Two

' The fee for our CARS service is $5,000 plus the actual cost of ads placed, and postage for
correspondence to applicants. This fee covers all elements described above including up to
four (4) background checks. Additional background checks are $250 each. If the city desires

~ only one or two of the outlined services, a reduced rate may be negotiated. Conversely, if the
city desires additional assistance, such assistance will be provided at additional cost.
Additional assistance might include helping the Council prepare for the interview process or

. assistance with an assessment center.

it generally takes approximately 3 % months from the time of placing advertisements to the
time of making a final selection; however this can be pared down to accommodate the
' council's wishes. The attached timeline shows a slightly shorter time frame.

Enclosed is a copy of our Guide to Hiring a City Administrator which | think you will find helpful.
11ook forward to meeting with you and the council on the 15™. In the meantime, if you have
any questions or need anything, please let me know.

Sincerely,

_ Richard C. Townsend
Executive Director

RCT:jr
Enclosures
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CITY MANAGER RECRUITMENT
CITY OF BROOKINGS

Draft Timeline

Meeting with Council to discuss and approve timeline May 15, 2000
_ and finalize advertisement
Advertisements placed in:

LOC Newsletter (deadline 5/27, publish 6/14) (no charge)
- ICMA Newsletter (deadline 5/28, publish 6/5) ($150-$200)

Jobs Available (deadline 5/17, publish 5/22) ($60-$80)

The Oregonian (deadline Friday 9 a.m. for Sunday publication) ($300-$400) (5/21)
" Other Newspaper(s):
' America’s Job Bank Intemnet site - no charge

LOC Web site - no charge
‘Your local paper?.

Application deadline June 30, 2000
(LOC acknowledges all applications)

LOC screens resumes and recommends July 7, 2000
top candidates to Council

' Council screens applicants and identifies July 18, 2000
candidates for background investigation

(LOC sends regret letters to those
*applicants no longer under consideration)

Background checks completed and packets August 1, 2000
_‘prepared and mailed to Council

‘Council selects candidates and arranges August 15, 2000
for.interviews

Council interviews and selects new City Manager August 29, 2000

(City sends regret letters to candidates
interviewed, but not selected)

Approved by City Council:

(Signature) , (Date)

MAY B3 @9 14:05 583 378 5859 PRGE. 8BS
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_; Sample Advertisement
- . CITY MANAGER
CITY OF BROOKINGS

City Manager — Brookings, Oregon. Population 5,620. (Description?)
-

‘Salary range $ -3 /mo. DOQ, plus benefits. Staff of ___; annual budget
~$ ' . Position responsible to mayor and 7 member council. Experience desired in
(]

Bachelor's degrée.in or related field and ___ years"municipal

- management experience required. Send resume, salary history and references to: Brookings
Manager Recruitment, P.O. Box 928, Salem, OR 97308. Closing date: June 30, 2000.

x * * w ® * k * * % w ® K k ¥ * *
amy
OTHER EXAMPLES

City Manager - COQUILLE, Oregon. Population 4,200. Salary rangs $50,000 - $54,000, plus benefits. $7.5 mil. Budget, 32 FTE
employees. Wonderful full service community 18 miles inland from Southern Oregon ocean beaches. The Coquille River provides the
best fishing around. Position responsible to Mayor and 6-member council. Bachelor's degree in Public Administration or related field
™ preferred, Master's degree a plus. Three years experience in city government involving major public works improvements, economic
davelopment strategies, budgeting, personnel management, and land use planning required. Send resume, salary history and
references by January 14, 2000 to: Coquille City Manager Recruitment,

PO Box 928, Salem, OR 97308. Phone (S03) 588-6550.

-

City Manager - Warrenton, Oregon. Population 4,175. Salary range $55,000 to $65,000 DOQ. Beautiful family- ofiented coastal
community with fast growing population. Staff of 35; annual budget $6 mil; operating - $7 mil capital improvements. Position
responsible to mayor and five (5) member Council. Strong municipal management skills with knowledge in land use, human relations
and local government finance desired. Bachelor's degree preferred with minimum five (5) years progressively responsible municipal
management experience. Send resume, salary history and references by December 15, 1999 to: Warrenton City Manager

== Recruitment, PO Box 928, Salem, OR 97308. Phone (503) 588-6550.

For Reference,-copy of 1986 City Manager Recruitment Advertisement:

fun
LB RGOKRIINGS~-City Manager. Fopulation: 3,475 salary: Current ran - S .
N N Y i . : ge $29,400 - ,
Stable management position in an expanding, beautiful coastal community. Positien respon:ZglEAOtzlu;afiinqesé
~ four-menbsr council, elected for four-year staggered terms. $3 million budget, 23 employees. mul’szwgg
(i cL:y.; Bachclor's degree with five years municipal government experience or equivalent combinavion of educatio:
. and dxperionce desirable. Thorcugh knowledge of public works and strong administrative/cemmunity relations
{ skills nocessary. Send resume’', salary history and references to: Broekings Recruitment Service, P. 0. B -
. 928, Salem, Orogon 97308. Closing date: September 4, 986. 3o ¥+ Q. Bax
rary
-
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CITY MANAGER
GENERAL STATEMENT OF DUTIES:

The City Manager is the chief administrative officer and head of the administrative
branch of the City of Brookings.

DI LA ATI

The City Manager, acting as the chief administrative officer and head of the
administrative branch of the City, shall have control and general supervision over
all city employees and all appointive City officers unless specifically excluded herein.
The City Manager operates under State Laws, the City Charter and Ordinances as
well as direction and rulings of the City Council.

SUPERVISION RECEIVED:
Works under the general supervision of the City Council.
SUPERVISION EXERCISED:

The City Manager is responsible for delegating the assignment and evaluating the
work for all City employees. All Department and Division heads report to this
position and are under its general supervision. The City Manager directly supervises
the Administrative Assistant position.

The City Manager shall supervise the departments to the end of attaining the utmost
efficiency in each of them. Therefore, the City Manager shall have the power to
employ, discipline, dismiss, or transfer an employee from one department to
another, pursuant to the personnel rules adopted by the City Council; providing,
however, that any department head dismissed by the City Manager may appeal that
dismissal to the City Council, and that prior notification of such action must be given
to the City Council.

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm
DMVN/1993 1



CITY OF BROOKINGS

CITY MANAGER
EXCLUSI IT AGER!'

The City Manager shall not impinge on the City Attorney's ethical obligations to the
City Council; shall have no control over the judicial activities of the Municipal
Judge; and shall have no power of appointment or removal of the Municipal Judge,
City Recorder or City Attorney.

The power of appointment and removal of the Municipal Judge, City Recorder or
City Attorney remains strictly within the prerogative of the Mayor and Council,
pursuant to the City Charter.

L IBILITIE

Most duties of this classification involve working with community leaders,
department or division heads of the City, and the general public. Actions taken are
on broad policy, planning, and budget problems of the City operations as directed
by the City Council.

KEY PERFORMANCE AREAS:
The City Manager shall:

1.  Devote his/her entire time to the discharge of official duties, attend all
meetings of the Council unless excused therefrom by the Council or the
Mayor, keep the Council advised at all times of the affairs and needs of the
City, and make reports annually, or more frequently if requested by the
Council, of all the affairs and departments of the City.

2. Enforce all the ordinances of the City including the provisions of all
franchises, leases, contracts, permits and privileges granted by, or running to
the city.

3.  Act as purchasing agent for all departments of the City. All purchases be
made by requisition signed by the City Manager.

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm 2
DMVN/1993
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CITY MANAGER

4.  Be responsible for preparing and submitting to the Budget Committee the
annual budget estimates and such other reports as the City Council may
request.

S.  Supervise all public utilities owned and operated by the city and shall have
general supervision over all city real or personal property.

6.  Act as business agent of the Council for the sale of real estate and other
matters relating to franchises and leases.

7.  Supervise the expenditures of all departments, divisions or services of the City
and analyze and supervise the functions, duties and activities of the various
departments, boards and services of the City, and all employees thereof;
make recommendations to the Mayor and City Council which, if adopted, will
result in greater efficiency of the overall operation of the City of Brookings
government.

8.  When authorized by the City Council, the City Manager shall develop and
organize improvement projects and programs, and aid and assist the Mayor
and City Council in carrying the same through to a successful conclusion.

9.  Make and keep an inventory of all personal and real property owned by the
City and advise the Mayor and Council concerning the purchase of new
machinery, equipment, supplies, or services which can be obtained under
terms and conditions most advantageous to the City.

10. Make, or cause to be made, studies and surveys of the responsibilities, duties
and work of the personnel employed by the City; inform and update the
Mayor and Council in regards to his/her decisions on abolition, consolidation,
transfer, removal of positions or personnel, or any other administrative
decisions made by the City Manager which is his/her judgment will increase
administrative efficiency.

P & P, ADA COMPLIANCE, 10/16/92
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11.

12.

CITY OF BROOKINGS
CITY MANAGER

Endeavor at all times to exercise the highest degree of tact, patience, and
professional courtesy in his/her contacts with the public, personnel employed
by the City and all elected and appointed officials, to the end that the highest
possible standards of public service shall be maintained.

Perform such other duties as may be required of him/her by the Mayor and
Council, not inconsistent with the laws of the State of Oregon and the Charter
and Ordinances of the City of Brookings.

EMPLOYMENT STANDARDS

The City Manager shall be appointed by the Common Council of the City of
Brookings, shall serve for an indefinite term and may be removed with or
without cause by a majority vote of the members of the City Council presently
holding office at the time of such vote.

The City Manager shall receive such compensation as the Mayor and Common
Council shall fix from time to time by motiocn noted in the minutes of the
Council.

At the time of appointment the person so appointed as City Manager need not
be a resident of the City of Brookings, Oregon, or of the State of Oregon but
within six months of the date of appointment shall reside within said City and
State for the balance of the individual's tenure in office.

The City Manager shall be required to carry a bond for the faithful
performance of the duties of office in an amount to be determined by the City
Council. The expense of said bond shall be paid from the budget of the City
Manager's office. ‘

ESSENTIAL FUNCTIONS:

KNOWIEDGE OF: Thorough knowledge of municipal government

organization, powers, functions and relationships with other governmental
Jjurisdictions.

P & P, ADA COMPLIANCE, 10/16/92
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CITY OF BROOKINGS
CITY MANAGER

Thorough knowledge of the principals and practices of public budgeting, finance,
reporting, and personnel management, assigning and supervising the work of others.

Thorough knowledge of principles and methods used in finance, budgeting, banking.
Familiar with all office equipment, including word processing programs. Have
extensive knowledge of office practices, procedures and methods, and of legal
requirements and procedures involved in conducting elections.

SKILL IN: Have considerable skill in establishing and maintaining
cooperative and harmonious working relationships with City employees,
representatives of business, legislative/administrative officials, governmental
organizations, and the general public.

ABILITY TO: Supervise and evaluate the activities of a wide variety of
employees; properly delegate responsibilities to the appropriate areas, while
maintaining accountability for the overall success of City services; develop and
prepare effective, readily understandable correspondence, administrative reports,
and public relations information.

EDUCATIONAL REQUIREMENTS:
Master's Degree in Business/Public Administration or closely related field.
EXPERIENCE:

Ten years progressively responsible public or business management experience
affording a knowledge of local and state laws.

PRE-EMPLOYMENT REQUIREMENTS:

Drug screen, bondability, educational and experience verification. Demonstrated
ability to perform essential functions.

COMPENSATION TYPE: Monthly
EXEMPTION STATUS: Exempt

JOB GRADE: Entry level through Step 6

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm 5
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CITY OF BROOKINGS
CITY MANAGER

POSITION FUNCTIONAL REQUIREMENTS
Division/Dept: Administration
Job Title: City Manager
Reports To: City Council

The functions and abilities for successful performance in this position include,
but may not be limited to:

Physical Job Functions

Designated Reach Distance Weight Time
Function (Inches) (Feet) (Pounds) (%)
COLLATING 3 2
DIALING 18

5
FILING 18 2
KNEELING 2
LIFTING 3 25 5
REACHING 3
SITTING 80
SORTING 18 10
STOOPING 3
STANDING A 10
TYPING 12 . . 5
WALKING 10
WORD PROCESSING 18 10
Note: Percentages of time usually exceed 100% because many

functions actually occur simultaneously.

P & P, ADA COMPLIANCE, 10/16/92
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Designated Function
WRITING
READING
REASONING
MATHEMATICS

VERBAL

CITY OF BROOKINGS
CITY MANAGER

Mental Aptitudes Table

% Time

10

30

100

25

60

Basic Acuities

Designated Function

VISION

HEARING

TOUCH

TASTE

SMELL

Note: Acuities levels are: High = 1 Medium

Aptitude Level

1

1

Note: Percentages
may exceed 100%
because functions
may occur
simultaneously

Acuity Level

1

1

2

3

2

= 2 Low

3

Acuity levels are established after reasonable accommodations are provided.

P & P, ADA COMPLIANCE, 10/16/92
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May 3, 2000

Bob Hagbom

Mayor

City of Brookings

898 Elk Drive
Brookings, OR 97415

RE: City Administrator Recruitment Services
Dear Mayor Hagbom:

Thank you for your recent inquiry in the League's City Administrator Recruitment
Service. As a follow-up, let me briefly outline the key elements of the League's
City Administrator Recruitment Services (CARS) which are available to the City
of Brookings, or will give you a good representation of the type of process we
use.

My meeting with the council has been scheduled for May 15" at 7:00 p.m. At
this meeting it would be my intent to perform items (1) and (2).

1. We will draft and place advertisements and develop with the council a
time line for the recruitment process.

2.  Atthe same meeting we will receive input for a draft profile for the city
manager position. The profiie is generally used to tailor a job description
when advertising the position, as well as a guideline for the Council as
they sort through resumes and interview candidates.

3.  All applications will be sent to LOC, if the city so desires. We will then
send acknowledgment letters under your signature to all candidates

applying.

4.  We will respond to inquiries concerning the recruitment status during the
process.

5.  We will screen the applications down to those which most closely fit the
developed profile and forward recommendations to the Council for
further local screening. (However, all applications will be sent to the city
for review.)

6.  We will perform background checks on candidates which the Council will
choose. We will prepare packets of information on those finalists for
yourself, each Council member and designated staff.

7.  We will send out rejection letters as appropriate in the process. The city
will send out the rejection letters to the unsuccessful finalists.

The above process is not a rigid one. | am available to meet with you and the

Council to discuss the process as it unfolds or to assist in any other way which
they feel might be appropriate.

Working together for livable Oregon communities




Bob Hagbom
May 3, 2000
Page Two

The fee for our CARS service is $5,000 plus the actual cost of ads placed, and postage for
correspondence to applicants. This fee covers all elements described above including up to
four (4) background checks. Additional background checks are $250 each. If the city desires
only one or two of the outlined services, a reduced rate may be negotiated. Conversely, if the
city desires additional assistance, such assistance will be provided at additional cost.
Additional assistance might include helping the Council prepare for the interview process or
assistance with an assessment center.

It generally takes approximately 3 % months from the time of placing advertisements to the
time of making a final selection; however this can be pared down to accommodate the
council's wishes. The attached timeline shows a slightly shorter time frame.

Enclosed is a copy of our Guide to Hiring a City Administrator which | think you will find helpful.
| look forward to meeting with you and the council on the 15™. In the meantime, if you have
any questions or need anything, please let me know.

Sincerely,
<O iest

Richard C. Townsend
Executive Director

RCT:jr
Enclosures



CITY MANAGER RECRUITMENT
CITY OF BROOKINGS

Draft Timeline

Meeting with Council to discuss and approve timeline
and finalize advertisement
Advertisements placed in:

LOC Newsletter (deadline 5/27, publish 6/14) (no charge)
ICMA Newsletter (deadline 5/28, publish 6/5) ($150-$200)
Jobs Available (deadline 5/17, publish 5/22) ($60-$80)

May 15, 2000

The Oregonian (deadline Friday 9 a.m. for Sunday publication) ($300-$400) ( 5/21)

Other Newspaper(s):
America’s Job Bank Internet site - no charge
LOC Web site - no charge
Your local paper?

Application deadline
(LOC acknowledges all applications)

LOC screens resumes and recommends
top candidates to Council

Council screens applicants and identifies
candidates for background investigation

(LOC sends regret letters to those
applicants no longer under consideration)

Background checks completed and packets
prepared and mailed to Council

Council selects candidates and arranges
for interviews

Council interviews and selects new City Manager

(City sends regret letters to candidates
interviewed, but not selected)

Approved by City Council:

June 30, 2000

July 7, 2000

July 18, 2000

August 1, 2000

August 15, 2000

August 29, 2000

(Signature)

(Date)



Sample Advertisement

CITY MANAGER
CITY OF Brookings

City Manager — Brookings, Oregon. Population 5,620. (Description?)

Salary range $ -$ /mo. DOQ, plus benefits. Staff of ___; annual budget
$ . Position responsible to mayor and 5 member council. Experience desired in
Bachelor's degree in or related field and ____ years' municipal

management experience required. Send resume, salary history and references to: Brookings
Manager Recruitment, P.O. Box 928, Salem, OR 97308. Closing date: June 30, 2000.

* * % % Kk * % * * *k * * * *x * %k %

OTHER EXAMPLES

City Manager - COQUILLE, Oregon. Population 4,200. Salary range $50,000 - $54,000, plus benefits. $7.5 mil. Budget, 32 FTE
employees. Wonderful full service community 18 miles inland from Southern Oregon ocean beaches. The Cogquille River provides the
best fishing around. Position responsible to Mayor and 6-member council. Bachelor's degree in Public Administration or related field
preferred. Master’s degree a plus. Three years experience in city government involving major public works improvements, economic
development strategies, budgeting, personnel management, and land use planning required. Send resume, salary history and
references by January 14, 2000 to: Coquille City Manager Recruitment,

PO Box 928, Salem, OR 97308. Phone (503) 588-6550.

City Manager - Warrenton, Oregon. Population 4,175. Salary range $55,000 to $65,000 DOQ. Beautiful family- oriented coastal
community with fast growing population. Staff of 35; annual budget $6 mil; operating - $7 mil capital improvements. Position
responsible to mayor and five (5) member Council. Strong municipal management skills with knowledge in land use, human relations
and local government finance desired. Bachelor's degree preferred with minimum five (5) years progressively responsible municipal
management experience. Send resume, salary history and references by December 15, 1999 to: Warrenton City Manager
Recruitment, PO Box 928, Salem, OR 97308. Phone (503) 588-6550.

For Reference, copy of 1986 City Manager Recruitment Advertisement

‘BROOKINGS--City Manager.  Population: 3,475. Salary: Current range $29,400 - $44,640 plus fringes.

“ stable management position in an expanding, beautiful coastal community. Position responsible to Mayor and
four-member council, elected for four-year staggered terms. $3 million budget, 33 employees. Full service -
city. Bachelor's degree with five years municipal government experience or equivalent combination of education
and experience desirable. Thorough knowledge of public works and strong administrative/community relations
skills necessary. Send resume', salary history and references to: - Brookings Recruitment Service, P. O. Box
928, Salem, Oregon 97308. Closing date: September 4, 1986.




Format for Administrator Profile

(For Council Use)

Describe the background, skills, and qualities you feel your city needs in an
administrator.

General
1. Education
2. Experience

Skills and Past Performance (Be specific to issues on technical expertise as it might
pertain to your city)

1. Administrative Ability

2. Budget/Finance

3. Labor Relations/Personnel
4. Community Relations

5. Council Relations

6. Intergovernmental Relations

7. Innovation and Major Achievements



RECORDS, REPORTS AND MEETINGS

192.660

(d) The substance of any discussion on
any matter; and

(e) Subject to ORS 192.410 to 192.505 re-
lating to public records, a reference to any
document discussed at the meeting but such
reference shall not affect the status of the
document under ORS 192.410 to 192.505.

(2) Minutes of executive sessions shall be
kept in accordance with subsection (1) of this
section. However, the minutes of a hearing
held under ORS 332.061 shall contain only
the material not excluded under ORS 332.061

(2). Instead of written minutes, a record of

any executive session may be kept mn the
form of a sound tape recording which need
not be transcribed unless otherwise provide
by law. Material the disclosure of which is
inconsistent with the se for which 2
meeting under ORS 192.660 is authorized to
be held may be excluded from disclosure.
However, excluded materials are autho

to be examined privately by a court m any
legal action and the court -shall determine
their admissibility. (1973 e172 §: 1975 664 §L
1979 c.644 §4] - -

192.660 Executive sessions permitted

on certain matters; procedures; news
media representatives’ attendance; Yinits.
(1) Nothing contained in ORS 192.610 to
192.690 shall be construed to prevent the

ing body of blic body from holdin
governing body of a public body m%.

executive session during a regular, sp
J e presiEng offi-

emergency meeting, after th
cer has identified

such executive session. Executive session
may be held:

(a) mmmﬂmﬂm‘%
lic_officer, employee, member or mdi-
vidual agent. ’lPhe exception contained in’this
paragraph does not apply to: -

* (A) The filling of a vacancy in an elective
office. R .

(B) The filling of a vacancy on any public
committee, commission or other_ advisory
group. - AR
(C) The consideration of general employ-
ment policies. :

(D) The employment of the chief execu-
tive officer. other public officers, employees
and staff members of any public bedy Dles

adver-

the vacancy in_that office has been
ised sculari fe ;ring have

arized procedures for hinn

has been opportunity for public input in
the employment of such an_officer,-However,
the standards, criteria and policy directives
to be used in hiring chief executive officers
shall be adopted by the governing bedy in
meetings open to the public in which there
has been opportunity for public comment.

Title 19

the authorization under
ORS 192610 to 192.690 for the holding of

onless

Page 109

(b) To consider the dismissal or disc-
lining of, or to hear complaints or charges
Erought against, a public officer, employee,
staff member or individual t, unless such
public officer, employee, s member or in-
dividual agent requests an open hearing.

(c) To consider matters pertaining to the
function of the medical of a public hos-
pital licensed pursuant to ORS 441.015 to
441,063, 441.085, 441.087 and 441.990 (3) in-
cluding, but not limited to, all clinical com-
mittees, executive, credentials, utilization
review, peer review committees and all other
matters relating to medical competency in
the hospital.

. (d) To conduct deliberations with persons
designated by the governing body to carry on
labor negotiations.

(e) To conduct deliberations with persons
designated by the governing body to negoti-
ate real property transactions.

- () To consider records that are exempt
by law from public inspection.

(2) To consider ?rehmmary negotiations
involving matters of trade or commerce in
which the governing body is in competition
with governing bodies in other states or na-
tions. o

(h) To consult with counsel concerning
the legal rights and duties of a public body
with regard to current litigation or litigation
likely to be filed. - - - o

() To review and evaluate, pursuant to

standards, criteria and policy directives
adopted by the governing body, the

employment-related performance of the chief
executive officer of any public body, a public
officer, employee or staé member unless the
person whose performance is being reviewed
and evaluated requests an open hearing. The
standards, criteria and policy directives to be
used in evaluating chief executive .officers
shall be adopted by the governing in
meetings open to the ‘public in which there
has been opportunity for public comment. An
executive session for purposes of evaluating
a chief exécutive officer or other officer, em-
ployee or staff member shall not include a
general evaluation of an agency goal, objec-
tive or operation or any directive to person-
nel concerning agency goals, objectives,
operations or programs.

(§) To carry on negotiations under ORS
chapter 293 with private persons or busi-
nesses regarding proposed acquisition, ex-
change or liquidation of public investments.

(k) By a health professional regulatory
board to consider information obtained as
part of an investigation of licensee or appli-
cant conduct. Notwithstanding paragraph (b)
or (c) of this subsection, subsection (5) of this

(1997 Edition)



Issues for Council Discussion
Prior to City Manager/Administrator Interviews

The following list of questions provides examples of topics which the city council may wish to
discuss prior to the interview of candidate finalists. These ideas are not exclusive. Some
questions lead to additional thoughts and your city's unique situation may lead you to ask many
others.

1. What budgeted resources do you have for the recruitment process? Does the amount
include some funding for the interview process?

o Will you pay partially or in whole for candidate travel expenses?
e Do you want the spouse to accompany the candidate, and at who's expense?
o Will the city set up a tour for candidates?
o Will you have a function for candidates and/or spouses such as a lunch, dinner, social
hour, etc. (get to know them a little bit more on a less formal basis than what the
interview process provides)?
¢ Where would you lodge the candidate(s) if need be? Would the city pay for this
expense?

2. The candidate may ask a number of questions. Are your prepared to answer them?
e Can you offer me any relocation expense assistance?
® Do | have to live in the city? If so, how long of a grace period do | have?
e |s the salary range, as advertised, firm, or may we negotiate something different?
e What benefits does an employee receive in addition to his/her salary?
® Would the city be willing to pay for any additional benefits (such as professional
memberships, professional education opportunities, travel/lodging/registration for

workshops or conferences)?

® Does the city have a vehicle | can use for city business, or do you reimburse for use of
a private automobile?

e May | have an employment contract? (If the answer is yes by the council, then you
have a whole set of additional questions to be dealt with - chat with your city attorney for
starters.)

® Does the city provide per diem when | go out of town on city business?

® Wil the council conduct an evaluation on my performance? Over what period of time?

3. Another set of questions the candidate may ask pertain to the job:



® Are there any hidden agendas that the council hasn't told me about; for example,
another employee wanted my job, the council expects me to hire or fire someone right
away, etc.?

o What is the expected relationship between the council and my management of city
affairs?

® \Who has the ultimate authority for hiring, promotion, discipline and termination of
employees - subject to bargaining contracts?

¢ If you had to list the highest priority for me to accomplish over the next year, what
would that be?

® What is your highest priority for accomplishment by me over the next three years?
® How long will you give me to leave my current job and relocate to ___(City)  ?

e How soon will | hear from you on your final selection decision?
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2 LGPl Job Code 1010

4 5 6 7 8 9 10 11 12 13 14 15 16 17 18
Established Title JM EE HRS STP MIN HIICP MAX FLAT AC CR JobS Ees NxtChg Representation

SALARY DATA LEGEND

1 & 2 LGP! Job Title and LGPl Job Code -- Standard job title and job code assigned by LGPI.

3 Job Summary -- Abbreviated position description. For more detailed job information, see the Job Description Summaries.

4 Established Title -- Title assigned to the position by the survey parlicipant.

5 JM -- Quality of job match.

L = Participant position has substantially [ess responsibility than the survey position.
G = Participant position is a good match to the survey position.
B = Participant position has substantially more responsibility than the survey position,

6 EE -- Number of employees in the position who are working the hours per week reported under "Scheduled Hours per Week".

7 HRS -- Scheduled hours per week -- Standard number of hours worked per week by the majority of employees in the positian. Excludes
avertime.

8 STP -- The number of steps from minimum to high inclusive,

9 MIN -- The lowest rate of the participant's formally established salary range for Lhe position.

10 HI/CP -- HI {HIGH} found in Step Systems or CP {Control Point) found in Open Range Systems. The highest rate of the participant's formally
established range for the position.

11 MAX -- An additional rate of compensation available beyond the high {in Step B Systems) or beyond control point (in Open Range Systems},
paid solely for proficiency or merit, Does not include bonuses, educational pay or longevity pay.

12 FLAT -- The flat rate the survey participant organization pays for the position.

13 AC -- Indicates whether the position is eligible 10 receive additional cash compensation.

14 CR -- Indicates whether the position requires job-related certifications, advanced degrees, or registrations not included in the full job summary.

15 Job$ -- The level of the position in its job family series. If the organization did not report information "0/0" appears in the column.
Organizations should take care when using this information.,

16 EEs -- The number of FTE supervised/managed by the position directly and/or indirectly. Organizations should take care when using this
information.

17 NxtChg -- The next date the position will receive a change in wage rates as stated in the contract. If a date does not appear in this column for
posilions in a Bargaining Unit, the organization did not report a date. A date is not listed for non-represented positions. N/S indicates the
contract was not settled.

18 Representation -- The Bargaining Unit to which the majority of the employees in the position belong. N/R indicates the position is notin a
bargaining unit.
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Eslablished Title JM EE HRS STP AC CR Jobs EES NxiChg Representation

§of Cry 11 # of Emp 1" Population Group Average %%ﬁ#:?f‘%i:%?gg-;

Papulatan 500Q to 9,199
City of Brookings City Manager G 1 40 o 6,049 Yas Yos 1Ti 48 NR
City of Cotlage Grave Ciy Manager a 1 40 Q 5250 Yes No (VR o7 NR
City of Fairvies City Admivatralor G 1 40 4] 5751 Yes Nbo a0 28 NR
Ciy af Houd River Cily Manager G 1 40 0 4,740 No No " 6 NR
Clty of Independsnos City Manager G 1 4a (] 5,167 No N> 11 12 NR
City of Monmauth Cily Merager G 1 40 g 8.044 No No 00 S3 NR
City of North Band Adminisirator G 1 40 0 6,06 6455 @455 Yas No 1 95 NR
City of Prineuills C1y Managar G 1 40 0 5275 Yes No 00 60 NR
Cdy of Sandy Cy Manager G T 40 0 5,620 N> Ne I (] NR
C-Ay of Soaside Oty Manager G 7 40 0 $555 Yas Yes (R 9 NR
Cily of Sheridan Cry Manager G ¢ 40 1] 4583 No Ne 0/a [] AR
City of Shemood Clty Managa G 1 4 0o 8333 Yes No 0/0 S8 NR
City of St Helens City Administraior G 1 40 ] 4,659 554 No No 17y 84 NIR
City o Sutherlin City Manager G t 40 4 4460 5400 Yaz No 1"y 42 NR
Ciy a’ Swaat Homo City Manager G 1 J0 H] 4,385 $.330 Yes No 0/a 56 IR
City af Talent City Aaministialar/Reccrder 8 1 40 L) 4,583 E£417 5417 No No 171 2° NR

# of Ciy 18 fof Emp 18 Population Group Average - 4GHE:E61620 . 5,830 - BERT;

Populaticn 2.5C0 4,999
City of Aumsville City Admmunistraloi’Reccrdar/Treasurer e 1 40 7 3,016 4318 No Na i 4 N:R
City of Bandon City Manager G t 40 o 24834 No No oso 8 NR
Ciy of Coquills City Managor G 1t 4 O 4353  No Na Ds0 [ NIR
City o! Creswell Cily Adm -istralor G 1 4 0 441C Yea No 171 7 NR
Cily of Marrishurg City Flanner’/Administratar G 1 4 8 3608 4583 No No 1°Hi L] NR
Cidy o! Myitle Creek Cily Admeriatrator G 1 4 ] 3,768 <4808 4,808 No No 1H1 32 NIR
Cdy of Oaksidgs Cily Admimisiralor G 1 0 [} 3333 5970 5,000 Ma No 1741 AN N/R
City of Philomalh Ctly Mznager G 1 40 6 4,080 §.151 Yea Na 171 1 NR
City of Reedspant Cty Manager G 1 4 0 3910 Yes No 373 7 NR
Cily of Tclado C1ty Manager G 1 40 (V] 5.550 No No A 44 NiR
City of Umatlla Gty Administraier Q 1 40 o 4,456 No No 070 39 NR
City af Venste City Adminislrater G 1 40 ] 4,892 Na No L] 9 NIR

Nole: Oollars hava been converled lo a 40 hour work week unlass standard work week exoeeds 40 hours. Pay adjusiments for required cerfificalions have been added lo the salary

amocunis reporled.

SALARY OATA - CITIES & COUNTIES Page 67 of 268
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Job Summary

ST

= P S R IRt 5&5

£ S = 3 %&
LGP! Job Code 430 -’%ﬁ o !‘%‘g: h—;:aei-?':_.ﬂ = .gig
~-.vaar UL S e W -’gg-: j— '-__ - anent . SRt $ 3 LTSS
Established Title M EE HRS STP MIN HIFICP MAX FLAT AC CR JobS EES inChu Repvesenlallon
Cily of \Winston Ciy Administratar G 1t 40 [1] 4,129 No Neo 0j0 22 NIR
City of Woad Village Ciy Adminisiralar G t 4o [} 5090 Yez Nao "\ 10 NIR
# of Cily 14 » of Emp 14 Population Group Average ;;_Mit 4.375. ..ﬁ?“ LK, 625
Population 1,500 lo 2499
City of Colurmbia Crly Cdy AdministratariRacorder G t 40 )] 3,825 Na No 0)0 7 NR
City of Ourham Cty Administralar!Recordes G t 40 0 3300 Yes No 0)0 NR
Cuty of Sslacada City Manager G 1 40 0 2517 3971 asm No No 171 17 NR
City of Gald Beach Cty Admimstratar G [ 1] 7 2917 3833 No No 91 17 NR
City of Heppner Oty Marager B 1 40 4] 3,229 4,188 4354 No Ne D)o NR
City of Minea Administrative Officer G t 40 O 3,000 No Ne 1791 8 NR
City of John Day City Manager G 1 40 7 3.288 4421 No No 1)1 20 NR
City of King Cily City Manager/Clly Reocorder G 1 40 0 3,958 Na No 191 (] NR
City of North Plaina Criy Managen'Adm:n strator G 1 40 0 Jea9 6510 No Yes 0)o0 [+] NR
City of Roguve Rver City Administiatan'Recorder G 1 40 H) 3391 4121 No No 1791 18 NR
City of Shady Cove Cry Administralor G 1 40 o 4025 Na Na 0; 0 12 R
# ot Cty 1" PaflEmp 1 Populetion Group Average 2&.‘2}7_“ 4:510 gg_ \:“K%:‘
Pcpulation 1300 1o 4%
City of Amty City Mansgor G 1 40 ] 2917 No No 171 8 NR
Clty of Canvon 3esch City Manager G 1 40 9 4917 ho Na LFR) b v NR
City of Cascads Lceks City Administralor G 1 40 b 3750 Yes Nao A 2 NR
City of Gaarharl City Manager B 1 40 -] 2648 4,281 4493 No Na LA 10 N'R
City of Porl Orfoid City Administrator G 1 40 0 2333 2667 2667 No Na 070 3 NiR
Cily of Tumer City Administistar (<] 1 40 0 3,193 No No o/0 5 NiR
8o City 6 # of Emp 8 Populafian Group Average ;‘,5;;:
Population 500 to 999
Cily of Fosll Clty Adminlstratar B 1 40 0 2,552 No No 1T 2 NR
Ctly o1 Glendale City Managor <] | a0 0 2,792 N2 No of/0 ] NR
Ciy of Manzanila City ManagesRezorder G I 40 5 3449 4,192 4318 N3 No 1Hi 10 NR
Cty of Sisters City AdmimsialoriRecordar B 1 40 0 4,265 \a No i 7 NR

Nota: Dollars have been converled lo a 40 hous work weex unless standard work weeck exceeds 40 hours. Pay adjustments for required cerlifications have been added lo the salary

amounis reposted.
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CITY OF BROOKINGS
AGER

GENERAL STATEMENT OF DUTIES:

The City Manager is the chief administrative officer and head of the administrative
branch of the City of Brookings.

DISTINGUISHING FEATURES OF THE CILASSIFICATION:

The City Manager, acting as the chief administrative officer and head of the
administrative branch of the City, shall have control and general supervision over
all city employees and all appointive City officers unless specifically excluded herein.
The City Manager operates under State Laws, the City Charter and Ordinances as
well as direction and rulings of the City Council.

VI VED:
Works under the general supervision of the City Council.

RVI ED:

The City Manager is responsible for delegating the assignment and evaluating the
work for all City employees. All Department and Division heads report to this
position and are under its general supervision. The City Manager directly supervises
the Administrative Assistant position.

The City Manager shall supervise the departments to the end of attaining the utmost
efficiency in each of them. Therefore, the City Manager shall have the power to
employ, discipline, dismiss, or transfer an employee from one department to
another, pursuant to the personnel rules adopted by the City Council; providing,
however, that any department head dismissed by the City Manager may appeal that
dismissal to the City Council, and that prior netification of such action must be given
to the City Council.

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm 1
DMVN/1993



CITY OF BROOKINGS
CITY MANAGER

ECIFIC EX TO CITY M 'SA

The City Manager shall not impinge on the City Attorney's ethical obligations to the
City Council; shall have no control over the judicial activities of the Municipal
Judge; and shall have no power of appointment or removal of the Municipal Judge,
City Recorder or City Attorney.

The power of appointment and removal of the Municipal Judge, City Recorder or
City Attorney remains strictly within the prerogative of the Mayor and Council,
pursuant to the City Charter.

PRINCIPAL DUTIES AND RESPONSIBILITIES

Most duties of this classification involve working with community leaders,
department or division heads of the City, and the general public. Actions taken are
on broad policy, planning, and budget problems of the City operations as directed
by the City Council.

PERF RE
The City Manager shall:

1.  Devote his/her entire time to the discharge of official duties, attend all
meetings of the Council unless excused therefrom by the Council or the
Mayor, keep the Council advised at all times of the affairs and needs of the
City, and make reports annually, or more frequently if requested by the
Council, of all the affairs and departments of the City.

2.  Enforce all the ordinances of the City including the provisions of all
franchises, leases, contracts, permits and privileges granted by, or running to .
the city.

3.  Act as purchasing agent for all departments of the City. All purchases be
made by requisition signed by the City Manager.

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm 2
DMVN/1993
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CITY OF BROOKINGS
CITY MANAGER

Be responsible for preparing and submitting to the Budget Committee the
annual budget estimates and such other reports as the City Council may
request.

Supervise all public utilities owned and operated by the city and shall have
general supervision over all city real or personal property.

Act as business agent of the Council for the sale of real estate and other
matters relating to franchises and leases.

Supervise the expenditures of all departments, divisions or services of the City
and analyze and supervise the functions, duties and activities of the various
departments, boards and services of the City, and all employees thereof;
make recommendations to the Mayor and City Council which, if adopted, will
result in greater efficiency of the overall operation of the City of Brookings
government.

When authorized by the City Council, the City Manager shall develop and
organize improvement projects and programs, and aid and assist the Mayor
and City Council in carrying the same through to a successful conclusion.

Make and keep an inventory of all personal and real property owned by the
City and advise the Mayor and Council concerning the purchase of new
machinery, equipment, supplies, or services which can be obtained under
terms and conditions most advantageous to the City.

Make, or cause to be made, studies and surveys of the responsibilities, duties
and work of the personnel employed by the City; inform and update the
Mayor and Council in regards to his/her decisions on abolition, consolidation,
transfer, removal of positions or personnel, or any other administrative
decisions made by the City Manager which is his/her judgment will increase
administrative efficiency.

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm 3
DMVN/1993
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CITY OF BROOKINGS
CITY MANAGER

Endeavor at all times to exercise the highest degree of tact, patience, and
professional courtesy in his/her contacts with the public, personnel employed
by the City and all elected and appointed officials, to the end that the highest
possible standards of public service shall be maintained.

Perform such other duties as may be required of him/her by the Mayor and
Council, not inconsistent with the laws of the State of Oregon and the Charter
and Ordinances of the City of Brookings.

EMPLOYMENT STANDARDS

The City Manager shall be appointed by the Common Council of the City of
Brookings, shall serve for an indefinite term and may be removed with or
without cause by a majority vote of the members of the City Council presently
holding office at the time of such vote.

The City Manager shall receive such compensation as the Mayor and Common
Council shall fix from time to time by motion noted in the minutes of the
Council.

At the time of appointment the person so appointed as City Manager need not
be a resident of the City of Brookings, Oregon, or of the State of Oregon but
within six months of the date of appointment shall reside within said City and
State for the balance of the individual's tenure in office.

The City Manager shall be required to carry a bond for the faithful
performance of the duties of office in an amount to be determined by the City
Council. The expense of said bond shall be paid from the budget of the City
Manager's office.

JAL

KNOWLEDGE OF: Thorough knowledge of municipal government

organization, powers, functions and relationships with other governmental
Jurisdictions.

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm
DMVN/1993 4



CITY OF BROOKINGS
CITY MANAGER

Thorough knowledge of the principals and Ppractices of public budgeting, finance,
reporting, and personnel management, assigning and supervising the work of others.

Thorough knowledge of principles and methods used in finance, budgeting, banking.
Familiar with all office equipment, including word processing programs. Have
extensive knowledge of office practices, procedures and methods, and of legal
requirements and procedures involved in conducting elections.

SKILL IN: Have considerable skill in establishing and maintaining
cooperative and harmonious working relationships with City employees,
representatives of business, legislative/administrative officials, governmental
organizations, and the general public.

ABILITY TOQ: Supervise and evaluate the activities of a wide variety of
employees; properly delegate responsibilities to the appropriate areas, while
maintaining accountability for the overall success of City services; develop and
prepare effective, readily understandable correspondence, administrative reports,
and public relations information.

EDUCATIONAL REQUIREMENTS:
Master's Degree in Business/Public Administration or closely related field.

PERIENCE:

Ten years progressively responsible public or business management experience
affording a knowledge of local and state laws.

PRE-EMPLOYMENT REQUIREMENTS:

Drug screen, bondability, educational and experience verification. Demonstrated
ability to perform essential functions.

COMPENSATION TYPE: Monthly
EXEMPTION STATUS: Exempt

JOB GRADE: Entry level through Step 6

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm }
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CITY OF BROOKINGS
CITY MANAGER

POSITION FUNCTIONAL REQUIREMENTS
Division/Dept: Administration
Job Title: City Manager
Reports To: City Council

The functions and abilities for successful performance in this position include,
but may not be limited to:

Physical Job Functions

Designated Reach Distance Weight Time
Function (Inches) (Feet) (Pounds) (%)
COLLATING 3 2
DIALING 18

5
FILING 18 2
KNEELING 2
LIFTING 3 25
REACHING 3 5
SITTING 80
SORTING 18 10
STOOPING 3
STANDING 10
TYPING 12 5
WALKING 10
WORD PROCESSING 18 10
Note: Percentages of time usually exceed 100% because many

functions actually occur simultaneously.

P & P, ADA COMPLIANCE, 10/16/92
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CITY OF BROOKINGS
CITY MANAGER

Mental Aptitudes Table

Designated Function % Time
WRITING 10
READING 30
REASONING 100
MATHEMATICS 25
VERBAL 60

Basic Acuities

'
)
)

Designated Function
VISION
HEARING
TOUCH
TASTE
SMELL

Note: Acuities levels are: High = 1 Medium

Aptitude Level

1

1

Note: Percentages
may exceed 100%
because functions
may occur
simultaneously

Acuity Level

1

1

2

3

2

= 2 Low

3

Acuity levels are established after reasonable accommodations are provided.

P & P, ADA COMPLIANCE, 10/16/92
g:\wpfiles\personel\manager\adm
DMVN/1993



Broohmgs Harbor

May 15, 2000 \ du}')r

Mayor Bob Hagbom and
Brookings Common Council
898 Elk Drive

Brookings, OR 97415

Dear Mayor Hagbom and City Councilors:

With the resignation of City Manager Tom Weldon, and the Council’s responsibility to
find suitably qualified candidates from which to select his successor, | would like to
present several suggestions about the type of characteristics that a candidate for
Brookings City Manager should possess, resulting from a compilation of thoughts of
several of the Chamber of Commerce’s Directors and myself. Opportunities currently
exist that have the potential to provide the City of Brookings and the Brookings-Harbor
community with a more secure and diverse economy. One that will continue to protect
and enhance the quality of life that we are fortunate to enjoy.

A candidate for Brookings City Manager should:

e Be able to communicate well by having a demonstrated ability to listen to,
understand and convey ideas with the Council, population at large and city staff.

» Demonstrate an active involvement in community affairs and activities, both on and
off the job, in past positions.

* Be able to think systemically, by being capable of seeing the larger picture of each
issue and the interplay that exists between various interests.

 Display an ability to collaborate and cooperate with others, seeking and initiating
partnerships and participating in them.

o Possess a proven ability to act independently, standing up for the city's best
interests.

e Be able to demonstrate fiscal astuteness with budgets and grants and an
appreciation of the importance of economic development efforts for our community.

Thank you for the opportunity to be allowed to provide our input in this important
process.

Sincerely,

Dolhlie—

Les Cohen
Executive Director

P.O. Box 940 - Brookings, Oregon 97415 - (541) 469-3181
E-mail: chamber@wave.net « Fax (541) 469-4094 - www.brookings-harbor.com



Memo

*
*
Py
AOQOQK\\\G
To: Mayor, City Council
From: Tom Weldon, City Manager M
Date: May 12, 2000
Subject: Information to help you address next City Manager’s salary

RECENT OREGON CITY MANAGER OPENINGS (in last year)

CITY POPULATION #EMPLOYEES SALARY RANGE
Amity 1,325 10 $ 35,000+
Astoria 10,100 107 67,500 - 82,560
Boardman 2,900 e 44,000 - 54,000
Canyonville 1,350 8 36,000 - 40,000
Cascade Locks 1,095 15 45,000 - 60,000
Coquille 4,200 32 50,000 - 54,000
Estacada 2,190 15 ?

Falls City 1,000 ? 25,000 - 30,000
Florence 6,715 47 72,000 - 3 yrs ago
Garibaldi 980 ? 36,000 - 39,000
Independence 5,817 30 50,000 - 65,000
Klamath Falls 19,000 150 75,000 - 85,000
Lebanon 12,480 90 63,324 - 91,836
Lincoln City 6,885 70 70,000 +

Madras 5,027 29 42,000 - 47,196
Oakridge 3,200 30 40,000 - 60,000
Port Orford 1,065 11 28,000 - 32,000
Scappoose 5,000 27 49,476 - 63,984
Sherwood 9,600 55 90,000 +

Stayton 6,290 42 60,000 - 68,000
Talent 5,050 21 55,000 - 65,000
Umatilla 3,515 27 42,000 - 53,472
Warrenton 4,200 35 55,000 - 65,000
Brookings 5,540 45 61,922-2000-01 FY

Your Community Development Director’s salary for next fiscal year will be $61,097.

I would suggest a range of $60,000 - $62,000, depending upon qualifications (DOQ). Hiring within
this range would save you a little money over the year to help pay for LOC expenses ($5,000) and
expenses related to this process ($3,000?). The norm would be to have some dollars to offer the
successful applicant for moving ($2,000 +7?).

Normally, there would be some sort of an increase (5/%) after the new person had been on the job
six months and had a successful performance review.





