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Dan Holladay, Mayor

Carol Pauli, Commission President

Brian Shaw, Rocky Smith, Jr., Renate Mengelberg

Commission Chambers5:30 PMTuesday, November 3, 2015

SPECIAL WORK SESSION

The City Commission reserves the right to go into a Special Meeting immediately following the Work 

Session.

1. Convene Special Work Session

2. Roll Call

3. General Business

3a. 15-599 City Manager Recruitment Process

Sponsors: Human Resources Director Jim Loeffler

Staff Report

2015 Draft City Manager Standards, Criteria and Policy

2015 City Manager --- List of Candidate Characteristics and Experience

April 2015 City Manager Salary Survey

Fairview City Administrator Profile

Gladstone City Administrator Profile

Woodinville City Manager Profile

LGPI 2015 Executive Recruitment Flier

Attachments:

3b. 15-603 Executive Team Evaluation Process

Sponsors: Human Resources Director Jim Loeffler

Staff ReportAttachments:

4. City Manager

5. Adjournment

Citizen Comments: The following guidelines are given for citizens presenting information or raising 

issues relevant to the City but not listed on the agenda.  

*Complete a Comment Card prior to the meeting and submit it to the City Recorder.

*When the Mayor calls your name, proceed to the speaker table and state your name and city of 

residence into the microphone.

*Each speaker is given 3 minutes to speak. To assist in tracking your speaking time, refer to the timer 
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November 3, 2015City Commission Meeting Agenda

on the table.

*As a general practice, the City Commission does not engage in discussion with those making 

comments.

*Electronic presentations are permitted, but shall be delivered to the City Recorder 48 hours in advance 

of the meeting.

Agenda Posted at City Hall, Pioneer Community Center, Library, City Web site. 

Video Streaming & Broadcasts: The meeting is streamed live on Internet on the Oregon City’s Web site 

at www.orcity.org and available on demand following the meeting. The meeting can be viewed live on 

Willamette Falls Television on channels 23 and 28 for Oregon City area residents. The meetings are 

also rebroadcast on WFMC. Please contact WFMC at 503-650-0275 for a programming schedule.

 

City Hall is wheelchair accessible with entry ramps and handicapped parking located on the east side of 

the building. Hearing devices may be requested from the City Recorder prior to the meeting. Disabled 

individuals requiring other assistance must make their request known 48 hours preceding the meeting 

by contacting the City Recorder’s Office at 503-657-0891.
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Staff Report

City of Oregon City 625 Center Street

Oregon City, OR 97045

503-657-0891

File Number: 15-599

Agenda Date: 11/3/2015  Status: Agenda Ready

To: City Commission Agenda #: 3a.

From: Human Resources Director Jim Loeffler File Type: Report

SUBJECT: 

City Manager Recruitment Process

RECOMMENDED ACTION (Motion):

Staff requires City Commission input, discussion and approval of the City Manager 

recruitment and selection process. 

BACKGROUND:

At the October 21, 2015 Regular Meeting of City Commission, the Commission directed 

staff to prepare information for a special meeting to discuss and move forward on the 

recruitment and selection process to fill the recent City Manager vacancy.  

Key questions for the Commission to consider include but are not limited to:

1.  Recruiter - City staff or Executive search firm?

2.  Where to emphasize candidate search area?

3.  Budget for recruitment, interviewing, relocation?

4.  Process to review and select finalists?

a.  Staff component

b.  Public component

c.  Key stakeholder component

5.  What is the ideal candidate profile?  Attached to this report is a draft sample 

profile.

6.  What salary and compensation package is the Commission willing to list in the 

job announcement and make in the job offer to the candidate?  A City Manager salary 

and compensation survey from April 2015 is attached to this report.

BUDGET IMPACT:

Amount:  TBD

FY(s):  FY 2015-16       

Funding Source:  General Fund      
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City of Oregon City

Draft Standards, Criteria and Policy Directives
November 2015 City Manager Profile

General Roles and Responsibilities
The position of City Manager of Oregon City is established in the City Charter.  
The City Manager is hired by and serves at the pleasure of the Mayor and 4-
member City Commission.  The City Manager assists the Mayor and Commission
in the development of city policies and carries out policies established by 
ordinances resolutions and general directions approved by the Commission.  The 
City Manager serves as the Chief Executive Officer of the City.  

Background Requirements
Education.  The City Manager is required to have a Bachelor’s Degree from an 
accredited college or university in Public Administration or related field.  A 
Master’s degree is a plus.  Any satisfactory combination of practical experience
(beyond that required for initial qualification) and education will be considered if 
the candidate is able to demonstrate he or she can satisfactorily perform the job
functions.

Experience.  The position requires at least five years experience with a successful 
record of accomplishment in local government or business management 
(including supervision of employees).    Progressive management responsibilities 
would ideally include positions such as City Manager/Manager, Assistant 
Manager, Finance Director, Public Works Director, other department head or 
equivalent.  CEO level municipal experience is preferred.  

Skills and Performance Standards
Administrative/Management Abilities.  The City Manager must be able to 
establish and maintain positive and cooperative working relationships with City 
Commissions, intergovernmental partners, other elected officials, citizens, 
department heads and other city officials and employees.  He or she must be an 
ethical team leader who can hire the right people and develop a team that works 
effectively by building consensus.  He/She will not be a micro-manager, but 
someone who can lead staff to make things happen, who can get projects 
organized and provide effective supervision.  The Manager must know municipal 
government organization, powers, functions and relationships.  The Manager 
must be a collaborative leader who is able to make executive decisions.  Excellent 
written and verbal communication skills are essential.  The City Manager must 
have experience in and be able to manage and oversee all city operations 
including:  budgeting and finance; planning and land use; city utilities; public 
safety; emergency management; public works; and all other city departments and 
services.  The Manager also acts as the city’s business agent in the sale of real 
property and other matters relating to city contracts, permits, franchise 



City of Oregon City

Draft Standards, Criteria and Policy Directives
November 2015 City Manager Profile

agreements and leases. He/she must understand public purchasing and 
contracting requirements, as the Manager acts as the city’s purchasing agent and 
signs all requisitions on city accounts.  The Manager should have experience with 
managing projects.

Budget/Finance.  The City Manager will work closely with the Finance Director 
and other Department heads in the development of the City budget.  The 
successful candidate will have a working knowledge of Oregon’s budget laws and 
will be able to deal creatively with declining revenues and limited resources.  The 
City Manager needs to understand the components of successful economic 
development, particularly working in concert with local Community 
Development agencies.  Oregon City is a full service city and as such, has city 
utilities.  The Manager must have the skills and knowledge to oversee the 
finances of these utilities to assure that the citizens can count on receiving these 
services for years to come. This will include knowledge of water and sewer rate 
structures, debt tools for enterprise funds and systems development charges.  
Additionally, the City Manager needs to understand the components of successful 
economic and business development, particularly working in concert with the 
other local stakeholders.  

Personnel/Human Resources. The City Manager exercises control and general 
supervision over all city employees.  He/she must know and apply the principles 
of personnel management, assigning and supervising the work of others, 
including department heads.  The candidate must understand and be able to
work within federal and state employment laws and must have knowledge in the 
area of collective bargaining.  He or she must be able to work productively with 
both represented and management employees.  

Community Relations.  It is important that the City Manager have a record of 
accomplishment in community involvement and active participation in the 
community.    The City Manager needs to be receptive to hearing input and 
complaints from, and be open and attentive to citizens; and committed to 
following through on solutions.  The City Manager is expected to exercise the 
highest degree of tact, patience and professional courtesy in contacts with the 
public, personnel employed by the City and all elective and appointed officials to 
maintain the highest possible standards of public service.  The City Manager
must have the desire and ability to work closely with community groups and 
organizations.  The Manager will exhibit leadership and serve as a model for 
other City employees.

Commission Relations.  The Mayor and City Commission expect to have open, 
honest and direct communication with the City Manager.  The City Manager is 
expected to provide ongoing regular communication to the Commission on the 
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Draft Standards, Criteria and Policy Directives
November 2015 City Manager Profile

needs and affairs of the City, including information about city department 
activities.  The City Manager will need to provide the Commission with complete 
information on policy options for matters requiring a decision, in order to allow 
the Commission to make informed decisions.  An open door policy is expected for 
citizens, Commissioners, department heads and employees to have easy access to 
the City Manager.  The Commission is looking for someone who can work 
effectively with the Commission to facilitate and implement annual goal setting 
and strategic planning.  A good understanding of local government processes and 
procedures, board policy development and equal access to information by all 
Commissioners will be necessary for a candidate to be successful in this position.

Intergovernmental Relations.  It is important that the City Manager is able to 
forge good working relationships with a wide variety of other local governments 
and state agencies, including South Fork Water Board, the Fire District, the 
School District, the County, METRO, the Sewer District and other local 
governments in the area.  The Manager will participate and be significantly
involved in Oregon City’s economic development efforts. The City Manager will 
be responsible for keeping the Commission informed about intergovernmental 
relations and issues involving the City.

Innovation and Major Achievements/Miscellaneous.  The City Manager needs to 
be able to help develop a future vision for the City of Oregon City.  The Manager
will have the ability to foster productive, trusting relationships with city 
department heads and staff in order to promote teamwork. An understanding of 
urban renewal districts and tax increment financing (Oregon City has an Urban 
Renewal District) is vital. An awareness and knowledge of the principles, 
methods and practices of development, including downtown 
development/redevelopment and industrial development are essential.  Oregon 
City participates in the Oregon Main Street program and experience with this 
area will be useful.  The Commission is looking for someone who is interested in 
and will keep the Commission informed on statewide issues affecting cities.  
Membership in and participation in professional organizations will be 
encouraged.  The Commission is looking for someone who is creative, and who 
can work with the Commission to identify areas for improvement and help 
implement governmental best practices.  

The City Commission is looking for someone who can work on the City’s behalf as 
a partner with the business community.  A Manager who can encourage 
community involvement and foster volunteerism in the community is important.

The City (population 33,760) occupies a territory of approximately 9.2 square 
miles.  Interstate 205 and state Highways 99E and 213 provide links to Portland, 
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Salem, Molalla, and Southwest Clackamas County.

The City of Oregon City has approximately 230 full time and part time employees 
who serve the over 33,700 population of the City of Oregon City. Each 
Department has specific duties to meet the needs of the community. Oregon City
provides a variety of services including Parks, Cemeteries, Swim Center, Streets, 
Wastewater, Library, Police, Urban Renewal, Planning and Development.



The future City Manager will:

• Have experience as a manager and a leader who understands municipal government.  

Preferred 5 years experience as City Manager in City of equivalent size or complexity of 

issues.

• Be ethical, honest, hard-working and approachable.

• Illustrate trustworthiness and provide mutual respect and cooperation.

• Demonstrate courage and ability to take calculated risks, when needed.

• Exhibit excellent oral and written communication skills.

• Understand municipal finance and bring creativity and in depth understanding of finance 

municipal services, project, programs, capital expenditures and how to locate new 

revenue sources.

• Have an excellent understanding of urban renewal and economic development.

• Possess outstanding organizational skills.

• Successfully delegate appropriately.

• Foster a strong team environment and serve as a mentor for personal and professional 

growth.

• Possess a proven record of creating and implementing a high-performance, customer-

service focused organizational culture.

• Hold a proven record of success.

• Prove to be accessible and responsive to the public, elected officials and city staff.

• Demonstrate a record of working well with local, regional, state, and federal partners.

• Display the ability to be a good listener.

• Provide a sense of humor and a "can-do" attitude.



Population Salary as 
of 3/2015

Deferred 
Comp

Auto/IT 
Stipend

Other 6% PERS 
Pickup

TOTAL
NOTES

Albany 51,270 $134,436 $18,149 $8,066 $160,651
13.5% to deferred comp, 6% PERS;  CM chooses NOT 
to take $300 @ month car allowance.

Updated 4/6/15 David Shaw, HR Director

Bend 78,280 $171,314 $4,560 $10,279 $186,153

The City covers the deductible, $2000/individual 
$4000/family. If deductible not met, unused amount 
deposited in VEBA. $300 per/month car allowance $80 
per/month cell phone: severance inc to 9 mths with 9 
mths COBRA Updated 4/8/15 Linda Strand-Smith HR Program Specialist

Corvallis 55,055 $140,004 $5,000 $9,404 $154,408 Updated 4/6/15 Susanne Benson, HR Analyst

Eugene 159,190 $188,947 $22,000 $6,480 $7,267 $11,726 $236,420
$500 /month car allowance  $40 /month cell phone; 
Other= ability to cash out 2 wks vacation.  OPSRP - No 
6% on deferred comp or VPO updated 4/21/15 Mark Villegas & Keri Beraldo

Grants Pass 35,060 $133,780 $8,027 $141,807 VEBA - if chosen, $234/mo (2808 Annually)
Updated 4/9/15 Diana Mejia

Gresham 106,455 $149,604 $6,000 $1,496 $8,976 $166,076
Waived VEBA - gets 1% of annual salary 
($124.67/month) as an additional allowance added to 
his $500/month car allowance paid thru A/P Updated 4/13/15 Karen Pearson

Hillsboro 97,368 $177,538 $11,760 $4,500 $11,628 $205,426

$375 /month car allowance. VEBA is 2% of base salary.  
Deferred Comp contribution instead of PERS.  Medical 
is Kaiser composite rates. 10 paid days of 
Administrative leave + 2 personal days to be used as 
manager deems appropriate during the calendar year.  
No ER pd PERS. Updated 4/21/15 Katie Jensen

Oregon City 33,760 $172,104 $6,024 $1,250 $6,354.61 $11,144 $196,877

Salary linked to other department director COLAs & has 
merit pay component.  Merit pay for 2015 was $8605. 
Def comp = 3.5% w/ EE match. Full cost of smart phone 
& monthly svc. HRA VEBA =1%; cash out of up to 7 
days vacation. Updated 4/9/15 Jim Loeffler

Lake Oswego 36,770 $152,250 $7,613 $4,800 $9,880 $174,543 $400 car allowance, 5% match deferred comp
Updated 4/8/15 Patrick Foiles HR Analyst

Lane County $167,482 $16,748 $7,560 $6,442 $11,894 $210,126
$6,720 car allowance,$840 data plan stipend; sell back 
of 80 hrs vacation; 

Updated 4/8/15 Cindy Tofflemoyer, HR Program Supervisor

Medford 75,920 $145,008 $2,755 $6,780 $5,075 $9,273 $168,891
Sick leave above 960 hrs contributed at 50% to HRA-
VEBA acct. Severance  provides one month of salary 
for each year of service, up to 6 months Updated 4/17/15 Elizabeth Simas

Tigard 50,000 $163,901 $8,195 $1,960 $18,029 $192,085

No PERS:  City contributes 11% of salary/year to 401A 
Retirement -- not shown, EE contributes $0, $1000 
allowance provided for purchase of addit life ins or long 
term care or both, 5% City Paid Deferred Comp, $50/Mo 
into City Paid VEBA, cell 30/mo

Updated 4/27/2015 Dana Bennett

Springfield** 60,117 $150,342 $6,014 $6,100 $5,782 $10,094 $178,333
Includes $1300 tech stipend, $4800 mileage and $5783 
for 80 hrs floating holiday that can be sold or used as 
vacation time each year.  Does not accrue.

Average $158,031 $10,916 $5,241 $4,766 $10,737 $182,788

Median $158,076 $8,195 $5,715 $10,319 $180,348



Updated 4/8/15 Linda Strand-Smith HR Program Specialist

Updated 4/8/15 Cindy Tofflemoyer, HR Program Supervisor



City Administrator 

City Administrator – Fairview, OR.  City population 8,980. Salary range $100,000 - $125,000, 
DOQ plus excellent benefit package. Staff of 38 full-time and 3 part-time/seasonal positions. 
Seeking full-time skilled professional to oversee the management, administration, financial 
administration and direction of City operations.  
 
The City Administrator is appointed by and serves at the pleasure of the Mayor and six-member 
City Council who are elected from the city at large. Fairview is a full-service city. Service areas 
include: Police, Planning, Public Works, Utilities, Economic Development, Finance, 
Administration, Recorder, Municipal Court, Economic Development, Parks and Recreation, and 
Building Services. Through Public Works, the city operates water, wastewater and storm water 
utilities, streets, economic development, land use, building and parks. Fire and emergency services 
are provided through an intergovernmental agreement with the City of Gresham, a neighboring 
city.  
 
Applicants are required to have Bachelor’s degree in Public/Business Administration or related 
field; a Master’s in Public Administration or related field is preferred.  A minimum of three years 
in public management is required, with at least two years in a supervisory capacity. Oregon 
experience is a plus but not required.  Any equivalent combination of experience and training 
which ensures the ability to perform the work may substitute for the above.  
 
See the position profile and employment application to the right (Job Details/Attached Files). 
Submit cover letter, resume, reference, city application form and veterans preference 
documentation (if applicable) electronically to: jmessmer@mwvcog.org or by mail to 100 
High St. SE, Ste 200, Salem, OR 97301 with Fairview City Administrator Recruitment in the 
subject line. (Job Details/Attachments/ For questions, contact Jennie Messmer at 503-871-5852 or 
jmessmer@mwvcog.org.  Application Deadline: November 6, 2015.  The City of Fairview 
is an equal opportunity employer and does not discriminate.   
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CITY ADMINISTRATOR 
 
 

$100,000 - $135,000  
 

Plus Excellent Benefits 
 

Apply by 

October 25, 2015 
(open until filled)  
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WHY APPLY? 
 

Located just eight 
miles south of Port-
land and nestled in 
the North End  of 
the Willamette Val-
ley, Gladstone, Or-
egon, offers easy 
access to the big 
city, while giving its 
residents the en-

joyment of a city full of small town charm. Sepa-
rated from its urban neighbors by a stretch of 
farmland and rolling hills, Gladstone residents en-
joy a high quality of life with hiking, skiing and 
sightseeing at nearby Mt. Hood and fishing and 
boating on the Willamette and Clackamas Rivers. 
 
Gladstone is a diverse and vital community that 
welcomes families to make their roots and enjoy 
small town living. If you are a professional looking 
to lead a team of dedicated staff to provide excel-
lent services to a close-knit town, this is the right 
position for you! 
 

THE COMMUNITY 
 

Gladstone is nestled in the Northern part of the 
Willamette Valley within the Portland metropolitan 
region. This Clackamas County community has a 
total area of 4 square miles and a population of 
nearly 12,000 residents. Gladstone is centrally lo-
cated along the west coast within a 3-hour drive of 
Seattle, Washington, and a day drive to San Fran-
cisco, California, Vancouver, British Columbia, and 
Boise, Idaho.  
 
Gladstone is an attractive, growing community 
whose residents enjoy the beauty of the country-
side with city life only a short distance away. Glad-
stone values its small town attributes and wants to 
build on and preserve them. The community takes 
great pride in its numerous annual events, includ-
ing Easter egg hunts, ice cream socials, hot dog 
feeds, movies in the park, and the Gladstone 
Community Festival.  
 
Having a river-based heritage, Gladstone’s diverse 
businesses, vibrant neighborhoods, active com-
munity involvement, and award winning schools 
have together created a strong sense of communi-
ty, where residents enjoy a relatively low cost of 
living when compared to the Portland metro area.  

Meldrum Bar Park, just one of Gladstone’s 16 
parks, is used year-round by fishermen, and adds 
inviting beaches for swimmers and picnickers to 
use in the summer months.  
 
Known for its innovation and advanced technology 
experiences across all grade levels, the Gladstone 
School District serves roughly 2,000 students en-
rolled in one elementary school, one middle 
school, and one high school, while boasting one of 
the best graduation rates in the state.  
 

THE CITY 

 
Mission 

 

The city government of Gladstone provides active 
planning and implementation to support a high 

quality of life for our community. 
 
Incorporated in 1911, the City of Gladstone oper-
ates as a Mayor-Council form of government. The 
Council consists of an elected Mayor and six City 
Councilors, with each Councilor serving for a term 
of four years. The City Administrator oversees all 
city departments and is assisted by the Assistant 
City Administrator. Departments include Admin-
istration, Police, Fire, Public Works, Library, Plan-
ning, Finance, Parks & Recreation, Senior Center, 
Municipal Court, Utilities, and Human Resources. 
The City employs 54 FTEs and has a total 2015-
2016 adopted budget of $23,645,201.  
 
As a city, Gladstone prides itself on communi-
cating and working cooperatively with citizens, us-
ing volunteers and citizen committees effectively, 
promoting good customer service, and building 
collaborations with federal, state, and county or-
ganizations to achieve its goals.  
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THE POSITION 
 

The City Administrator plans, organizes, and di-
rects the overall administrative activities and oper-
ations of the City in accordance with policies de-
termined by the City Council.   
 
Other responsibilities include: 
 

 Advise the Council of the City’s financial condi-
tion, and current and future needs. Direct the 
development, presentation, and administration 
of the city budget; prepare and oversee the fi-
nancial forecast of funding needed for staffing, 
equipment, materials, and supplies. 

 Provide management and oversight to the 
Economic Development and Urban Renewal 
Agency.  

 Negotiate contracts and solutions on a variety 
of administrative, fiscal, and special projects. 

 Provide supervision and manage staff to en-
sure city goals and objectives are met. Hire or 
remove city employees and have general su-
pervision and control over them and their work, 
with power to transfer an employee from one 
department to another. 

 Oversee the enforcement of all city ordinanc-
es; monitor all contractual agreements with 
franchises, leases, contracts, permits and 
privileges granted by the City. 

 Represent the City in the community and at 
professional meetings; participate on a variety 
of boards and commissions. 

 

OPPORTUNITIES & CHALLENGES 
 

New City Hall and Police Station 
The City is currently going through the process of 
authorizing the construction of a new city hall and 
a new police station. These projects create an op-
portunity for the new City Administrator to leave 
his or her mark on the City of Gladstone for years 
to come. 
 

New Library 
Gladstone has authorized the building of a new 
library, with the project to begin this coming No-
vember. This creates the opportunity for the new 
City Administrator to be involved in the community 
from the day he or she begins the job. 
 
New Management Teams 
New team members, including a Fire Chief, Ac-
counting Manager, and Public Works Director will 
be in place by the end of this year. With an abun-
dance of new people and energy, Gladstone’s City 
Administrator will have the opportunity to guide 
this team to success. 
 
Capital Improvement Plan 
A new Capital Improvement Plan is being created, 
with a focus on water and sanitary projects. With 
numerous new projects arising, the new City Ad-
ministrator will have the challenging opportunity to 
forecast budgetary expenses for improving Glad-
stone.  
 

THE IDEAL CANDIDATE 
 

Gladstone is seeking an experienced manager 
and strong leader who understands all aspects of 
municipal government and has an appreciation of 
the challenges currently facing small cities. He/she 
must have a proven track record of responsible 
budget and financial management and must be 
politically astute with the ability to facilitate the 
council through complex processes. The Council 
is fairly new - five members are new with less than 
a year of experience. Communication with Council 
will be of the highest importance. 
 
There will be many new members on the man-
agement team as there are currently three interim 
directors. The new City Administrator will be relied 
upon to serve as a mentor and must have the abil-
ity to foster a strong team environment. The suc-
cessful candidate will have excellent organization-
al development skills, will delegate appropriately, 
and have a track record of implementing policies 
and systems to create and maintain a high-
performance, customer service focused, organiza-
tional culture. The ideal candidate will be ap-
proachable by all citizens, staff and Council, and 
will communicate effectively. He/She will establish 
and maintain effective working relationships with 
other employees, the Mayor and Council, and the 
public.  
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Regional relationships are very important. The 
new City Administrator must have excellent skills 
at cooperating and sharing resources with neigh-
boring agencies, cities, ports, and the county.  A 
track record of building and maintaining regional 
relationships will be a plus. 
 
Gladstone is primarily a residential community and 
the Council is seeking a manager who can give 
them a commitment of at least 5-7 years. The ide-
al candidate will be approachable, responsive, and 
down-to-earth, and must be able to embrace 
community involvement. Reaching out to citizens 
and inspiring more community involvement will be 
a high priority.   
 
The City has several big projects in the next few 
years, including a new city hall, library and police 
station. Experience with capital projects and pro-
ject management skills will be helpful. The ideal 
candidate will be collaborative yet can make the 
hard decisions when necessary. A strong sense of 
integrity, honesty, and professionalism is required. 
 

 

EDUCATION & EXPERIENCE 
 

A bachelor’s degree from a four-year college or 
university in public administration, business man-
agement, or closely related field is required, and 
ten years of experience, with a minimum of five 
years of related experience as a city manager, as-
sistant city manager, or exempt level department 
head, or any satisfactory combination of experi-
ence and training which demonstrates the 
knowledge, skills and abilities to perform the 
above duties. A master’s degree in a related field 
is preferred. A valid Oregon driver license or ability 
to obtain within six months is required. The Glad-
stone City Charter requires the City Administrator 
to establish residency within city limits within a 
reasonable amount of time. 
 

COMPENSATION & BENEFITS 
 

 $100,000 - $135,000 DOQ 
 9 Holidays  
 Paid Vacation Accrual 
 Paid Sick Leave Accrual 
 Medical, Dental, Vision 
 $10,000 Life Insurance 
 Long Term Disability, AD&D 
 457 Deferred compensation plan 
 Flexible Spending Account 
 Participation in Oregon PERS/OPSRP retire-

ment plan 
 Supplemental employee, spouse or dependent 

life insurance 

 
www.ci.gladstone.or.us

 
 

 

The City of Gladstone is an Equal Opportunity Employer.  All qualified candidates are strongly encouraged 
to apply by October 25, 2015 (first review, open until filled).  Applications, supplemental questions, 
resumes and cover letters will only be accepted electronically. To apply online, go to 
www.prothman.com and click on "submit your application" and follow the directions provided.  Resumes, 
cover letters and supplemental questions can be uploaded once you have logged in. If you are a veteran 
and wish to request veterans' preference credit, please indicate that in your cover letter, and complete and 
submit the veterans' preference form posted on the website as instructed on the form.    
 

 
 
 

 
 

 www.prothman.com 
 

371 NE Gilman Blvd., Ste 350  
 Issaquah, WA 98027 

206.368.0050  

 

http://www.prothman.com/


 

 
 

 
 
 
 
 
 

 
 
 
 
 

 
  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

CITY MANAGER 
 

$135,000 - $168,000 
 

Plus Excellent Benefits 
 

Apply by 

November 15, 2015 
(open until filled) 

 

W AS H I N G T O N  
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WHY APPLY? 
 

Located between Se-
attle and Bellevue, 
Woodinville is a con-
venient home-base to 
roughly 11,500 resi-
dents and is home to 
some of Washington’s 
top wineries and 
premier retail shop-

ping areas. With easy access to local highways, 
Woodinville lets residents enjoy the advantages 
and convenience of being near several major met-
ropolitan centers while maintaining the livability of 
all that is great about small town life. 

 
This is an excellent opportunity for an experienced 
public sector management professional looking to 
make a difference in an active and growing com-
munity. If you are looking for a challenging and 
rewarding career opportunity and love the great 
outdoors, this is the right position for you! 
 

THE COMMUNITY 
 

Located in the heart of the Sammamish River Val-
ley, the area was named for Ira and Susan 
Woodin, early settlers who arrived in Woodinville 
in 1871.  Like other nearby towns, Woodinville be-
gan as a logging community, became a farming 
center, and then developed into a suburb of Seat-
tle after World War II.  

 
Today, Woodinville flourishes with roughly 1,200 
retail centers, restaurants and business services. 
The city's tourist district draws more than half a 
million visitors annually to its 21 major wineries, 
including Chateau Ste. Michelle Winery and Co-
lumbia Winery, the Redhook Brewery, and Willows 
Lodge & The Herbfarm Restaurant.  

Woodinville's eleven public parks, multipurpose 
sports field, variety of paved and unpaved walking 
and biking trails, and local rivers allow for resi-
dents of all ages to enjoy a variety of recreational 
opportunities, including picnicking, recreational 
sports, horseback riding, golf, bocce ball, fishing, 
and kayaking.  

 
Other local attractions include Chateau Ste. 
Michelle’s summer concert series, which has 
hosted live performances for some of the best art-
ists in jazz, rock, blues and contemporary music 
including James Taylor, The Beach Boys, Stevie 
Wonder, John Legend, and Sarah McLachlan, 
along with a variety of local farms and markets 
that provide locally grown produce and products. 
 

THE CITY 
 

Incorporated in 1993, Woodinville employs a 
Council-Manager form of government.  The City 
directly employs 34 FTEs and uses contracts to 
provide various municipal services.  Police ser-
vices are provided through a contract with the King 
County Sheriff’s Office.  Emergency medical and 
fire services are provided through the independent 
Woodinville Fire & Life Safety District; and sewer 
and water service are provided by the independent 
Woodinville Water District.  
 
The City uses a 2-year Budget that totals about 
$46 million, with about $22 million for operations, 
$23 million for capital projects, and $1 million for 
debt repayment. The City Manager is responsible 
for general administrative oversight of the city 
government consistent with City Council policy 
and directives. The City Manager also oversees 
the budget adopted by the City Council and all 
personnel matters. 
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Woodinville consists of 5 city departments: Admin-
istrative Services, Development Services, Police, 
Executive, and Public Works and Parks. Human 
resources, City Clerk, and city communications 
are all functions of the Executive Department, 
headed by the City Manager.  

 
THE POSITION 

 

Working under the direction and authority of the 
City Council, Woodinville’s City Manager serves 
as the City's Chief Executive Officer to plan, or-
ganize, direct and/or perform the development, 
management and administration of City-wide 
budget, policies, procedures, regulations, ordi-
nances and programs, including long-range plan-
ning. The City Manager directs the work activities 
of employees and contractors directly or through 
designated supervisors, makes recommendations 
on all items that come before the City Council, co-
ordinates activities with applicable Council Com-
mittees, citizen groups, intergovernmental agen-
cies, and other organizations, appoints and re-
moves all department heads, officers and employ-
ees of the City except where provided otherwise 
by law, and serves as City representative to vari-
ous municipal and community organizations. 
 
Dick Zais, who retired from the City of Yakima, 
Washington, after serving 33 years as City Man-
ager, is serving as Interim City Manager.  He will 
not be a candidate for the permanent position. 
 
Other responsibilities include: 
 

 Responsible for the efficient and effective 
management of the business affairs of the or-
ganization and public services provided by the 
City directly or by contracted services.  

 Direct or develop and present recommenda-
tions to the City Council on issues coming be-

fore them and provide information to the 
Council that is necessary to the carrying out of 
the Council's legislative role. 

 Responsible to ensure the financial integrity of 
the City and to develop, implement and man-
age the City budget after Council adoption. 

 Responsible for the management and ap-
pointment or removal of the City's work force 
by planning and providing for sufficient staffing 
levels, equipment, facilities, motivation, train-
ing, discipline, compensation and development 
opportunities within Council adopted budget 
appropriations to effectively carry out City ser-
vices. 

 Review all items that come before the City 
Council and make recommendations on perti-
nent items to assure the effectiveness of City 
services, coordination of all functions of City 
government and determine procedures to 
comply with applicable laws. 

 As defined by Council, maintain active partici-
pation in local and regional multi city/county 
groups whose activities influence the direction 
of the City and its operations. 

 Develop and/or oversee development and im-
plementation of City-wide policies, regulations 
and procedures as directed by the City Coun-
cil; analyze impact of actions on budget, staff-
ing levels and legalities. 

 Manage and administer the City's human re-
source management program. Provide direc-
tion to Department Heads regarding personnel 
actions, consistent with established policies, 
and practices. Develop policies and proce-
dures related to personnel functions. 

 Plan, organize, direct and control the work 
schedules of City employees directly or 
through designated Department Heads and 
supervisors. 

 As appropriate and required, represent the 
City on committees and at hearings. Attend 
Council meetings and any other meetings, as 
designated. 

 Perform or direct investigations, studies and 
surveys directed by the Council to promote ef-
ficient operation of the City and any other as-
signments or projects as may be developed by 
the Council. 

 Assure the prompt investigation of citizen 
questions and/or complaints regarding the 
functions of the City or any department as ap-
propriate. Personally initiate action to resolve 
complex problems. 
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CHALLENGES & OPPORTUNITIES 
 

1. Council Retreat with City Management 
With the election of two new council members the 
City Council is considering a retreat to review and 
update city goals and strategic initiatives for the 
next year.  This will be an important opportunity for 
the new city manager and Council to begin their 
working relationship. 
 
2. Completion of the Comprehensive Plan 
The Comp Plan has been the subject of intense 
review, analysis and revision by the city for the 
past year.  While the Plan is targeted to be com-
pleted and adopted by the end of 2015, there will 
be considerable work to follow-up and implement 
the enabling legislation early in 2016. 

 
3. Property Acquisition by City 
There are a number of private properties presently 
targeted for acquisition by the City for various mu-
nicipal purposes and needs.  Several of these are 
pending now with others to be negotiated in the 
next year, depending upon Council priorities and 
direction. 
 
4. Preparation of 2017-18 Biennial City Budget 
The present City Budget encompasses the 2015-
2016 years.  A mid-term budget adjustment will be 
presented to the Council in November of 2015 for 
the 2016 Budget year.  In the spring of the 2016, 
work will begin for the 2017-2018 biennial budget.  
A number of major capital budget projects are be-
ing planned for the next budget cycle. This will, of 
course, be a high priority for the new city manager. 
 
5. Study on Solid Waste Transfer Station 
Woodinville has been concerned for a number of 
years that a regional solid waste transfer station 

could be sited in or near by the City limits.  The 
City Council is on record as opposing the plans.  
The City will need to vigorously defend its position 
in this matter along with neighboring communities 
in King County. 
 

IDEAL CANDIDATE PROFILE 
 

Woodinville is seeking an experienced manager 
and strong leader who understands all aspects of 
municipal government and has an appreciation of 
the challenges currently facing the city. He/she 
must have a proven track record of responsible 
budget and financial management and must be 
politically aware of the ability to work with the 
council to reach their goals. Communication with 
Council will be of the highest importance, along 
with the ability to offer the council multiple options 
and respectfully debate topics.  

 
The new City Manager will be relied upon to serve 
as an approachable leader, and must have the 
ability to foster a strong team environment. Setting 
individual department goals, based on council 
goals, and allowing department directors to talk 
with and work with the council is imperative.  
 
The ideal candidate will have a strong understand-
ing of economic development, and have good or-
ganizational development skills. The manager will 
delegate appropriately, and have a track record of 
implementing policies and systems that create and 
maintain a high-performance, organizational cul-
ture. The next manager will be approachable by all 
citizens, staff and Council, and will communicate 
effectively, with honesty and transparency. He/She 
will establish and maintain effective working rela-
tionships with other employees, the Mayor, the 
Council, and the public by getting out into the 
community to meet residents and understand their 
needs.  
 
The ideal candidate will be approachable, respon-
sive, and down-to-earth, and must be able to em-
brace community involvement by listening to all 
voices, not just those most vocal. Reaching out to 
citizens and inspiring more community involve-
ment will be a priority.  The ideal candidate will be 
collaborative yet can make the hard decisions 
when necessary by guiding but allowing the coun-
cil to take the lead. A strong sense of integrity, 
honesty, and professionalism is required for the 
new City Manager.  
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EXPERIENCE & EDUCATION 
 

A bachelor’s degree from an accredited college or 
university in public, business administration, or 
related field, and at least seven (7) years’ man-
agement experience in government and admin-
istration, budgeting, fiscal management or related 
fields is required, with a Masters degree preferred.  
Any combination of experience, training, or educa-
tion that demonstrates the knowledge, skills, and 
abilities to do the job may be considered. Candi-
dates must possess or be able to obtain a Wash-
ington State Drivers License, and have a driving 
record acceptable to the City insurance carrier. 

 
 

COMPENSATION & BENEFITS 
 

 $135,000 - $168,000 DOQ 

 Medical / Dental / Vision 

 Life Insurance 

 Vacation 

 Sick Leave 

 11 Paid Holidays 

 PERS and MEBT 

 Employee Assistance Program 

 Automobile and Technology Allowance 
 

 
Please visit:   

www.ci.woodinville.wa.us

 
 
 
 
 

The City of Woodinville is an Equal Opportunity Employer.  All qualified candidates are strongly encour-
aged to apply by November 15, 2015 (first review, open until filled).  Applications, supplemental questions, 
resumes and cover letters will only be accepted electronically. To apply online, go to 
www.prothman.com and click on "submit your application" and follow the directions provided.  Resumes, 
cover letters and supplemental questions can be uploaded once you have logged in.  
 

 
 

 

 www.prothman.com 
 

371 NE Gilman Blvd., Ste 350  
 Issaquah, WA 98027 

206.368.0050  

 

http://www.prothman.com/


 
  

    Your Resource for Labor Relations and HR 

Assistance 

 

 LOCAL GOVERNMENT  660 Hawthorne Ave., SE #150 Salem, OR 97301 

 PERSONNEL INSTITUTE  (503) 588-2251 (503) 485-5900 fax  
   www.lgpi.org asklgpi@lgpi.org 

 

 

LGPI Executive-Level 
Recruitment Services 

 

LGPI offers recruitment assistance for clients with 

executive-level vacancies. Our services include: 

Executive-Level Positions  
 Assistant City Manager 

 Finance Director 

 Human Resources Director 

 Public Works Director 

 Other Department Heads 

Recruitment Services  
 Position and compensation package review 

 Recruitment materials development 

 Local and specialized advertising (print and online) 

 Candidate resume review and screening 

 Interview question development 

 Interview scheduling 

 Candidate communication 

Background and Reference Checks 
 Performed by LGPI's Investigators 

 Interview current and previous employers 

 Interview personal references 

 Contact applicant if needed to complete investigation 

 Review credit, civil, court, criminal and DMV records 

 Follow up on information generated from the investigation 

 Submit a report and make a recommendation for suitability and fitness of the applicant for the 

position 

Our Consultant 
 

Ruth Mattox,  

IPMA-CP, SHRM-CP, PHR 
Ruth brings a variety of 
management experiences to LGPI. 
She started her own small business 
at the age of 23, has senior 
management experience, and over 
15 years as an HR professional.  
 
Her public sector experience 
includes serving in the capacity of 
Assistant City Manager, County HR 
Director, and Administrative 
Services Director. 

 

Contact Us: 
Call LGPI at (503) 588-2251.  



Staff Report

City of Oregon City 625 Center Street

Oregon City, OR 97045

503-657-0891

File Number: 15-603

Agenda Date: 11/3/2015  Status: Agenda Ready

To: City Commission Agenda #: 3b.

From: Human Resources Director Jim Loeffler File Type: Report

SUBJECT: 
Executive Team Evaluation Process

RECOMMENDED ACTION (Motion):

That the City Commission discuss and provide direction to the Pro-Tem City Manager on the 

Executive Team evaluation process.

BACKGROUND:

Oregon City Management Team members' annual evaluations are required no later than 

December 10, 2015.  The City Manager vacancy has created a void in the evaluation process 

for the Executive Team members.   Non-executive team members are evaluated by 

Department Heads and are not impacted.  The Pro-Tem City Manager would like to discuss 

evaluation options for the Executive Team members with the City Commission.

BUDGET IMPACT:

Amount:

FY(s):       

Funding Source:      
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