TALENT CITY COUNCIL
CITY MANAGER RECRUITMENT STUDY SESSION AGENDA
CITY HALL
March 8, 2018 — 11:45 A.M.
Study Session, Regular Council & TURA meetings are being digitally recorded and will be available
on the City website: www.cityoftalent.org.
The City Council of the City of Talent will meet in a Study Session at 11:45 A.M on Thursday, March 8,
2018, in City Hall, 110 E. Main Street. The meeting location is accessible to persons with disabilities. A
request for an interpreter for the hearing impaired, or for other accommodations for persons with
disabilities, should be made at least 48 hours in advance of the meeting to the City Recorder at 541-5351566, ext. 1012.
The City Council reserves the right to add or delete items as needed, change the order of the agenda,
and discuss any other business deemed necessary at the time of the study session and/or meeting.
CITY MANAGER RECRUITMENT STUDY SESSION — 11:45 AM
1. Call to Order/Roll Call
2. Crafting the City Manager Job Description
2.1

Sample City Manager Job Descriptions ...................................................................... 2-6

3. Scope of Work for HR Consultant
3.1

Staff Report ..................................................................................................................... 7-9

4. Discuss Agenda Items for the Next Meeting
5. Adjournment
The City of Talent is an Equal Opportunity Provider
Note: This agenda and the entire agenda packet, including staff reports, referenced documents, resolutions and ordinances are posted
on the City of Talent website (www.cityoftalent.org) in advance of each meeting.
In compliance with the Americans with Disabilities Act, if you need special assistance to participate in this meeting, please contact
TTY phone number 1-800-735-2900 for English and for Spanish please contact TTY phone number 1-800-735-3896.
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#1Description
PURPOSE:
Executes all administrative tasks of the City Council; plans, organizes, and directs City operations
through subordinate department heads, including the financial and personnel activities of the City;
provides assistance to the Mayor and Council in developing, enacting, and administering City
policies, laws, and programs; prepares and administers the City budget; and performs other work as
assigned.
DISTINGUISHING CHARACTERISTICS:
The City Administrator is a single position classification. The incumbent serves as the chief
administrative officer for the City and the principal staff person to the Mayor and the City Council.

Examples of Duties
ESSENTIAL JOB FUNCTIONS:
The duties listed below are only intended as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
classification if the work is similar, related and/or a logical assignment to the classification.
Provide direct staff support to the City Council at all regular, study, special, and executive session
meetings; prepare the agenda; provide information and reports covering City operations; assist and
advise Council members in their deliberations on policy and/or legislative matters; assist the Council
as needed in preparing for meetings; communicate the decisions of Council to department heads, City
staff, and the media; ensure implementation of Council actions.
Assist the City Council, in conjunction with departments and citizen groups, in establishing goals,
policies, and objectives for the City in order to provide appropriate and effective services for the City
based on an analysis of City needs, and various economic, legislative, and judicial influences;
coordinate the activities of all City departments to implement these goals and policies.
Assist the City Council in overseeing all City programs and activities; confer with the Mayor, Council,
department heads, and others to improve the effectiveness and efficiency of City operations; review
departmental work plans, programs, and procedures; recommend changes in approach or methods to
ensure that City services are innovative and cost effective.
Provide administrative direction to all City departments and employees, directly or through subordinate
department heads and other managers; conduct performance appraisals and ensure that subordinate
managers and supervisors do the same for their subordinates; ensure resolution of personnel matters;
provide recommendations to the Mayor and City Council on hiring, discipline, and termination of
department heads and other staff as appropriate; ensure the development and application of sound
personnel policies; review and provide final approval on hiring, discipline, and termination
recommendations.
Manage and coordinate projects and programs to accomplish goals and objectives of the City Council;
confer with City Council, department heads, and others on varied operating and administrative
problems; review departmental plans, programs, and procedures, and suggest new innovations or
methods to improve the standard of services provided by the City.
Oversee and direct the annual budget development process; review and approve departmental needs
and estimates; prepare and transmit the annual Proposed Budget to the City’s Citizen Budget
Committee and to the City Council for review and approval; administer the Adopted Budget, monitoring
expenditures to ensure compliance with the Budget and State law.
Work with various citizen and business groups to encourage and develop economic opportunities;
attend meetings and represent the City in various organizations and groups; explain City issues and
projects and encourage citizen participation and support; respond to citizen inquiries and resolve
complaints or refer them to appropriate departments as needed; follow through to ensure satisfactory
resolution of citizen inquiry.
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Represent the City and ensure effective relationships with County, regional, State, Federal, and
other government agencies; manage interagency agreements; represent the City in various media
and public relations situations; work with the Mayor to communicate key issues in the community
to the City Council.

Typical Qualifications
MINIMUM QUALIFICATIONS:
EDUCATION, TRAINING AND EXPERIENCE
Education: Possession of a bachelor’s degree with major coursework in public administration,
business administration, finance, or a closely related field.
Experience: A minimum of ten (10) years of public sector administrative/management experience,
including at least one (1) year of experience as a chief administrative officer for a government agency.
Substitution: Any satisfactory equivalent combination of education, training and experience that
demonstrates the knowledge, skills and abilities to perform the duties of the job proficiently may
substitute for the above requirements.
Desirable Qualifications: A master’s degree is highly desirable. Experience managing in a
municipal government that is similar to or larger than the City of Talent is desirable.
SPECIAL REQUIREMENTS
License: Possession of, or the ability to obtain and retain, an Oregon driver license by the time of
appointment.

Supplemental Information
SUPERVISION RECEIVED:
Receives policy direction from the City Council.
SUPERVISORY RESPONSIBILITIES:
The employee in this classification will have direct supervisory responsibility over
subordinate management, supervisory, professional, and technical employees, and functional
supervisory responsibility over subordinate supervisory, professional, technical, clerical and/or
other employees.

Other Requirements
KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:
Advanced, modern, and highly complex principles and practices of municipal government.
City administration and functions, including organizational and economic development functions
and services.
Principles and practices of municipal budget preparation and administration.
Principles of effective public relations and the interrelationships with community groups, public
agencies, private businesses, firms, and other levels of government.
Current social, political, and economic trends, as well as operating problems of municipal
government.
Pertinent federal, state, and local laws, codes, and regulations.
Principles and practices of employee selection, supervision, training, and professional
development.
Skill and Ability to:
Provide effective leadership and coordinate the activities of a city organization.
Serve effectively as the administrative agent of a city council.
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Select, supervise, and evaluate assigned staff, including senior managers.
Interpret and apply a wide variety of complex laws, rules, and regulations.
Analyze, interpret, summarize, and present administrative and technical information and data in an
effective manner.
Communicate effectively, orally and in writing.
Establish and maintain effective working relationships with those contacted in the course of work.
PHYSICAL DEMANDS:
The physical and mental demands described here are representative of those that must be met by
employees to successfully perform the essential functions of this classification. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
(1) Mobility: frequent sitting for long periods of time; occasional bending or squatting. (2) Lifting:
frequently up to 10 pounds; occasionally up to 25 pounds. (3) Vision: constant use of overall vision;
frequent reading and close-up work; occasional color and depth vision. (4) Dexterity: frequent use
of keyboard; frequent repetitive motion; frequent writing; frequent grasping, holding, and reaching.
(5) Hearing/Talking: frequent hearing and talking, in person and on the phone.
(6)Emotional/Psychological: frequent decision-making and concentration; frequent public and/or
coworker contact; occasional working alone.
WORKING CONDITIONS:
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this classification. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
Work is performed in a typical office environment and is subject to moderate noise.
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#2 – Selma, CA (Narrative job description for website)
Description
The City Manager is appointed by the City Council and serves as the operational head of city
government. In overseeing city operations, the expectation is to focus on quality of life issues and
Economic Development that are so vital to the City Council and residents.
Establishing and maintaining an exceptional working relationship with the City Council, City staff and
the community will be essential to success in this role. Proactive, candid and timely communications
with all Council members, keeping them informed of current issues/developments, and providing
effective operational alternatives and recommendations will be vital. In doing so, the new City Manager
will create an environment of trust and credibility, which is essential in facilitating discussion and
decision making within the City.
Selma is on the cusp of exciting growth opportunities. In 2017, residential and commercial values
currently under permit, total over $14 million. The City Manager will serve as an economic ambassador
for the city, performing various functions to promote economic development, beautification, and
revitalization of downtown. Priorities include establishing cordial relationships, establishing trust and
credibility, enhancing community engagement, and working to further spur economic development.
Recent and ongoing projects include the economic development of Selma Grove, newly annexed Selma
Crossing, expansion of retail businesses, and car dealerships. In 2007, the citizens of Selma passed
Measure S which provides for an ongoing ½ cent sales tax to help fund safety services.
The City Manager must be a strong administrator, who understands finances, pays close attention to
numbers, and provides strong financial leadership to the Council, City staff, contractors, and members of
the public. Community and economic development is critical to Selma’s continued success. Solid
communications, keeping the Council informed about important issues, and being able to give difficult
information when necessary are essential to success in the position.
The City Manager must be a proactive manager, with strong interpersonal skills, and must become
actively involved in community. An operational style that is collaborative, team oriented, empowering
and unifying will also be critical providing strong leadership to city operations, as the City Manager
serves as a role model in mentoring and improving morale throughout the organization. Creating a
shared vision with staff, and working in an open and forthright manner to develop sense of respect and
credibility with staff is essential.

Requirements
The new City Manager will have a strong financial and budget background with expertise in Planning,
Economic Development and administration. Experience as a City Manager, Assistant or Deputy City
Manager or as an Executive Director or department head of a complex public sector organization is
required. A BA/BS in a related field is required and an MS/MA/MPA/MBA is desirable.








Job Information
Location:Selma, United States
Job ID:38804418
Posted:January 2, 2018
Position Title:City Manager
Company Name:City of Selma
Job Function:Administration and Management
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Job Type:Full-Time
Min Education:BA/BS/Undergraduate
Min Experience:3-5 Years
Required Travel:0-10%
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City Council Study Session Agenda Report
Meeting Date:
Department:
Staff Recommendation:

March 8, 2018
Administration
Approval

Primary Staff Contact:
E-Mail:
Estimated Time:

Ryan Martin
rmartin@cityoftalent.org
20 Minutes

ISSUE BEFORE THE COUNCIL
Scope of Work for HR Consultant
BACKGROUND
We need to determine a scope of work for an HR consultant and we also need to pursue working with a
consultant. I have contacted two HR firms, one recruiter, the City of Medford, and Rogue Valley Council
of Governments (RVCOG) to inquire about HR services.
Below is the status of these conversations:
RVCOG – I spoke with the HR Director and she is experienced in recruiting and providing full HR services.
RVCOG is currently in the process of hiring a second HR employee as well. Their billable rate is estimated
to be $80-90 per hour (see below in the Recommendation section for more information).
Denise Downs Consulting – Denise runs an HR firm in the area and has experience in recruiting services
and full HR services. Her billable rate is $125 per hour. Denise is not available until March 8 th to speak, so I
have no more information.
City of Medford – I contacted the City of Medford and their HR Director is out of town. We are hoping to
speak on the 8th or 9th.
Attorney Conducted Workplace Investigations – Councilor Dolan recommended this firm for full HR
services in 2017. I contacted Amy at this firm and she said they do not provide recruiting services but they
do provide other HR consulting services. Amy recommended Wendi Brown Creative Partners for recruiting.
Wendi Brown Creative Partners – I spoke with Wendi Brown (based out of Central Point) and she offers a
service similar to Prothman which includes either pieces and parts of the recruiting process or the full process
up to interviews. Wendi’s rates are:
Option 1 - Partial Recruitment - Advertising and Headhunting:
Total approximately $8,400 (not to exceed):
$3,900 for consulting services; plus estimated expenses between $3,900 – 4,500 general estimated expenses for the
advertising plan and creative brochure.
 $3,900 consulting services includes:
o Meet with hiring authority and identified stakeholders (only 1 – 2 hour meeting, but this could include
multiple stakeholders in one setting)
o Develop the ideal candidate profile
o Develop a recruitment timeline
o Produce recruitment announcement
o Produce and implement an advertising plan
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Headhunt (LinkedIn, past lists, databases, associations, etc.)
Direct mail campaign (as needed)
No guarantee
No travel to client location
No interview panel coordination
No background or reference checks provided

Option 2 - Partial recruitment – up to interviews
Total approximately $16,000 (not to exceed):
$11,500 for consulting services, plus estimated expenses between $3,500 – 4,500 general estimated expenses for the
advertising plan and creative brochure.
 $11,500 consulting services includes:
o Everything in Option 1, plus…
o Application screening
o Candidate selection
o Produce recommended interview questions
o Coordinate candidate scheduling and invitations
o No guarantee
o No travel to client location
o No interview panel coordination
o No background or reference checks provided
Option 3 - Full Search Services
Total approximately $25,400 (approximately):
$18,500 for consulting services, plus estimated expenses of $5,500 – 6,900 general estimated expenses for the advertising
plan and creative brochure; travel expenses; shipping; etc.
 $18,500 Consulting services includes everything above, but also includes:
o Everything in Option 2, plus…
o Panel coordination
o Panel facilitation (throughout the selection process)
o Interview facilitation
o Background and reference checks
o 18 month guarantee for most recruitments; for City Manager recruitments we offer 24 month guarantee; for
medical positions we offer 12 months guarantee

RECOMMENDATION
See below for the email I sent to the Mayor regarding my recommendation:
I have left messages for two different HR firms and the City of Medford. I have spoken with the HR
Director at RVCOG, and my opinion is that we should prioritize working with RVCOG for many
reasons:
1. They only work with other municipalities/government entities
2. They have experience in recruitment processes as well as full HR services
3. They are currently hiring a second HR position
4. It would mean signing an intergovernmental agreement, which will be easier than any contract
with another firm (we already have two IGA’s with them for project management services and
water billing)
5. Their billable rate will likely be under $100 per hour (compared to $125-$250 of other firms)
6. We would be helping the COG that is here to help municipalities
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I won’t contend that we should talk with more firms, but I believe this will be the best option and also
be one of the quicker options.
After speaking with Ann Marie at RVCOG, they are able to help with the entire recruitment process
but it definitely depends on the scope that we are looking for (which I couldn’t answer because we
have not developed one yet). She did say her emphasis would be that we, at a minimum, receive
guidance on making sure our application and interview questions meet state laws, but she is also able
to help with job description crafting, coming up with a strategy of where to post the job, developing
interview questions, etc.
She also said that they provide full HR services and they are experienced in helping with the tasks I
mentioned (assistance with crafting a new Personnel Policy, developing the evaluation process,
handling employee complaints, etc.)
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