
City of Portland
City Manager Search Subcommittee Meeting

February 10, 2022 at 8:00 AM via Zoom

1. ZOOM INFO:
 a. This meeting will take place remotely using Zoom.

This meeting will be held remotely pursuant to the Remote Meeting Policy adopted by the 
City Manager Search Subcommittee and as authorized under 1 M.R.S. 403-B because of the 
existence of an emergency or urgent issue that requires the committee to meet by remote 
methods. Allow your computer to install the free Zoom app to get the best meeting 
experience. If you are not able to attend live, a recording will be available in the Agenda 
Center following the meeting.

 For public comment, you will need to use the "raise your hand" feature. To raise your hand 
via the telephone, please hit *9. You will be unmuted by the host when it is time for public 
comment.

Please click the link below to join the webinar:
https://us02web.zoom.us/j/88922869905?pwd=S3pvM2FBZ0VXQW5Ia1ZVUkczdS9Ddz09
Passcode: 305449
Or One tap mobile :
    US: +13017158592,,88922869905#,,,,*305449#  or 
+13126266799,,88922869905#,,,,*305449#
Or Telephone:
    Dial(for higher quality, dial a number based on your current location):
        US: +1 301 715 8592  or +1 312 626 6799  or +1 929 205 6099  or +1 253 215 8782  or 
+1 346 248 7799  or +1 669 900 6833
Webinar ID: 889 2286 9905
Passcode: 305449
    International numbers available: https://us02web.zoom.us/u/khoNhR64p

2. Approve Minutes of January 27, 2022 meeting
 a. Minutes from January 27, 2022 Meeting
3. Review revised City Clerk job description 
 a. Revised City Clerk Job Description
4. Public Comment on City Clerk Job Description
5. Vote on final City Clerk Job Description
6. Discuss posting strategies and timeline for City Clerk hiring
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7. Public comment on City plan for posting the City Clerk position
8. Vote on posting and timeline for City Clerk position
9. Develop Agenda for February 24, 2022 Meeting
10. Next Meeting: February 24, 2022
11. Adjournment
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City Manager Search Subcommittee Minutes  
January 27, 2022  

The January 27, 2022 City Manager Search Subcommittee meeting was called to order by 
Subcommittee Chair, Mayor Kate Snyder at 8:04 AM on Zoom.  

Mayor Kate Snyder (Chair) Councilor Pious Ali, Councilor Mark Dion, Councilor April Fournier 
and Tom Caiazzo (Interim Human Resources Director), Samantha Chapin, (Purchasing & 
Controls Manager), Kathy Jones (City Clerk) and Jessica Grondin (Communications Director) 
were present.  

Mayor Snyder opened the meeting by explaining what the subcommittee would be discussing 
at this meeting. An update on the City Manager search and discussion on filling the City Clerk 
vacancy. 

Motion to approve the minutes from the January 13, 2022 meeting. The motion was made by 
Councilor Dion and seconded by Councilor Ali. Roll call vote Councilor Ali – yes, Councilor Dion 
-  yes, Councilor Fournier – yes and Mayor Snyder – yes. Motion passed unanimously 4-0.  

The discussion regarding an update to the RFP process for the City Manager search was 
turned over to Sam Chapin, the City Purchasing Manager.  Sam stated that there was not much 
of an update. There are several firms that have expressed interest but that we do not typically 
get full application packets until we get closer to the deadline. The RFP deadline for 
submissions is February 16, 2022. Councilor Ali asked how someone could access the 
application for the RFP as someone reached out to him to inquire. Sam stated that this person 
could reach out directly to the purchasing office for any information on the process at 
purchasing@portlandmaine.gov 

The subcommittee moved to the next agenda item which is a discussion on the City Clerk 
selection process. The current job description was included as an attachment to the agenda. 
Current City Clerk, Kathy Jones was present for the meeting and spoke about the job 
description as well as requirements of the job. There was a fair amount of discussion regarding 
the physical requirements of the position. The subcommittee agreed that the job description 
needed to be revised before the job is posted. Human Resources will work with Kathy Jones 
and Jessica Grondin to revise the job description and have another draft ready by the next 
meeting. 

The subcommittee next discussed whether or not we would hire/appoint an interim City Clerk or 
hire a Clerk before Kathy leaves so that the new hire could be mentored by Kathy. Kathy Jones 
talked about the need for an interim versus hiring in time for that person to be mentored. Kathy 
feels that hiring someone before she leaves would be beneficial. Mayor Snyder feels that we 
have time to hire a permanent person rather than go the interim route. 

Kathy also discussed the two organizations where the job could be posted in order to attract 
qualified candidates. The two entities are the Maine Town and City Clerks Association and the 
New England Municipal Clerks Association. Jobs can be posted on both sites. The committee 
agreed that we can  
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The subcommittee set the next meeting for February 10, 2022. Agreed to focus the next 
meeting to finalizing on the City Clerk job description. Public comment will be taken on the City 
Clerk job description and hiring process. 

We will focus the February 24, 2022 meeting on the City Manager RFP submissions. 

Motion made to adjourn by Councilor Fournier and seconded by Mayor Snyder. The motion 
passed unanimously. Meeting was adjourned by Chair Snyder at 8:55 AM. 
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