
City of Portland
City Manager Search Subcommittee Meeting

February 24, 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 at portlandmaine.gov/livestream 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://portlandmaine-
gov.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

2. Approve Minutes February 10th meeting
 a. February 10 meeting minutes
3. Public comment on final City Clerk job description
4. Review and finalize revised City Clerk job description
 a. City Clerk Job Description
5. Vote to approve final City Clerk job description
6. Public comment on posting the City Clerk position
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7. Review and approve City Clerk job posting
8. Vote on City Clerk job posting

9. Discuss the overall process for reviewing, scoring and finalizing the RFP for the City 
Manager search

10. New Business (5 minutes)
11. Next Meeting: March 10, 2022
12. Adjournment
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City Manager Search Subcommittee Minutes  
February 10, 2022  

The February 10, 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), Kathy Jones (City Clerk) and Jessica 
Grondin (Communications Director) were present.  

Mayor Snyder opened the meeting by explaining that the subcommittee would be taking on the 
posting and hiring for the City Clerk position as well as the City Manager position. The focus of 
today’s meeting will be on the City Clerk position. 

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

The City Clerk job description was the focus of the meeting. Mayor Snyder opened public 
comment on the draft job description. There was no public comment so Mayor Snyder closed 
public comment and moved back to the subcommittee for discussion. 

The revised draft job description was opened for discussion. Kathy Jones, current City Clerk 
opened the discussion by bringing up the timeframe to gain the appropriate certifications. Kathy 
thinks that the requirement to acquire the certification within one year should be changed to two 
years. Mayor Snyder stated that she was open to the change. Other Councilors were also 
supportive of this change. Kathy Jones explained the requirements for gaining the certifications 
and how to get a “lifetime” certification. Councilor Dion wanted it noted that there will be a 
check-in with the newly hired clerk that there will be a review with the person to see how that 
person is progressing with acquiring the certifications. There should be a mid-year evaluation to 
ensure progression towards certification requirements. There was consensus that we would 
change the one-year period to acquire certifications to two years. 

Discussion ensued regarding the requirement to be a US citizen. Kathy Jones explained that 
one has to be a US citizen to take the oath of office. Kathy Jones will find the legal cite for 
someone to be a US citizen. We will provide clarity around this issue for our next meeting. 

The next discussion turned to “Supervision Received” and how that section should be worded. 
The City Clerk reports to the Mayor and the Council and not necessarily the City Manager. 
Councilor Fournier expressed concern that the job description does not specify that the Clerk 
would receive supervision from the Council and annual evaluations. Councilor Dion voiced his 
concern regarding the phrase “works collaboratively with other Council appointees”. Councilor 
Dion believes this should be a more general statement that the Clerk is expected to work 
collaboratively with everyone, not just a select few. 
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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 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 someone 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  

The job description will be revised and Mayor Snyder suggested that the revised job description 
be sent out to all committee members via email and well in advance of the next meeting so that 
if there are suggested changes that they can be made and prepared for the next meeting. It is 
hoped that we will be able to move quickly at our next meeting to approve the job description 
and the plan for posting the City Clerk position and then move on to the City Manager 
discussion. 

The subcommittee set the next meeting for February 24, 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 Mayor Snyder and seconded by Councilor Ali. The motion 
passed unanimously. Meeting was adjourned by Chair Snyder at 8:51 AM. 
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