
City of Portland
City Manager Search Subcommittee Meeting

March 24, 2022 at 8:00 AM via Zoom

1. ZOOM INFO:
 a. The City Manager Search Subcommittee will conduct this meeting remotely via Zoom 

pursuant to the Remote Meeting Policy adopted by the Portland City Council. Allow your 
computer to install the free Zoom app to get the best meeting experience. If you are not able 
to attend live either in person or via Zoom, a recording will be available in the Agenda 
Center following the meeting.
 
For public comment via Zoom, 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 previous meeting
 a. Minutes from March 10, 2022 meeting
3. Update on City Clerk Job Posting
 a. Backup material - interview questions and selection criteria
4. Continue Review Process of RFP proposals
5. Establish Next Two Meeting Dates
6. Develop agenda for next meeting
7. New Business (5 minutes)
8. Adjournment
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City Manager Search Subcommittee Minutes  
March 10, 2022  

The March 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 Mark Dion, Councilor Fournier, Tom Caiazzo (Deputy 
Human Resources Director), Samantha Chapin (Procurement) and Jessica Grondin 
(Communications Director) were present. Councilor Pious Ali was running late to the meeting. 

The Mayor went through the agenda and how the meeting will proceed. 

Motion to approve the minutes from the February 24, 2022 meeting. The motion was made by 
Councilor Fournier and seconded by Councilor Dion. Councilor Ali joined the meeting at this 
time. The Mayor noted that there was no public public comment on the previous minutes. Roll 
call vote Councilor Fournier – yes, Councilor Ali – yes, Councilor Dion - yes, and Mayor Snyder 
– yes. Motion passed unanimously 4-0.  

The City Clerk job posting was updated by Tom Caiazzo who explained the different sites 
where the job was posted. The position was posted on Friday, March 4, 2022. The job will be 
posted for thirty (30) days from the date of posting. Another update will be given at the next 
meeting. 

The subcommittee moved on to the next agenda item to discuss the overall process for 
reviewing, scoring and finalizing the RFP to select the firm to run the search for the next City 
Manager. 

Sam Chapin (Procurement) explained that we would review the five proposals today. The 
subcommittee will be evaluating each of the five proposals against the evaluation criteria. The 
criterion for each applicant will be scored and depending on how the scores settle out, all of the 
individual scores will be tallied into a total score for each proposal. After that a decision will be 
made as to whether or not the group wants to bring any firms back for interviews and 
reevaluate them based off the interviews and hopefully award the contract to one of the firms. 

The firms will be discussed today in a public forum. Each subcommittee member will score the 
5 proposals based on the evaluation criteria on their own after the discussion today.  

The subcommittee discussed the proposals and stated what they liked about each of the 
proposals. Sam Chapin reminded the subcommittee that an award must be made within ninety 
days of when the RFP went out. If an award is not made within that timeframe, we would then 
have to go out for bid again. Sam further explained that she would like to get all of the score 
sheets back by Monday, March 21, 2022 so she can tally them and have them ready for the 
March 24, 2022 meeting. Next steps would be to decide if the subcommittee wants to conduct 
interviews and if so, to come up with a handful of questions for the firms being interviewed. 
Procurement would send out the questions to each firm to be interviewed. 

The subcommittee set the next meeting for March 24, 2022. We will focus the March 24, 2022 
meeting on the scores for each proposal based on the individual scoring sheets 

Page 3



 

 

Motion made to adjourn by Councilor Ali and seconded by Councilor Fournier. The motion 
passed unanimously. Meeting was adjourned by Chair Snyder at 8:31 AM. 
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City Clerk 
Selection Criteria 

 
Essential Duties and Responsibilities 
 

● Ability to establish policies, programs and projects for the department within the overall policies 
of the City Council and in collaboration with the City Manager.   

● Ability to plan, organize, direct, coordinate and evaluate the programs and services of the 
department, ensuring policies adhere to State mandates, City ordinances, and federal law when 
applicable. 

● Ability to conduct municipal, State, and federal elections consistent with applicable laws, 
ordinances and policies.   

● Ability to staff City Council meetings and assist in preparation of agendas, orders, and related 
material.  Record the votes of Council members and prepare an official record of City Council 
proceedings.  Oversee the permanent storage and retrieval of Council and Board/Committee records. 

● Ability to supervise the work of employees engaged in the recording, filing, indexing, and issuing of 
official City documents and vital statistics. 

● Ability to evaluate the maintenance of all voting records and supervise the integrity of the voting 
list. Initiate computerized recordkeeping of Department files.  

● Ability to serve as staff to the Nominating/Appointments Committee of the City Council and may 
staff other Council Committees. 

● Ability to prepare and administer the budgets for the Department. 
● Ability to confer with City Councilors, other City officials and officials of other governmental agencies 

to discuss current and proposed programs, policies and procedures.   
● Ability to perform special project work assigned by the Council or City Manager. 

 
 
Requirements of Work 

● Associates Degree or any equivalent combination of experience and training which provides the 
following knowledges, abilities and skills:  Must be a Certified Clerk of Maine and Certified 
Municipal Clerk under the International Institute of Municipal Clerks, or obtain both certifications 
within two years of employment.  

● Must have experience and knowledge in Parliamentary Procedures. 
● Must possess thorough knowledge of the State statutes relating to the duties and responsibilities 

of City Clerks including voting regulations. 
● Must possess thorough experience in public management and administration including 

supervisory experience.  
● Must have a high level of computer proficiency and familiarity with web-based technical 

software applications. Must be proficient in Microsoft Office software and Google G-Suite 
applications, as well as the ability to learn the City’s databases/software for agenda management 
and Boards and Commissions and Elections. The ideal candidate will demonstrate a commitment 
to using digital tools and services to increase civic engagement. 

● Must have the ability to interpret municipal ordinances such as the City’s Code and Charter, 
Elections, Boards and Commissions, specifically pertaining to the administration of the office of 
the City Clerk. 

● Must have the ability to propose changes and testify on issues that pertain to the duties of the City 
Clerk Department. Demonstrated ability to work with a diverse population. Ability to speak with the 
public and media. 
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● Must have the ability to establish and maintain effective working relationships with the City 
Councilors and other City officials, employees and the general public. 

● Must be able to work extended hours including Saturdays and Sundays leading up to the day of 
election. 

● Must be able to carry voting equipment, ballots, and to be able to climb ladders to retrieve 
vital records. 

● Must have the ability to research records. 
 
 
Necessary Special Requirements 
 

● Must have the ability to travel within the city during elections and at other times, and within the state 
for conferences, to provide legislative testimony, and other similar events 

● Must be a United States citizen and a resident of Maine. 
● Experience in working with ranked choice voting is a plus.  
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