
City of Gold Beach Special Council 
Meeting Agenda

Wednesday, July 9, 2025
City Hall

29592 Ellensburg Ave
Gold Beach, OR 97444

541.247.7029

www.goldbeachoregon.gov

 To be notified of City Council meetings via email please 
visit: www.goldbeachoregon.gov and click on the 
Contact button

 By ORS Council agendas and packets are available at 
least 24 hours prior to a regularly scheduled meeting.  
We strive to have the agenda and packet published 
online by the Thursday prior to the Monday meeting.

The City of Gold Beach is dedicated to enhancing quality of life, while promoting the health, safety, and welfare of our citizens, 
businesses, and visitors in the most fiscally responsible manner.  In doing this, the City will respect the past, respond to current 
concerns, and plan for the future, while maintaining environmental sensitivity in our beach-oriented community

City Council Meeting Agenda  Page 1 of 2 

The City of Gold Beach provides equal employment opportunities to all employees and applicants for employment and prohibits 
discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, 
genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by 
federal, state or local laws.  This non-discrimination/harassment policy extends to all interactions with citizens, elected 
officials, commissions & committees, volunteers, and any other individuals the City of Gold Beach may interact with.     
If you feel you have experienced discrimination or harassment at the City, please contact the Mayor or the City 
Administrator.  To contact the EEOC visit: https://eeoc.custhelp.com/app/answers/list

Goldie B. Rogue
Spokes-otter

Due to recent legislative changes as a result of the pandemic, all City council/commission/committees are 
required to provide the public, to the extent reasonably possible, the opportunity to access and attend the 
meeting by telephone, video or other electronic or virtual means (ORS 192.670)(3)—excluding executive sessions.  
The City currently uses the Zoom virtual meeting format.  Links and how to join the virtual meeting are included 
with each Council agenda.  

SPECIAL MTG CALL TO ORDER TIME: __________   

ROLL CALL followed by PLEDGE OF ALLEGIANCE 

Wednesday, July 9, 2025
Special Council Meeting 6:00 P.M

Council Members Present Absent

Mayor Tamie Kaufman

Council Position #1 Summer Matteson Beginning Vote

Council Position #2 Chip Bradley  

Council Position #3 Vacant

Council Position #4 Phoebe Skinner

Council Position #5 Anthony Vieira

CA Pro Tem Anthony Pagano

http://www.goldbeachoregon.gov/
http://www.goldbeachoregon.gov/
https://eeoc.custhelp.com/app/answers/list
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AGENDA SECTION & SCHEDULED ITEMS Action Needed
(if any) 

Approx. Agenda 
Time  

*Releva
nt 

City 
Goal #

1. Further Discussion regarding hiring process of new City 
Administrator and directions moving forward.   

FYI 
(1.5 hrs) 

Goals  
2,4,6 

SPECIAL MEETING ADJOURN TIME: ____________ 

The next regularly scheduled City Council meeting is Tuesday, August 5, 2025 at 6PM. 

Due to recent legislative changes as a result of the pandemic, all City council/commission/committees are 
required to provide the public, to the extent reasonably possible, the opportunity to access and attend the 
meeting by telephone, video or other electronic or virtual means (ORS 192.670)(3)—excluding executive sessions.  
The City currently uses the Zoom virtual meeting format.  Links and how to join the virtual meeting are included 
with each Council agenda.   

TO JOIN THE MEETING VIRTUALLY: 

When: July 9th, 2025, 06:00 PM Pacific Time (US and Canada) 

TO JOIN BY SMART PHONE/TABLET/COMPUTER (for audio 
and video) Please click the link below:  

https://us02web.zoom.us/j/87949748632?pwd=QvF1hag5F
UovbI9bWP90tsZiFfWUV8.1 

Passcode: 992718 

TO JOIN BY AUDIO ONLY BY LANDLINE OR CELL PHONE DIAL:  
346-248-7799 or 669-444-9171 
Webinar ID: 879 4974 8632 

Passcode: 992718 



Gold Beach City Council Meeting July 9, 2025 

Agenda 

1. Discuss, revise and approve The Process of Hiring a CA July 2025 (Hereafter called the 
“Process”).

a. Sample Motion, I move to approve The Process of Hiring a CA July 2025 as 
amended.

2. Discuss the three committees and who would be nominated to be on these 
committees. Each committee should have a maximum size and suggestions who 
should be contacted to be part of the committee (there are suggestions in the 
process but that can be amended here).

a. Sample Motion to authorize the Mayor to approve the persons for the ARC, 
SIC and the IRPC committees using the suggestions the Council discussed.

3. Discuss, revise and approve the 8 letters/emails listed in the Process. If there is no 
consensus vote to approve the letters as amended either one by one or as a 
package.

4. Discuss the Two Rubrics for the first and second interviews (they are identical from 
the LOC Guide) and who will revise them for final decisions for the August meeting?

5. What will the IRPC Rubric first draft look like? Should it be identical to the other two 
to start then wait for the IRPC committee to suggest amendments?

6. Questions for the first interview – the Process first draft suggests that the ARC make 
the list of questions from what is in this packet, but would the Council like to 
suggest the top priorities? The final list should be decided at the August 5 Council 
meeting, who would like to be the lead on this?

7. Questions for the second interview, fully ad lib or should there be a general guide for 
direction, knowing that we have to deviate based on the actual candidates 
differences?

Action Items – Who is doing what and by when: 
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PROCESS for Hiring New City of Gold Beach City Administrator 

Revised 7-6-2025  

Advertisement Timeline 

July 10th through August 11th, 2025 — City Administrator Job opening ad is posted. City 
actively seeks applicants and accepts job applications. Job ad will be posted on the city 
website and on networks for city managers and administrators, including LOC, 
International City/County Managers Association (ICMA), online at Indeed and ZipRecruiter 
and the American Planning Association. The Council will consider paid ads in local 
newspapers, and councilors and citizens are encouraged to recruit promising candidates. 

July 9, 2025 Council officially reviews, updates and revises this process (this document) 
and will request feedback. There will be three ad-hoc committees created in this 
process.  

The Committees 

1. Application Review Committee (ARC) – Staff – Anthony Pagano, Shelbi Kelly and
Kim Hunnicutt. Elected will be
______________________________________________________ up to two Councilors and
at least two elected, Mayor does not need to be on this committee.

a. Duties:
i. Review the LOC Guide to Recruiting a City Administrator one hour.

ii. Finalize the interview questions by July 28, 2025, Council will have an
opportunity to comment, the list will be available on the 29th at city
hall and Council must make suggestions no later than August 6th, the
committee has final say in the final questions. Estimated time 2
hours.

iii. Set meetings to review and determine which candidates will advance
to an interview. Estimated time 30 minutes.

iv. Set dates and times between August 12 and August 18 to do the first
interviews (preferably all in one or two days to keep things fresh).
Estimated time 45 minutes per candidate x # of candidates, guessing
six or about five hours.

v. Fill out the rubric and submit recommendations to the SIC estimated
time 1 hour for the committee and 1 hour for staff to submit the
summary.

The Process of Hiring a CA July 2025
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2. Second Interview Committee (SIC) – Staff Chief Hensley, Chief Kreiger, 
Administrator Baxter, full City Council, Ann Heath and/or a volunteer City 
Manager/Administrator.  

a. Duties:  
i. Conducting second interviews for all candidates recommended by 

the ARC. 
ii. Estimated to be four to six hours between August 19th and 25th (this 

will be an official public Council Meeting). 
iii. Prep time to review all candidates application packages three hours. 
iv. Fill out the rubric and submit to the Council about ten minutes per 

candidate. 
 

3. In Person Review Committee (IPRC) -City Council, Mayor, community members, 
staff that would like to volunteer to be a part, other local leaders. 

a. Duties 
i. This committee will propose a process to manage the in person 

interview process including a meeting and greet or other mechanisms 
to the City Council for Approval by July 28th, 2025. The City Council 
will approve the process on August 5th, 2025. 

ii. The committee will use the rubric to make a recommendation to the 
Council. (Committee may make suggestions to change the rubric by 
July 28th, 2025 to be included in the August 5th meeting agenda 
packet).  

iii. Committee will conduct the in person process approved by the 
Council when the candidates are available to meet. Estimated to be 
between August 29th and September 10th, note this could impact the 
Labor Day weekend holiday. 

Priorities – The committees will prioritize candidates with demonstrated expertise in this 
order: 

b. Finance 
c. Human Resources 
d. Managing managers to their highest potential 
e. Staff development 
f. Community engagement 
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Veterans will also be given preference as outlined in state law and city policy. 
Veterans that meet the minimum candidate requirements in the job announcement 
will received a first interview.  

Step 1, Staff will advertise and receive applications. 

If the resume only is turned in, the attached letter will be emailed for follow up 2 Follow Up 
Missing Application.  

Once an application package is complete, staff will email the 1 Thank You for Your 
Application Letter. 

Staff will add candidate names and to the spreadsheet (attached) with the marked 
completion of each item. Once the highlighted section is complete the ARC may review the 
application packages.  

The ARC will mark those candidates that clearly do not meet the criteria so that the 3 Basic 
Rejection Letter may be sent to those candidates. This same letter is to be used when a 
candidate does not proceed. 

The ARC will compile those candidates that appear to meet the basic criteria to make a first 
interview. Once the candidate is selected for the first interview the ARC should start setting 
appointments for these interviews. Use the 4 First Interview Letter. 

The ARC will do first interviews between August 12th and August 18th via Zoom (this is to be 
fair to all candidates as not all candidates can come in person at this level of interview). 
These interviews will be recorded so that the SIC committee can review them if they 
choose.   

The ARC will use the attached “First Interview Questions” (these may be revised before 
August 11th by the Council). These will be sent to the candidate the night before the 
interview. 

The ARC will recommend which candidates should proceed to a second Zoom interview 
with the SIC. 

Step 2 – SIC 

The staff and Mayor will work with candidates that qualify for a second interview to be held 
between the dates of August 19th and August 25th. Staff will send the 6 Second Interview 
Letter and the 7 Second Interview Confirmation as appropriate. 
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Each committee member will be allowed up to three questions, prepared questions should 
be part of the first round with follow-up questions to be ad lib based on candidate specific 
information.  

At the end of the second round of interviews by the SIC, the committee will recommend 
who (if any) candidates should be invited to a in person visit. 

Candidates recommended for the IPRC will have a background check that will include 
checking job references, education verification and personal references that were provided 
by the candidate. The Mayor will also randomly check with community members (Note this 
needs to be approved by legal counsel), current or former elected officials, community 
and/or business leaders from the communities the candidate served in the past. The 8 
Background Check Letter will be sent at this point.  

Step 3 – IPRC 

Between the approximate dates of August 29th and September 10th the IPRC will meet and 
greet the in-person candidates to determine if a candidate is the right fit for the position of 
City Administrator. If the committee is positive with one or more candidates, it will make 
the recommendation to the Mayor and Council. The Mayor may meet with any candidate 
independently of the committee for the purpose of determining if she can appoint the 
candidate if the committee recommends.  

If there is not a candidate that is preferred, then the Council will discuss an alternative City 
Administrator Pro Tem while going out for another hiring process.  

Offer 

At a Special Council meeting, the Council members will discuss it in executive session 
under ORS 192.660 (2)(a) to consider employment of city administrator candidates. This is 
tentatively scheduled for September 10, 2025, at 6:00 p.m.  

The Mayor may recommend a candidate, and the Council will give feedback if that 
candidate could be approved. If so, then determine a salary and benefits package offer. 

The Council will then make a decision in regular session authorizing  the Mayor to follow up 
with and negotiate a final contract.  

If all proceeds as scheduled and a candidate is elected and accepts the offer, start date 
could be as early as October 1, and as late as November 1.  

 

Summary of Communications – 
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1. Thank you for Your Application Letter (from Mayor Kaufman sent by S Kelly) after 
each completed application package.  

2. Follow Up Missing Application will be sent by S Kelly via email when only a resume 
is sent without the application.  

3. Basic Rejection Letter will be sent by S Kelly by copying and pasting into an email 
not as an attachment once a candidate is not moving to the next level.  

4. First Interview Letter will be sent by S Kelly by copying and pasting into an email 
with the available time slots based on the committee’s availability. This may be 
followed up by a phone call to verify times and dates. 

5. First Interview Follow Up Letter will be sent by S Kelly by copying and pasting into 
an email adjusting the time and date of the interview and adding the Zoom link. After 
sending this email, set up a “timed email” to be sent at 5 p.m. the day before the 
interview and include the interview questions. 

6. Second Interview Letter this email will be sent by staff with options for the Second 
Round times. 

7. Second Interview Confirmation email sent by S. Kelly confirming date and time 
and zoom information.  

8. Background Check Letter to be sent by Mayor Kaufman as soon as we know we are 
moving past the second interview.  
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ARC Committee 

• Anthony Pagano 
• Shelbi Kelly 
• Kim Hunnicutt 
• Councilor 
• Councilor 
•  

SIC Committee 

• City Council (includes Mayor) 
• Chief Hensley 
• Chief Krieger 
• Superintendent Baxter 
• Ann Heath 
• City Admin/Manager Volunteer 
•  

IRC committee 

• City Council (includes Mayor) 
• Chief Hensley 
• Chief Krieger 
• Superintendent Baxter 
• Ann Heath 
• City Admin/Manager Volunteer 
• 1.  
• 2.  
• 3.  
• 4. 
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29592 Ellensburg Ave, Gold Beach OR 97444 

From the Desk of Mayor Tamie Kaufman 

______________, 2025 

Thank you for applying for the position of City Administrator for the City of Gold Beach, 
Oregon. 

We appreciate your interest. Below is an overview of our selection process and timeline: 

From our city charter the Mayor appoints the Administrator and the Council approves. 
However, the Council will be involved in the process so that the best candidate for the 
community is selected. 

• Application Review: Applications will be reviewed based on a profile approved by the
City Council. The application review committee will select candidates for the first
interview and will conduct that first review via Zoom between August 12 and August
18th.

• Application Review Committee Recommendations: after the first round of
interviews the committee will make a recommendation to the Second
Interview Committee.

• The Second Interview Committee: Is made up of staff and the City Council.
This interview will also be done via Zoom and will be approximately between
August 19th to the 25th. This committee will determine if any candidates
should come for an in-person interview and to see Gold Beach in person.

• Background Checks: Background checks will be started for candidates that are moving
to the next phase of an in-person interview. This would be the juncture if a candidate
has something to disclose to provide that disclosure and any explanation.

• In Person Review Committee: Will create an environment to talk with all candidates
that are invited to come in person. This committee will include community members,
local leaders as well as the Mayor and Council. The target dates are between August
30th and September 10th. This committee will make a recommendation to the Mayor
and Council who will make the ultimate decision who to hire.

• Updates: We will keep you informed on the status of your application, the main
communication will come from our HR Technician Shelbi Kelly.

Enclosed, you’ll find information about our community that we hope you find helpful. 

Thank you again for your interest in joining the City of Gold Beach team. We look forward to 
learning more about you! 

1 Thank You for Your Application

Page 8 of 28



29592 Ellensburg Ave, Gold Beach OR 97444 

Sincerely, 

Tamie Kaufman 
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Dear  

We received your resume and thank you for your interest. 

I am following up because our application states that a resume alone is not sufficient. 

The application link is here:  

https://www.goldbeachoregon.gov/vertical/sites/% 7B95824C9A-6BB0-47B3-83E2- 
3D2AE3179E09%7D/uploads/2020_employment_A pplication(1).pdf   

Feel free to fill it out and email it back to me and we will pair it with your resume. 

Sincerely,  

Shelbi Kelli 

2 Follow Up Missing Application
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https://www.goldbeachoregon.gov/vertical/sites/%25%207B95824C9A-6BB0-47B3-83E2-%203D2AE3179E09%7D/uploads/2020_employment_A%20pplication(1).pdf


**Subject: Application Status Update**  

Dear [Applicant's Name],   

Thank you for taking the time to apply for the City Administrator position at the City of Gold 
Beach. We appreciate your interest in our team and the effort you put into your application.  

After careful consideration, we have decided to move forward with candidates whose 
experience and qualifications more closely align with our current needs. While we won’t be 
proceeding with your application at this time, we sincerely appreciate the opportunity to 
learn more about you and your professional background.   

We encourage you to keep an eye on future openings at the City of Gold Beach that may be 
a better fit for your skills and experience. We wish you the best in your job search and future 
endeavors.   

Thank you again for your interest in joining our team.  

Mayor Tamie Kaufman 
City of Gold Beach 

3 Basic Rejection Letter
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Dear ____________ 

The Application Review Committee for the City of Gold Beach has selected you for a first 
interview. This will be conducted via Zoom and should take about 30 minutes. We have the 
following time slots available, please give us up to three openings that work for you: 

(List dates and times that are available give the committee 10 to 15 minutes between each 
slot for discussion and to fill out the rubric delete this line before sending) 

Sincerely, 

Shelbi Kelly 

4 First Interview Letter
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Dear __________ 

We are verifying that your Zoom Interview for the City of Gold Beach City Administrator 
Application will be held at __________________________________________ (date and time) 
with this link: 

Copy Zoom info here and delete this line: 

Note that this interview will be recorded so that the Council or Mayor can review for future 
steps in this process. This does make them a public record subject to the Oregon Revised 
Statutes. There is no intent to publish the interviews and just have them available to the 
Council on request.  

You will be sent the interview potential questions the night before the interview. 

Sincerely, 

Shelbi Kelly for the Application Review Committee 

5 First Interview Follow Up Letter
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Dear ____________ 

The Application Review Committee for the City of Gold Beach has recommended you for a 
second interview. This interview will not have questions sent in advance and will be more 
focused on your education, experience and the way you manage. This will be conducted via 
Zoom and should take about 45 minutes. We have the following time slots available, please 
give us up to three openings that work for you: 

(List dates and times that are available give the committee 10 to 15 minutes between each 
slot for discussion and to fill out the rubric delete this line before sending) 

Sincerely, 

Shelbi Kelly 

6 Second Interview Letter
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Dear ___________________ 

This email confirms your City of Gold Beach Administrator second interview; this is via 
Zoom with the details below. This will be done during a published City Council meeting 
open to the public. There are several others on the committee that will also be asking 
questions and giving feedback besides the Council.  

Insert date and time and the zoom information and delete this section. 

Note, if you are selected for the next round, we will be asking for verification of your 
education, so if you have your degrees, transcripts or other items available it will be faster 
for the investigator. 

Sincerely, 

Shelbi Kelly 

7 Second Interview Confirmation
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29592 Ellensburg Ave, Gold Beach OR 97444 

Date 

Dear _____________ 

I am pleased to let you know that the committee has selected you for an in-
person meeting.  

Staff will be working with you for travel arrangements and to verify times 
available.  

Between now and then, we have hired an investigator to verify your employment 
history, your education, your criminal history, and to talk with your listed 
references. If you have anything in your background that you would like to 
explain, now would be a good time to provide that information. (I am a property 
manager in my work life, and this is really common for resident applications 
that have a criminal history, employment is a bit different but the same 
principals apply, if you have something, its best to be up front and explain it in 
writing).  

Additionally, I will be contacting current and former elected officials, business 
leaders and community members from communities you served to gain 
information about your service in that city (or community organization) that the 
investigator will not necessarily discover using what you listed on your 
application or resume.  

Sincerely, 

Tamie Kaufman 

From the Desk of Mayor Tamie Kaufman 

8 Background Check Letter
NEEDS ATTORNEY APPROVAL
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A Guide to Recruiting a City Administrator League of Oregon Cities | 1 

Appendix F: Sample Oral Interview Rating Form 

Applicant: Date: 
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1 2 3 4 5 

Applicability of experience to the city's challenges 

Involvement in all phases of local government operations 

Depth of experience 

Degree of responsibility in previous positions 

Level of education - college or advances degree 

Specialized training 

Keeps updated on new technology, management techniques 
and advancements 
Ability to transmit ideas clearly 

Ability to organize ideas, summarize and express them with 
confidence 

Non-verbal communication skills (e.g., physical, eye contact) 

Ability to work with others 

Ability to make decisions 

Openness to alternative approaches 

Individual type of leadership fits with the city 

Fits your idea of individual for the position 

Manner in which applicant presents themself 

1st Interview Rubric
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Personality traits in relation to personality of city 
     

Approach to news media      

Possible to blend in the organization      

Understanding of mechanics of budget      

Grasp of financial administration      

Formation of Local Improvement Districts      

Ability to work with scarce resources      

Experience with personnel problems      

Ability to delegate responsibilities      

Training and employee motivation      

Overall knowledge of community growth problems      

Experience in downtown/urban development      

Dealing with community development and/or urban renewal      

Knowledge of street maintenance and construction practices      

Knowledge of operation, maintenance, and construction of utility 
services 

     

Knowledge of public works administration      

Knowledge of application and administration process      

Track record in obtaining grants      

Experience in working with other governmental agencies      

 
COMMENTS: (Special observations/notes during interview)
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Appendix F: Sample Oral Interview Rating Form 

Applicant: Date: 

Category N
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1 2 3 4 5 

Applicability of experience to the city's challenges 

Involvement in all phases of local government operations 

Depth of experience 

Degree of responsibility in previous positions 

Level of education - college or advances degree 

Specialized training 

Keeps updated on new technology, management techniques 
and advancements 
Ability to transmit ideas clearly 

Ability to organize ideas, summarize and express them with 
confidence 

Non-verbal communication skills (e.g., physical, eye contact) 

Ability to work with others 

Ability to make decisions 

Openness to alternative approaches 

Individual type of leadership fits with the city 

Fits your idea of individual for the position 

Manner in which applicant presents themself 

2nd Interview Rubric
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Personality traits in relation to personality of city 

Approach to news media 

Possible to blend in the organization 

Understanding of mechanics of budget 

Grasp of financial administration 

Formation of Local Improvement Districts 

Ability to work with scarce resources 

Experience with personnel problems 

Ability to delegate responsibilities 

Training and employee motivation 

Overall knowledge of community growth problems 

Experience in downtown/urban development 

Dealing with community development and/or urban renewal 

Knowledge of street maintenance and construction practices 

Knowledge of operation, maintenance, and construction of utility 
services 

Knowledge of public works administration 

Knowledge of application and administration process 

Track record in obtaining grants 

Experience in working with other governmental agencies 

COMMENTS: (Special observations/notes during interview)
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What should the In Person Interview Rubric Be?
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A Guide to Recruiting a City Administrator League of Oregon Cities | 1  

Appendix E-2: Sample Interview Questions 

The following lists some suggested interview questions. Of course, the questions you choose to 
ask should be custom-fit to your entity’s particular needs and circumstances. Typically, 15 to 20 
well-planned questions will create sufficient responses for an hour-long interview. 

 
1. How would you characterize your style of management? 

 
2. What style of management do you use when in an emergency/stressful situation? 

 
3. How do you relate to employees, department heads, advisory committees, the council, 

and the general public? How would they describe your ability to relate to them? 
 

4. What do you perceive to be the administrator’s role in dealing with the council? 
 

5. What do you do when an individual councilor asks you to perform a task that is not 
approved by the entire council? 

 
6. How do you view the role of the council in dealing with the administrator and the 

administration? 
 

7. Based on your education, experience and background, what do you consider to be your 
strengths in dealing with local government problems? What are your weaknesses? 

8. Recognizing the limits of span of control in an organization, how and when do you 
delegate responsibility and authority? 

 
9. In your opinion, what role should the administrator play in the community? 

 
10. What benefits, if any, would an administrator or the city gain if the administrator became 

an active member of a service organization within the community? 
 

11. To what extent do you believe contact with citizens and citizen groups is important? How 
do you typically handle this responsibility? 

 
12. What is your approach in dealing with the news media? 

 
13. What experience have you had in labor negotiations? 

 
14. Describe any experiences you have had in actively negotiating a contract or any other 

issue at the bargaining table. 
 

15. How have you dealt with mediation, fact finding or arbitration? Have you ever managed 
a strike? 
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16. What approach have you used in dealing with personnel problems? 
 

17. What personnel skills have you used in disciplining, demoting or firing an employee? 
 

18. What experience have you had in training or motivating employees? 

19. What steps have you taken to adhere to state and federal laws relating to diversity in the 
workplace, non-discrimination and equal opportunity? 

20. Describe your experience, if any, in dealing with charges of discrimination or grievances 
filed against you or the city you served. 

21. What involvement have you had in developing personnel rules, regulations, and 
procedures? 

 
22. What is your municipal finance experience? 

 
23. What role have you played in the preparation of a budget? 

 
24. In budgets that you have prepared, how do you communicate the effectiveness of service 

delivery? 
 

25. Have you ever gone to a vote of the people for a funding measure? 
 

26. What was your role in the campaign? 
 

27. What was your rate of success? What would you consider to be the keys to success? 
 

28. Have you ever been involved in a vote on a new tax base? 

29. What is your experience with debt management? 

30. What is your experience with enterprise funds? 

31. What experience have you had in administering various grant programs? 

32. What success have you had in attaining grants for various projects in a city? 

33. Specifically, what programs have you administered with either state or federal grants? 

34. Describe any experiences you may have had in developing and recommending policies to 
the council relating to growth (e.g., annexation, expansion of utilities, subdivision 
standards, etc.). 

 
35. In the field of intergovernmental relations, what experience have you had in dealing with: 
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a. Councils of government or regional governments 
b. Neighbor counties 
c. Neighbor cities 
d. State agencies 
e. Federal agencies 
f. State Legislature 
g. Congress 

36. What legislative committees have you appeared on before? 

37. In what way have you been an active participant in the activities of the International 
City/County Management Association (ICMA) and other professional organizations? 

38. What is the extent of your experience in the field of public works, and did it cover the 
following: 

 
a. Street maintenance and construction 
b. Operation, maintenance, and construction of utilities 
c. Supervision of construction projects 
d. Seeking funding 

 
39. What advantage would there be for a city to form a local improvement district (LID)? 

 
40. If you have been involved with the formation of an LID, what cities were involved? 

 
41. What was being constructed or improved? 

 
42. How would you put together a general obligation bond measure? 

 
43. What experience have you had in land use planning and zoning requirements? 

 
44. Why did you apply for this position? 

 
45. What conditions would you set up for accepting the appointment if it were offered? 

 
46. What will your first steps be upon assuming responsibility in this position? 

 
47. What would you hope to accomplish in the first year? 
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City Administrator Interview Questions – Round 1 
 
Interview panel roles:  

1. Leader to introduce panel, commence interview, and close interview  
2. Time tracker for each interview and for each question 
3. Body language/cadence analysis person. 
4. Layperson to address unexpected hiccups and issues. 

 
I recommend a total of 10 questions. Four minutes per question. Let the 
candidate know in the beginning of the interview that we have allotted up to 4 
minutes for each question so that they know they have time to elaborate and 
expand on answers. Rotate questions between each person on the interview 
panel. The three questions offered via email 30 minutes prior to the interview 
will be included in the list of 10 questions. The remaining 5 minutes will be left 
for the interviewee to ask questions. 

 

Suggested questions and scenarios to present to candidates 30 minutes 
prior to the interview: 

• Outline your goals and plans for the first 30, 60, and 90 days on the job. 
• An audit reveals the misappropriation of a restricted fund that has 

already been expensed in the general fund in the amount of $150,000. 
What would you do? 

• What can you tell us about Oregon’s statewide planning goals? And 
what would you consider Gold Beach’s greatest challenge therein? 

 

 

 

City Administrator First Interview Questions: 

• Can you tell us what the City of Gold Beach’s mission statement is? 
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• How do you handle conflicts and adversity within a community? 
• Explain your experience in labor and union negotiations. 
• How do you address and manage growth and development in a rural 

city? 
• Can you tell us what ORS is and what purpose it serves? 
• How do you keep city council, staff, and community informed and 

engaged on a regular basis and how would that change during an 
emergency? 

• Tell us about a time you resolved a conflict between two employees and 
looking back, what you would have done differently. 

• Do you have any questions for us? 
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City Administrator First Interview Questions (estimated 15 minutes): 

1. Can you tell us what the City of Gold Beach’s mission statement is? 
2. How do you handle conflicts and adversity within a community? 
3. Explain your experience in labor and union negotiations. 
4. How do you address and manage growth and development in a rural city? 
5. Can you tell us what ORS is and what purpose it serves? 
6. How do you keep city council, staff, and community informed and engaged on a 

regular basis and how would that change during an emergency? 
7. Tell us about a time you resolved a conflict between two employees and looking 

back, what you would have done differently. 
8. Outline your goals and plans for the first 30, 60, and 90 days on the job. 
9. Do you have any questions for us? 

Scenarios – Estimated 15 minutes 

Scenario 1: Financial Issue 

Situation: 
The city is facing an unexpected $250,000 budget shortfall due to a declining revenue 
and increased costs but only identified by the auditor from the prior year (not by staff). 
Several departments, including public safety and public works, are already operating 
with minimal resources. The council is divided on whether to cut services, increase fees, 
or pull from reserves. 

Question: 
How would you approach this situation? What steps would you take to evaluate options, 
engage stakeholders, and present recommendations to the council? 

 

Scenario 2: Human Resources Issue 

Situation: 
The city’s recreational director, a long-time employee, has been the subject of multiple 
complaints about creating a toxic work environment. Complaints include poor 
communication, favoritism, and dismissive behavior toward junior staff. Morale in the 
department is low, and turnover is increasing. The director denies any wrongdoing, and 
the union is involved. 

Question: 
How would you handle this situation to ensure a fair resolution while maintaining 
productivity and morale in the department? 
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Scenario 3: Difficult Resident Issue 

Situation: 
A resident is disgruntled over many different issues with the city. The resident frequently 
yells at staff members who are first in line on the phone or at the window.  

Question: 
What are the key components of this issue and how would you handle them? 
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