Eastport City Manager
The successful candidate shall possess a Bachelor’s degree from an accredited college or university (Master’s degree preferred) in Public Administration, Public Policy, Planning or other closely related field.  In addition, the successful candidate should have three years or more of municipal management responsibility.  Any equivalent combination of education, experience, and training that provides the requires skills and abilities may be acceptable.

The successful candidate should have the ability to:
▪  
Easily communicate effectively with citizens and enjoy all interactions with a variety of 
people;

▪
Be financially savvy and creative in these challenging times;

▪
Write successful grants, including demonstration of past success;

▪
Provide leadership that others want to follow and emulate because the values, initiative


and desire to make a difference is demonstrated daily;

▪
See and remain focused on the big picture but still be able to take care of the important


day to day details;

▪
Work within and lead City personnel, and;

▪
Analyze economic development potential within the community and then deliver on that


potential, bringing about a diversification of the tax base;

▪
The successful candidate will enjoy conversation with our citizens, even when they might


disagree with the decisions that are being made;

▪
The person will be clear and concise in their communications, both orally and in writing;

▪
The successful candidate will be skilled in budgetary and financial matters, CIP 


Preparation, personnel challenges and project oversight;

▪
Needs to have the highest principles of honesty, fairness, and integrity;

▪
Should be a multi-tasker with a proactive leadership style that understands the Council


Sets policy the manager administers policy;

▪
Residency is highly desired;

▪
Proven track record of large project management, within strict State and Federal


Guidelines.  Overseeing construction with multiple vendors, public works, etc.

▪
Ability to interpet, follow, and understand complex State and Federal laws.

▪
Track record of handling high stress, emergency situations, and large public events.

Essential responsibility and duties:
▪
Assume full management responsibility for all City operations;

▪
Attend all City Council meetings and make recommendations to the Council


concerning policy and direction of the City;

▪
Consult with the Council on the development and implementation of City goals,


objectives, policies, and procedures;

▪
Ensure all laws of the State of Maine, the City Charter, and the ordinances; and 


other directives of the City Council are faithfully performed and observed;

▪
Prepare and submit in a timely and detailed manner, the annual capital improvement


plan and annual budget;

▪
Advise the Council as to the financial conditions of the City, administrative needs


of the City, progress on City programs and future needs of the community;

▪
Represent the City in the community and at regional meetings as required;


coordinate City activities with other governmental agencies and outside agencies;

▪
Attend and participate in professional group meetings; keeps abreast of new trends


and innovations in the field of public administration and management;

▪
Perform the duties of the City Manager as described in the City Charter and State


law as well as perform other duties and responsibilities required by the City Council;

▪
Adhere to and believe in the International City/County Management Association


(CMA) Code of Ethics by belonging to ICMA and the State association as a condition


of employment;

▪
Direct public safety needs of community with understanding of community policing


principles;

▪
Direct public works projects;

▪
Maintain NIMS compliance and function as Emergency Management Director;

▪
Oversee grant projects and ensure compliance with State and Federal laws/regulations;

▪
Maintain and build strong relationships with outside agencies/State and Federal


Government;

Article III  -  CITY MANAGER
Section 3.04

Powers and Duties of the City Manager
The City Manager shall be the Chief Admnistrative Officer of the City.  He shall be responsible to the Council for the administration of all City affairs placed in his charge by or under this Charter.  He shall have the following powers and duties:

(1) 
He shall appoint an official of the City who shall have the title of


City Clerk.  The City Clerk shall give notice of the Council meetings


to its members and the public, keep the journal of its proceedings and


perform such other duties as are assigned to him by this Charter or by 


the City Manager.

(2) 
He shall appoint and, when he deems it necessary for the good of the


service, suspend or remove all City employees and appointive


administrative officers provided by or under this Charter, except as


otherwise provided by law, this Charter or personnel rules adopted


pursuant to this Charter.  He may authorize any administrative officer


who is subject to his direction and supervision to exercise these


powers with respect to subordinates in that officer’s department,


office or agency.

(3) 
He shall direct and supervise the administration of all departments,


offices, and agencies of the City; except as otherwise provided by


this Charter or by law.

(4) 
He shall attend all Council meetings and shall have the right to take


part in discussion but may not vote.

(5) 
He shall see that all laws, provisions of this Charter and acts of the


Council, subject to enforcement by him or by officers subject to his


direction and supervision, are faithfully executed.

(6) 
He shall prepare and submit the annual budget and capital program


to the Council.

(7) 
He shall prepare and cause to be distributed to each taxpayer of the

City an annual report for the City of Eastport

The report shall contain:

(a) 
A complete report on the finances and administrative


activities of the City during the fiscal year immediately


preceding.

(b) 
A full report from each of the City’s administrative


officers, elected or appointed, detailing the transactions


and activities of his department during the preceding 


fiscal year, as well as his evaluations of these activities


of his department and recommendations for the future.
(8) 
He shall make such other reports as the Council may require


concerning the operations of City departments, offices, and 


agencies subject to his direction and supervisions.

(9) 
He shall keep the Council fully advised as to the financial


condition and future needs of the City and make such


recommendations to the Council concerning the affairs of


the City as he deems desirable.

(10) He shall perform such other duties as are specified in this


Charter or may be required by the Council.

(11) He shall be responsible for maintaining a complete and current


Inventory of all City property, capital equipment, as well as all


other materials and supplies.

(12) He shall conduct all sales of property belonging to the City which


is unfit or unnecessary for the City’s use but only after such sale


has been authorized and advertised by the City Council, and subject


to such restrictions as the City Council may be resolved provide;


except when the owner of his immediate family has paid taxes,


interest and all other costs in full before such advertisement.
