City Council
Special Meeting

Agenda

(623) 935-5033
litchfield-park.org

City Hall
Conference Room
214 W. Wigwam Blvd.
Litchfield Park, AZ 85340

Wednesday, July 12, 2017
I.

Call to Order

II.

Pledge of Allegiance

III.

6:00 PM

Business
A.

City of Litchfield Park Search for a New City Manager
Presenter: Thomas L. Schoaf, Mayor

INFORMATION

The Council will receive an update on the status of the search for a City Manager.
B.

Consideration of Recommendation for City Clerk
Presenter: Thomas L. Schoaf, Mayor

INFORMATION/ACTION

Discussion and possible action to appoint Terri Roth as Litchfield Park City Clerk.
IV.

Adjournment

______________________

Thomas L. Schoaf, Mayor

Affidavit of Posting
I, Terri Roth, Interim City Clerk, do hereby certify that I caused to be posted a true and correct
copy of this agenda for the City Council meeting of Wednesday, July 12, 2017, in the following
place in the City of Litchfield Park:
1. City Hall outside bulletin board
Terri Roth, Interim City Clerk
Persons with special accessibility needs should contact City Hall, (623) 935–5033, at least 48 hours prior to the meeting.

City of Litchfield Park, AZ

Page 1 of 1

Updated 7/7/2017 11:32 AM

CITY COUNCIL
COMMUNICATION
To:
From:
Meeting Date:
Subject:

3.A

City of Litchfield Park
Search for a New City
Manager

Mayor Thomas L. Schoaf and Members of the City Council
Sonny Culbreth, Interim City Manager
July 12, 2017
CITY OF LITCHFIELD PARK SEARCH FOR A NEW CITY MANAGER

Financial Impact:
The financial impact of the search will be determined by the cost of advertising and carrying out
the search process.
Attachments:
City Manager Recruitment Brochure
City Manager Search Process (Approved June 21)
Estimated Timeline for Search Process
Job Description
City Manager Display Ad with Link to Application
List of Proposed Ad Placements
Supplemental Questions (This helps with screening the applicant)
Assessment Management Tool by Application Pro (This has
become a part of every job application. It gives us a very good
guage of the individuals personality and how they approach work
solutions.)
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The City of Litchﬁeld Park
Invites Your Interest
In The Position Of

City Manager Posi on Open—Apply by September 30, 2017
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City Manager
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C

Litchfield Park, Arizona, is a small residen al community
(3.3 sq. miles) in Maricopa County, only two miles north
of I‐10 and 16 miles west of central Phoenix, and it is the
historic center of the Southwest Valley. It is a unique
city, envisioned to provide both aesthe c and commer‐
cial ameni es. The magnificent palm and orange trees
lining the wide streets were integrated into the urban
design years ago, along with the mature landscaping.
They now serve to showcase miles of pathways,
beau ful homes, charming sidewalk cafes, an award
winning school, and the celebrated AAA Four Diamond
Wigwam Resort. The Resort oﬀers three championship
golf courses, nine tennis courts, a Red Door Spa, fine
resort dining, and facili es for business and private
accommoda ons. The casual, yet invigora ng, public
spaces promote a sense of well‐being and genuine com‐
munity for its residents and visitors alike.

Our Recrea on Center has facili es and ac vi es for all
family members, regardless of age or fitness. The Cen‐
ter, located in the middle of the City, boasts a 25‐yard
compe ve, heated swimming pool; children’s wading
pool; therapy spa; newly resurfaced tennis courts;
basketball court; and a weight and exercise room. The
pool is equipped with non‐turbulence lane lines and
star ng blocks. The Recrea on Center oﬀers year‐round
programs of Basketball, T‐ball, Soccer, and Flag Football,
in addi on to a Preschool and summer Day Camp for
youth.

Rated #1 place to live in Arizona by Movoto, a na onal
real estate firm based in San Mateo, and recognized by
Phoenix Magazine as “One of the 10 Best Places to Live
in Arizona,” the City of Litchfield Park provides not only a
strong quality of life to its residents, it a racts visitors
from all over the Valley who come to enjoy the many
ameni es our beau ful small city has to oﬀer.

A

,

If you enjoy art and cra fes vals, great food and wine
events, and outdoor concerts, you have another reason
to spend me in our beau ful City. Litchfield Park is well
known for its celebra on of the arts. The City’s award‐
winning fes vals and six Arts in the Park outdoor
concerts, along with the Litchfield Park Fine Art and
Wine Fes val, the annual Library Arts and Cra s show,
and the Na ve American Fine Arts Fes val truly make
Litchfield Park a des na on place for art and music
lovers alike.

A six‐acre lake, with two beau ful fountains, is stocked
seasonally with fish, and oﬀers recrea onal fishing, as
well as a winter Trout Fishing Derby. It is also home to
the West Valley Mariners, a remote control boa ng club.
One of the many pas mes of our residents is to take an
early morning or late evening jog or walk around the
lake.
City Manager/City of Litchfield Park
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Cycling, walking, and jogging are popular pas mes,
whether on the wide tree‐lined streets or on the 12
miles of pathway that wind in and around the City. Our
ten city parks provide for a variety of year‐round
ac vi es with playground equipment for smaller chil‐
dren, ramadas and picnic areas, and basketball and vol‐
leyball courts. Most large parks are ADA accessible. Li le
League and soccer are popular seasonal sports.

3.A.a

S

T

V

Our personal reasons to live in Litchfield Park are more
important to us than the rankings of any organiza on,
even though such accolades make us feel honored and
proud. Litchfield Park was incorporated in 1987 with the
inten on of retaining the small town virtues of the
community. Litchfield Park has managed to remain a
friendly, family‐centered small town. Our City is safe,
our cost of living is reasonable, our housing values are
solid, we a ract families with high educa onal a ain‐
ment, and we have tremendous ameni es within our
immediate community and throughout the West Valley.
Going forward, the goal of our City Council and City Staﬀ
con nues to be to maintain and improve our shared liv‐
ing experience as the City con nues to develop.

planned for infrastructure such as water and electricity.
Paul Litchfield had a vision and Litchfield Park has
con nued to grow and become the special place Paul
Litchfield envisioned.

A
L

C
A

F

B

B

Located just one mile north of Litchfield Park, Luke Air
Force Base (AFB) is home to the 56th Fighter Wing, the
largest fighter wing in the world. Luke is the only ac ve‐
duty F‐16 training wing in the Air Force. It trains more
than 50% of the Air Force’s fighter pilots and 90% of its
F‐16 pilots. The F‐16 is expected to be in opera on
through 2025. Luke was recently designated to become
the largest F‐35 training base in the Air Force. The F‐35 is
the Air Force’s next Joint Fighter Jet. The announcement
of the F‐35 coming to Luke insures that Luke AFB will
be in the West Valley for many years.
The F‐35 mission will also bring with it decades of
sustainable economic benefits not only to the Valley, but
also the State of Arizona.

R

H

T

In 1916, the Goodyear Tire and Rubber Company sent
execu ve Paul W. Litchfield to purchase as much land as
he could—ul mately 16,000 acres—that encompassed
the land claims of the early se lers. The company
needed the land to grow Egyp an long staple co on to
reinforce their automobile and truck res, being used in
the war eﬀort. This area become Litchfield Ranch.
Paul Litchfield came to love this area and made Litchfield
Ranch into the headquarters for the Southwest Co on
Company (later Goodyear Farms). Thousands of acres
were cul vated and hundreds of men and women put to
work. In the 1920s, Paul and Florence Litchfield built
their beau ful winter estate, Rancho La Loma, on the hill
overlooking the town site. The company town was oﬃ‐
cially named Litchfield Park in 1926. Paul Litchfield and
Goodyear Tire and Rubber Company con nued to help
the town grow. They added a school, built churches,
developed the Wigwam Resort, laid out the streets and

P

S

E

The NFL Arizona Cardinals, the NHL Arizona Coyotes,
several MLB teams’ Spring Training venues and the Phoe‐
nix Interna onal Motor Speedway for NASCAR Racing are
all within a ten to fi een minute drive from Litchfield
Park. The Arizona Diamondbacks Major League team and
the Phoenix Suns NBA team play in Phoenix, just a short
drive 16 miles east on I‐10.

O

S

A

In addi on to these spor ng a rac ons, there are many
scenic a rac ons. White Tanks Regional Park, west of
Litchfield Park, is named for natural rock water tanks
once used by local Na ve Americans. Many unusual

City Manager/City of Litchfield Park
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G
The City of Litchfield Park operates under the Council‐
Manager form of government. Under this system, the
City Council appoints the City Manager, who acts as the
chief execu ve oﬃcer of the City. The City Manager is
responsible for the day‐to‐day opera on of all City
departments, enforces policy, and administers City pro‐
grams. The Assistant City Manager reports directly to the
City Manager. City Department Directors are hired by
and are responsible to the City Manager. The City Clerk is
appointed by the City Council but is supervised by the
City Manager.

members. The current City Council consists of six men
and one woman. The Council also appoints several
volunteer commissioners to serve in an advisory capacity
to the Council.
Litchfield Park has a work force of approximately 35 full‐
me employees and and addi onal 35 seasonal and/or
part‐ me staﬀ throughout the year. From the City’s
incorpora on in 1987, the City Council understood that
the City could run most eﬃciently if it contracted some of
the major services such as fire and police. Litchfield Park
contracts with Goodyear Fire for Fire and Emergency Ser‐
vices and with the Maricopa County Sheriﬀ’s oﬃce
(MCSO) for police services. Water and sewer is provided
by a private u lity service, Liberty U li es. Electric and
gas are provided by Arizona Public Service and Southwest
Gas respec vely. Refuse and Recycling collec on services
are contracted for the City by the City Council. The cur‐
rent service is provided by Waste Management. The City
Departments operated by the City include Public Works,
Building Safety, Planning Services, Community and Recre‐
a on Services, Human Resources, Code Enforcement,
Magistrate Court, City Clerk, and
Finance. The City
A orney, Magistrate Judge and Engineering Services are
contracted departments.

D
Es mated 2016 Popula on: 5,766
Dis bu on by Race
Distribu on by Age
Caucasion
82.9%
0 to 4 years
5%
African American 3.5%
5 to 17 years
17%
Asian
4.1%
18 to 64 years 57%
65 years and
Na ve American 1.0%
over
21%
Two or More
Races
2.8%
Other Race alone 5.8%
Median Age
46.7
Total
100.0%
Hispanic (all races) 15.5%
Source: Censusviewer.com, areavibes.com

The City Council is comprised of seven elected individu‐
als. The Mayor is a part of the City Council, but is elected
individually. The Mayor and other City Council members
are elected to serve a four‐year term. There are no term
limits. The Vice Mayor is appointed by the si ng Council

Educa on
High School Graduate
or higher
Bachelor's Degree or higher

94.20%
42.50%

Source: US Census Bureau

City Manager/City of Litchfield Park
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petroglyphs are found in the 26,000‐acre park. To the
south, Estrella Mountain Regional Park has 19,000 acres
with an 18‐hole golf course and camping, horseback
riding, hiking and picnic facili es. The Wildlife World
Zoo, four miles northwest, provides a natural habitat for
many endangered species. Nearby, Ak‐Chin Pavilion has
sea ng for 8,000 under the roof, with an addi onal
12,000 on the hillside, and hosts approximately 50 major
shows each year.
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needed revenues for the future and at the same me,
protect the charm and atmosphere the residents now
enjoy. This, along with maintaining and improving an ag‐
ing infrastructure is both the challenge and the oppor‐
tunity that faces the City in the very near future.

Top 5 Employers & # of Employees
403
Wigwam Resort
310
Fry's Marketplace
Sun Health Corpora on
190
Litchfield Elem. School
98
Albertsons
95
Source: Maricopa Associa on of Governments

FY 2018 Total Budget

$

16,907,027

FY 2018 Opera ng Budget

$

8,611,527

Tax Rates
Retail Tax Rate (City)
Contrac ng Tax Rate (City)
Litchfield Park Property Tax
County, College, School Property Taxes

2.8%
4.8%
0.0%
11.3%

Source: City Reports & Records

C
O
The City of Litchfield Park is very sound financially; yet it
operates under a very conserva ve form of budge ng.
The overall budget for FY2018 is $16,907,027 with an
opera ng budget of $8,611,000. A recently completed
new commercial center and new construc on sales taxes
from two housing developments under way have contrib‐
uted greatly to a posi ve cash balance in the City budget.
The City does not have a city property tax and depends
greatly on the City’s largest employer, the Wigwam,
along with other commercial sales taxes and State shared
revenues for income. While our revenue stream is
currently stable, the City must build and plan for the
future for the City to remain sustainable.
Two years ago, the City was able to purchase
approximately 29 acres of vacant land in the heart of the
City. The City Council is presently working on a plan to
develop the City Center property into a highly visible
mixed‐use social, cultural, and economic des na on
amenity for the City and its residents. The goal is to
develop the property in such a way as to produce much

In 2009, the City received a gi of 20 acres known as
Rancho La Loma, the homestead of our City’s founder,
Paul Litchfield. This is a very important part of our history
and considered a very valuable part of our community.
The challenge the City is facing is how to restore and
improve the home, and the grounds surrounding it, to
the beauty it once enjoyed. And, once the restora on is
accomplished, how will the City maintain it?
The City needs to develop a succession plan for
employees and departments. Twenty percent of City
employees are at or near re rement age.
44% of
Department Heads are eligible for re rement within the
next 12 months.

T

I

M

The previous City Manager served the City for thirteen
years. He lived in the community and understood how
special and unique our City is. He was a dedicated
professional who understood the value of commitment
and was commi ed to making Litchfield Park the best it
could possibly be. Our next City Manager will have large
shoes to fill.

City Manager/City of Litchfield Park
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City Budgets & Rates

3.A.a

The City expects the next City Manager to have
outstanding communica on skills and to be a highly
visible and engaged public figure. The individual will be
involved heavily in the community and comfortable
conversing with ci zens and stakeholders from all walks
of life.
The ideal candidate will have vision, set goals, and rely
on his/her subordinates to do their jobs. The individual
will not be a micromanager, but someone who expects
to be informed and hold the staﬀ accountable. He/she
will encourage crea vity and take reasonable risks, but
also realize not every great idea will be successful. The
manager will be a mentor and encourage staﬀ
development and decision making. The individual will
recognize that no one has a monopoly on knowledge,
that input is important and that the diversity of opinion
will only make the projects and programs be er. As
such, he/she will be approachable, recep ve, open,
honest and transparent.
Customer service, along with integrity, will be a core
principle and a way of life. He/she will be someone who
leads by example and encourages the staﬀ to find ways
to get to “yes!” While it is understood that the customer
is not always right, but the customer does deserve a
good explana on. The Manager will be a cri cal thinker
and, while respec ul of the past and current processes,
always asking if there is a be er way to conduct business
and to solve problems. The ideal candidate will have
experience in envisioning and par cipa ng in comple ng
new commercial development projects. Also important
will be analy cal skills, as well as knowledge of how to
u lize informa on technology to op mize job processes
and keep the public informed.
Council expects the Manager to review the opera on
from top to bo om to ensure the taxpayers are receiving
the best possible value for their tax dollars.

The individual will have demonstrated skills in
management, finance, and redevelopment. Knowledge
of, and experience, with intergovernmental rela ons will
be important to the individual’s success.
This posi on requires a Master’s Degree in Public
Administra on, and five to seven years of increasingly
responsible experience as a senior level government or
private sector execu ve. Five years of supervisory expe‐
rience is also required.
Council plans to make a commitment to the candidate,
and hopes and expects the next Manager will be
commi ed and will honor the prior Manager’s passion
for the City and for good government. The selected
candidate is expected to become a resident of the City
within a one year period following the eﬀec ve date of
appointment.

C
B
The annual salary will be in the $138,000‐$165,000
range, and the appointment will be made depending on
the qualifica ons of the selected candidate. In addi on
the City of Litchfield Park oﬀers the following benefits:
Re rement and Long‐Term Disability Insurance:
Arizona State Re rement System: for Fiscal Year 2018
the employee contributes 11.50 percent; the City
contributes an equal amount.
Health Benefits: Health benefits are currently oﬀered
through United HealthCare. The City will contribute
toward the cost of health benefits to cover a majority of
the premium.
Dental: Dental benefits are currently oﬀered through
Guardian Insurance. The City covers 100% of the
premium for dental and orthodon c benefits.
Vision: Vision benefits are currently oﬀered through
VSP. The City covers 100% of the premium for vision
benefits.
Short‐Term Disability and Life Insurance: The City
provides short‐term disability and life insurance cover‐
age through Guardian Insurance.

City Manager/City of Litchfield Park
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The City of Litchfield Park is seeking an outstanding lead‐
er and manager with a demonstrated track record of
achievement, preferably in a municipal or county
environment. The elected oﬃcials are looking for
someone to work with them as a partner, a supporter,
and a trusted advisor. He/she will be a consensus and
team builder – someone who knows how to balance
compe ng points of view, to find common interests and
to bring people to agreement. The successful candidate
will develop healthy working rela onships with each
member of Council.

3.A.a

Vaca on Leave: 10 to 23 days annually depending on
years of service; or by contractual agreement.

T

S

S

Filing Deadline ...................................... September 30, 2017

Sick Leave: 10 days annually.

Recommenda on of Candidates ................October 30, 2017

Holidays: 11 paid holidays annually.

Interview Candidates ................................. December, 2017

Deferred Compensa on: Choice of two plans through
ICMA‐RC.

New City Manager begins
working for the City ......................................... January, 2018

T A
Apply at www.litchfield‐park.org. Resumes will not be considered without a completed applica on, supplemental
applica on, cover le er, and assessment. Ques ons should be directed to Sonny Culbreth, Interim City Manager, 623‐
935‐5033 or Carolyn Sellmeyer, Director of Human Resources, 623‐935‐4364.
For addi onal informa on about the City of Litchfield Park, visit:
h p://www.litchfield‐park.org
h p://www.southwestvalleychamber.org
AN EQUAL OPPORTUNITY RECRUITER/EMPLOYER

City Manager/City of Litchfield Park
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These dates may change.
There may be a need for preliminary interviews.
Ini al candidates may be reduced to two finalists which will
require a second interview.

Attachment: City Manager Recruitment Packet (2125 : City Manager Search)
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City of Litchfield Park
214 West Wigwam Boulevard
Litchfield Park, Arizona 85340
623‐935‐5033
www.litchfield‐park.org
8
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City Manager Recruitment
Search Process

We intend to begin the process of seeking applications for the position of Litchfield
Park City Manager. We are seeking Council approval of steps generally as follows:
• The Mayor will guide the process. He has recommended the following
individuals to assist him in the process. Vice Mayor Faith, Councilmember
Romack, Interim City manager, Sonny Culbreth, HR Director Carolyn
Sellmeyer, Goodyear City Manager Brian Dalke, and Litchfield Park
resident Jon E "Jack" Wohler. David Ledyard and Diane Landis were added
to the sub-committee after the meeting.
• City Staff will prepare a job description and related documents consistent
with those used in the recruitment of Darryl Crossman. Council will have
an opportunity to review and comment on these. Staff will receive
comments concerning any changes or additions to the documents
presented. The goal is to complete -these documents by July 7.
• City Staff will prepare a list of advertising sites consistent with those used in
the recruitment of Darryl Crossman and updated to include sites that are
presently used for these types of searches. City Staff has received input
from the League of Cities and Towns on potential sites and ways to promote
the recruitment. The goal is to begin the advertising process shortly after
July 7.
• Appropriate notices and advertisements will be placed. Applications will be
accepted through a 60 to 90-day timeframe as determined by the
subcommittee.
• As applications are received they will be available to all Councilmembers
for review and comment to City Staff. These applications shall be
considered to be the initial list and Councilmembers should refrain from
disclosing the names on the initial list and discussing the applications in
public because some applicants on the initial list may not have made their
applicant status known to current employers. Appropriate steps will be
taken to ensure that there are no violations of the open meeting law.
• The second step will be the preparation of a short list of applicants to be
presented to the Council. Once the application period closes, the Mayor,
Interim City Manager, Human Resources Director, and subcommittee
members will review all applications for completeness and will meet to
discuss and choose those to be included on the short list. The short list will
include three to five applicants selected on the basis of qualifications and
experience.
• Comments received from Councilmembers and City Staff will be
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Approved June 21, 2017

•
•

•

•

Page 2 of 2
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considered. Applicants on the short list will be notified and may be asked to
complete an assessment exercise prior to the interview process.
Telephone interviews may be held with the applicants. The Human
Resources Director will prepare a summary of the qualifications of the
applicants on the short list for the Council. Appropriate steps will be taken
to ensure that there are no violations of the open meeting law. The names
of the applicants on the short list will be available to the public unless there
has been a request for confidentiality received from an applicant. In this
case, we will work with the City Attorney to insure compliance with state
laws.
The second step will also include a reasonable, initial background check of
the applicants on the short list and moving to the interview phase.
The third step is the Interview process. Interviews by Council will be
scheduled and conducted with the applicants on the short list. Interviews
may be held in a public meeting or in executive session in accordance with
the open meeting law. The Mayor, Interim City Manager, Human
Resources Director and City Attorney, with possible input from the
subcommittee communitymembers, will prepare a list of uniform questions
for use in the interview process. The applicant may also be asked to make
a ten minute presentation to the Council to include demonstrated
competence as a city manager, problem-solving, community relations,
and/or public finance expertise. The third step may include a tour of the
City, meetings with key residents of the City and meetings with City
department heads. Meetings may be in a social setting if desired.
The Council may select the City Manager from the short list or may narrow
the short list to two finalists for further discussion and interviews. The
Council may also decide not to hire any of these finalists and begin the
process anew.
Once a finalist is chosen by Council then a final background check will be
conducted as determined by Council and with the advice of legal counsel.
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City Manager Recruitment
Search Process

3.A.a

City Manager Recruitment
Timeline

Attachment: City Manager Recruitment Packet (2125 : City Manager Search)

Estimated Schedule
The process to search for a new Litchfield Park City Manager will begin at the discretion
of the City Council. This timeline is a guide and is subject to change.
The approximate total time required to perform the following steps: 20-24 weeks
Develop Manager Profile & place advertisements
(2 weeks)

July 17, 2017

Application closing date (75 days)

September 30, 2017

Application acknowledgements

Ongoing until closing date

*Sub-committee Screens applicants: Background and
reference checks completed on recommended applicants.
Recommendations made to City Council (2-4 weeks)

October 16-30, 2017

City Council reviews recommended applicants
*Arrange for and schedule interviews. Interview Packets
prepared. (2-3 weeks)

November 1-20, 2017

City Council interviews candidates (1 week)

December 4-8, 2017

**Selection of new City Manager announced
New City Manager begins working for the City

On or before January 2018

*There may be a need for preliminary interviews. This will be determined by the number
and quality of applicants. Initial candidates may be reduced to two finalists who will
require a second interview.
**This time line may change if second interviews are necessary.
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CITY OF LITCHFIELD PARK
Job Description

EXEMPT:
DEPARTMENT:
CLASS:
REPORTS TO:

Yes
City Manager
City Manager
Mayor and City Council

SUMMARY: The City Manager is the administrative head of the City government under the
direction and control of the City Council. Duties include working with the Department Heads
toward the achievement of department objectives and the objectives of the City government as
a whole.
The City Manager exercises considerable initiative and independent judgment in representing
the City and exercises delegated representative authority over Department Heads and other
employees in the City.
ESSENTIAL DUTIES AND REPSONSIBILITIES (Essential functions, as defined under the
Americans with Disabilities Act, may include the following tasks, knowledges, skills, and other
characteristics. This list of tasks is ILLUSTRATIVE ONLY, and is not a comprehensive listing of
all functions and tasks performed by positions in this class.) In addition to Powers and Duties
outlined in the City Code, this position performs the following:
Supervises staff to include: prioritizing and assigning work; conducting performance
evaluations; ensuring staff is trained; ensuring that employees follow policies and
procedures; maintaining a healthy and safe working environment; and making hiring,
termination, and disciplinary recommendations.
Meets and confers with the City Council to address the needs of the City; prepares
recommendations and/or responds to inquiries and requests for information.
Provides strategic leadership and direction to the Department Managers.
Collaborates with the City Clerk and Mayor to determine appropriateness of issues for
Council action.
Confers with and addresses the business community, citizens, civic groups, schools, and
other interested parties who have needs, problems, or issues related to City government.
Coordinates the activities of City government with contracted agencies.
Plans the future welfare of the City and coordinates related City resources. Seeks
funding for various capital improvements.
Provides guidance and reviews the annual budget preparation for submission to the City
Council; controls City expenditures.
Performs other duties of a similar nature or level.
Packet Pg. 14
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City Manager
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JOB DESCRIPTION
Job Title: City Manager

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be
able to perform each essential duty satisfactorily. The requirements listed below are
representative of the knowledge, skill, and/or ability required. Reasonable accommodations will
be made to enable individuals with disabilities to perform the essential functions.
EDUCATION and/or EXPERIENCE: Work requires extensive knowledge of public
administration with particular reference to municipal administration, the municipal
organization and the functions of constituent units; a thorough knowledge of basic laws,
ordinances, and regulations underlying the municipal corporation; and considerable
knowledge of research techniques and other sources and availability of information.
Work requires a Master’s in Public Administration, Public Policy, or a related field, from
an accredited college or university, and over five years of increasingly responsible
municipal experience. Two years municipal management experience at the Assistant
City Manager level or above is also required.
SKILLS, KNOWLEDGES and ABILITIES
Skill in:
• Monitoring and evaluating employees;
• Prioritizing and assigning work;
• Providing leadership and direction;
• Ensuring policy directions are achieved;
• Using computers and related software applications;
• Managing multiple priorities simultaneously;
• Analyzing and developing policies and procedures;
• Reading, interpreting, applying, explaining, and ensuring compliance with applicable
Federal, State, and Local laws, codes, policies, procedures, rules, and regulations;
• Reviewing reports;
• Presenting ideas and concepts persuasively;
• Speaking in public;
• Reviewing and approving official documents;
• Analyzing problems, identifying alternative solutions, projecting consequences of
proposed actions, and implementing recommendations in support of goals;
• Managing consultant contracts;
• Mediating and resolving conflict;
• Preparing and administering budgets;
• Managing change and sensitive topics;

Page 2 of 3
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MANAGERIAL RESPONSIBILITIES: Work requires managing and monitoring work
performance of several divisions/departments including evaluating program/work
objectives and effectiveness, establishing broad organizational goals, and realigning
w o r k and staffing assignments for these departments. Has final supervisory control
over all City employees, but directly supervises department heads, including
interviewing, hiring, and training employees; planning, assigning and directing work;
appraising performance; rewarding and disciplining employees; addressing complaints;
and resolving problems. Within this job, the employee normally performs the duty
assignment within broad parameters defined by general organizational requirements and
accepted practices. Total end results determine effectiveness of job performance.

3.A.a

JOB DESCRIPTION
Job Title: City Manager

•
•

Planning, analyzing, and evaluating programs and services, operational needs, and
fiscal constraints;
Maintaining community and public relations;
Communication, interpersonal skills as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey information and
to receive work direction.

Knowledge of:
• Management principles, practices, and theories;
• Public administration and governmental operations;
• Municipal accounting and financial management principles;
• Strategy development principles and procedures;
• Applicable Local, State and Federal laws, codes, rules, policies, procedures
and regulations;
• Economic development and redevelopment principles;
• Program development and administration principles and practices;
• Project management principles;
• Conflict mediation principles;
• Community and public relations principles.
Additional Requirements:
• Must possess, or obtain upon employment, a valid Arizona Driver’s License.
• Must be a resident of Litchfield Park, or become a resident of the City within one year of
appointment.
PHYSICAL DEMANDS: The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
Positions in this class typically require: talking, hearing, and seeing.
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time. Jobs are sedentary if walking
and standing are required only occasionally and all other sedentary criteria are met.
WORK ENVIRONMENT: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.
The noise level in the work environment is low to moderate.
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3.A.a

City Manager Recruitment

Litchfield Park, Arizona, a small residential community (3.3 square miles) in Maricopa
County, two miles north of the I-10 and 16 miles west of central Phoenix, is
considered the historic hub of the Southwest Valley. It is a unique city, envisioned to
provide both aesthetic and commercial amenities. The magnificent palm and orange
trees lining the wide streets were integrated into the urban design years ago, along
with the mature landscaping. They now serve to showcase miles of pathways,
beautiful homes, charming sidewalk cafes, an award winning school, and the
celebrated AAA Four Diamond Wigwam Resort. The Resort offers three
championship golf courses, nine tennis courts, a Red Door Spa, fine resort dining,
and facilities for business and private accommodations. The casual, yet invigorating,
public spaces promote a sense of well-being and genuine community for its residents
and visitors alike.
Rated #1 place to live in Arizona by Movoto, a national real estate firm based in San
Mateo, and recognized by Phoenix Magazine as “one of the 10 Best Places to Live in
Arizona,” the City of Litchfield Park provides not only a strong quality of life to its
residents, it attracts visitors from all over the Valley who come to enjoy the many
amenities our beautiful small city has to offer.
The City operates under the Council-Manager form of government. Under this
system, the City Council appoints the City Manager, who acts as the chief executive
officer of the City. The City Manager is responsible for the day-to-day operation of all
City departments, enforces policy, and administers City programs. City Department
Directors are hired by and are responsible to the City Manager. The City Clerk is
appointed by the City Council but is supervised by the City Manager.
The City is looking for an outstanding leader and manager with a demonstrated track
record of achievement. The ideal candidate will have exceptional communication
skills, and be a highly visible and engaged public figure. They will have vision, set
goals, and rely on subordinates to do their jobs. Customer service, along with
integrity, will be a core principle and a way of life. The City Manager will be a critical
thinker, and have experience in envisioning and participating in completing new
commercial development projects. Also important will be analytical skills, as well as
knowledge of how to utilize information technology to optimize job processes and
keep the public informed.
The City has approximately 35 full-time employees, and 35 part-time and seasonal
employees, and an operating budget of $16,907,000 (all funds).
The position requires the following:
• Extensive knowledge of public administration with particular reference to
municipal administration, the municipal organization and the functions of
constituent units, along with a thorough knowledge of basic laws, ordinances,
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City Manager Recruitment
Display Advertisement

•
•
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and regulations underlying the municipal corporation. Also required is
considerable knowledge of research techniques and other sources and
availability of information;
Master’s Degree in Public Administration, Public Policy, or related field; and
Over five years of increasingly responsible municipal experience. Two years
experience at the Assistant City Manager level or above.

The successful candidate will be required to live in Litchfield Park, Arizona.

Attachment: City Manager Recruitment Packet (2125 : City Manager Search)

Please apply online at: www.litchfield-park.org.
Candidates should apply by September 30, 2017 with cover letter, resume, completed
application, supplemental application, and assessment.
The City of Litchfield Park is an Equal Opportunity Employer.
For more information on this position contact:
Sonny Culbreth, Interim City Manager, 623-935-5033
Carolyn Sellmeyer, Director of Human Resources, 623-935-4364
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City Manager Recruitment

Advertisements placed in or on:
League of Arizona Cities and Towns Website (no deadline, no charge)
ICMA Newsletter ($250-$500)
Job Opportunities Bulletin Website (ICMA) $250.00 for 30 days)
Jobs Available (Display Ad 2-3 inches, $192.50 for two weeks)
City’s online application software places ads on Indeed. Can add the following Job
Boards:
Glassdoor Sponsored ($199.00)
MONSTER ($255.00)
TopUSAJobs – Partners Network ($59.99)
Government Jobs ($175)
Southwest Valley Chamber of Commerce website (Jobs)
Recruitment Brochure will be mailed to all Arizona cities and towns, and to other parties
who have expressed an interest in the position.
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City Manager Recruitment

These questions will be a part of the application process.
The instructions will inform the applicants that their answers cannot exceed 500
words per question.
1. Describe your municipal government work experience and/or knowledge of the workings
of municipal government.
2. Explain you budgetary background and experience. Describe budgets you have worked
on, the extent of your authority in development and administration of the budget ad
oversight responsibility.
3. Explain your supervisorial/management philosophy and experience. Include your
background and experience in disciplinary procedures and personnel administration.
4. Describer you experience in the administration or management of Economic
Development projects and activities.
5. Discuss the management differences for a small city, staffing of 80 or less, as compared
to significantly larger cities.
6. Explain your experience with the use of data driven problem solving techniques.
7. Discuss your experience with the role of interdisciplinary teams in the small city
environment.
8. What tasks would you assign yourself your first 50 days on the job?
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City Manager Recruitment
Assessments

Attachment: City Manager Recruitment Packet (2125 : City Manager Search)

In addition to the Management Assessment, attached, it is suggested that another test be
added, Management Ability. Management Ability is a situational test that objectively assesses
the management skills of the candidates. It was developed to identify those individuals best
able to handle the daily challenges encountered by most managers. The test has 30 questions
and is estimated to take 30 minutes. This brings the total time/questions to 51 minutes/125
questions. Test questions are multiple choice; Strongly Agree, Agree, Neutral, Disagree, and
Strongly Disagree.
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Assessment: Management

Approx: 21 min / Questions: 95

Management is a general indicator of the individual's ability to lead and manage others. This assessment is
appropriate for all management level positions.

Measures the degree to which an individual is likely to be competitive and driven to be the best.

Assertiveness
Measures the degree to which an individual is likely to assert him/herself, speak his/her mind, and enjoy
taking control or the lead in a group situation.

Candidness
Measures the degree to which an individual is likely to be candid and accurate in his/her responses and is
therefore not trying to “outsmart” the test in an effort to present him/herself in a more favorable light.

Leadership
Measures the degree to which an individual has the necessary interest, ability, and disposition necessary to
perform in a leadership capacity.

Self Confidence
Measures the degree to which an individual is likely to be self-assured, not overly affected by what others
think of him/her, and confident in his/her decisions and actions.

Stress Management
Measures the degree to which an individual is likely to demonstrate patience and stress tolerance during times
of conflict with customers, coworkers, and other stressful work- related situations.

Supervision
Measures the degree to which an individual has the ability and disposition to motivate others, relate well to
employees, create a sense of unity among staff, and maintain high levels of employee satisfaction.
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City Manager Recruitment
Search Process

We intend to begin the process of seeking applications for the position of Litchfield
Park City Manager. We are seeking Council approval of steps generally as follows:
• The Mayor will guide the process. He has recommended the following
individuals to assist him in the process. Vice Mayor Faith, Councilmember
Romack, Interim City manager, Sonny Culbreth, HR Director Carolyn
Sellmeyer, Goodyear City Manager Brian Dalke, and Litchfield Park
resident Jon E "Jack" Wohler. David Ledyard and Diane Landis were added
to the sub-committee after the meeting.
• City Staff will prepare a job description and related documents consistent
with those used in the recruitment of Darryl Crossman. Council will have
an opportunity to review and comment on these. Staff will receive
comments concerning any changes or additions to the documents
presented. The goal is to complete -these documents by July 7.
• City Staff will prepare a list of advertising sites consistent with those used in
the recruitment of Darryl Crossman and updated to include sites that are
presently used for these types of searches. City Staff has received input
from the League of Cities and Towns on potential sites and ways to promote
the recruitment. The goal is to begin the advertising process shortly after
July 7.
• Appropriate notices and advertisements will be placed. Applications will be
accepted through a 60 to 90-day timeframe as determined by the
subcommittee.
• As applications are received they will be available to all Councilmembers
for review and comment to City Staff. These applications shall be
considered to be the initial list and Councilmembers should refrain from
disclosing the names on the initial list and discussing the applications in
public because some applicants on the initial list may not have made their
applicant status known to current employers. Appropriate steps will be
taken to ensure that there are no violations of the open meeting law.
• The second step will be the preparation of a short list of applicants to be
presented to the Council. Once the application period closes, the Mayor,
Interim City Manager, Human Resources Director, and subcommittee
members will review all applications for completeness and will meet to
discuss and choose those to be included on the short list. The short list will
include three to five applicants selected on the basis of qualifications and
experience.
• Comments received from Councilmembers and City Staff will be
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considered. Applicants on the short list will be notified and may be asked to
complete an assessment exercise prior to the interview process.
Telephone interviews may be held with the applicants. The Human
Resources Director will prepare a summary of the qualifications of the
applicants on the short list for the Council. Appropriate steps will be taken
to ensure that there are no violations of the open meeting law. The names
of the applicants on the short list will be available to the public unless there
has been a request for confidentiality received from an applicant. In this
case, we will work with the City Attorney to insure compliance with state
laws.
The second step will also include a reasonable, initial background check of
the applicants on the short list and moving to the interview phase.
The third step is the Interview process. Interviews by Council will be
scheduled and conducted with the applicants on the short list. Interviews
may be held in a public meeting or in executive session in accordance with
the open meeting law. The Mayor, Interim City Manager, Human
Resources Director and City Attorney, with possible input from the
subcommittee communitymembers, will prepare a list of uniform questions
for use in the interview process. The applicant may also be asked to make
a ten minute presentation to the Council to include demonstrated
competence as a city manager, problem-solving, community relations,
and/or public finance expertise. The third step may include a tour of the
City, meetings with key residents of the City and meetings with City
department heads. Meetings may be in a social setting if desired.
The Council may select the City Manager from the short list or may narrow
the short list to two finalists for further discussion and interviews. The
Council may also decide not to hire any of these finalists and begin the
process anew.
Once a finalist is chosen by Council then a final background check will be
conducted as determined by Council and with the advice of legal counsel.
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3.A.c

City Manager Recruitment
Timeline

Estimated Schedule
The process to search for a new Litchfield Park City Manager will begin at the discretion
of the City Council. This timeline is a guide and is subject to change.

Develop Manager Profile & place advertisements
(2 weeks)

July 17, 2017

Application closing date (75 days)

September 30, 2017

Application acknowledgements

Ongoing until closing date

*Sub-committee Screens applicants: Background and
reference checks completed on recommended applicants.
Recommendations made to City Council (2-4 weeks)

October 16-30, 2017

City Council reviews recommended applicants
*Arrange for and schedule interviews. Interview Packets
prepared. (2-3 weeks)

November 1-20, 2017

City Council interviews candidates (1 week)

December 4-8, 2017

Attachment: Search Timeline (2125 : City Manager Search)

The approximate total time required to perform the following steps: 20-24 weeks

**Selection of new City Manager announced
New City Manager begins working for the City

On or before January 2018

*There may be a need for preliminary interviews. This will be determined by the number
and quality of applicants. Initial candidates may be reduced to two finalists who will
require a second interview.
**This time line may change if second interviews are necessary.
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CITY OF LITCHFIELD PARK
Job Description

City Manager

Yes
City Manager
City Manager
Mayor and City Council

SUMMARY: The City Manager is the administrative head of the City government under the
direction and control of the City Council. Duties include working with the Department Heads
toward the achievement of department objectives and the objectives of the City government as
a whole.
The City Manager exercises considerable initiative and independent judgment in representing
the City and exercises delegated representative authority over Department Heads and other
employees in the City.
ESSENTIAL DUTIES AND REPSONSIBILITIES (Essential functions, as defined under the
Americans with Disabilities Act, may include the following tasks, knowledges, skills, and other
characteristics. This list of tasks is ILLUSTRATIVE ONLY, and is not a comprehensive listing of
all functions and tasks performed by positions in this class.) In addition to Powers and Duties
outlined in the City Code, this position performs the following:
Supervises staff to include: prioritizing and assigning work; conducting performance
evaluations; ensuring staff is trained; ensuring that employees follow policies and
procedures; maintaining a healthy and safe working environment; and making hiring,
termination, and disciplinary recommendations.
Meets and confers with the City Council to address the needs of the City; prepares
recommendations and/or responds to inquiries and requests for information.
Provides strategic leadership and direction to the Department Managers.
Collaborates with the City Clerk and Mayor to determine appropriateness of issues for
Council action.
Confers with and addresses the business community, citizens, civic groups, schools, and
other interested parties who have needs, problems, or issues related to City government.
Coordinates the activities of City government with contracted agencies.
Plans the future welfare of the City and coordinates related City resources. Seeks
funding for various capital improvements.
Provides guidance and reviews the annual budget preparation for submission to the City
Council; controls City expenditures.
Performs other duties of a similar nature or level.
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3.A.d

JOB DESCRIPTION
Job Title: City Manager

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be
able to perform each essential duty satisfactorily. The requirements listed below are
representative of the knowledge, skill, and/or ability required. Reasonable accommodations will
be made to enable individuals with disabilities to perform the essential functions.
EDUCATION and/or EXPERIENCE: Work requires extensive knowledge of public
administration with particular reference to municipal administration, the municipal
organization and the functions of constituent units; a thorough knowledge of basic laws,
ordinances, and regulations underlying the municipal corporation; and considerable
knowledge of research techniques and other sources and availability of information.
Work requires a Master’s in Public Administration, Public Policy, or a related field, from
an accredited college or university, and over five years of increasingly responsible
municipal experience. Two years municipal management experience at the Assistant
City Manager level or above is also required.
SKILLS, KNOWLEDGES and ABILITIES
Skill in:
 Monitoring and evaluating employees;
 Prioritizing and assigning work;
 Providing leadership and direction;
 Ensuring policy directions are achieved;
 Using computers and related software applications;
 Managing multiple priorities simultaneously;
 Analyzing and developing policies and procedures;
 Reading, interpreting, applying, explaining, and ensuring compliance with applicable
Federal, State, and Local laws, codes, policies, procedures, rules, and regulations;
 Reviewing reports;
 Presenting ideas and concepts persuasively;
 Speaking in public;
 Reviewing and approving official documents;
 Analyzing problems, identifying alternative solutions, projecting consequences of
proposed actions, and implementing recommendations in support of goals;
 Managing consultant contracts;
 Mediating and resolving conflict;
 Preparing and administering budgets;
 Managing change and sensitive topics;
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MANAGERIAL RESPONSIBILITIES: Work requires managing and monitoring work
performance of several divisions/departments including evaluating program/work
objectives and effectiveness, establishing broad organizational goals, and realigning
w o r k and staffing assignments for these departments. Has final supervisory control
over all City employees, but directly supervises department heads, including
interviewing, hiring, and training employees; planning, assigning and directing work;
appraising performance; rewarding and disciplining employees; addressing complaints;
and resolving problems. Within this job, the employee normally performs the duty
assignment within broad parameters defined by general organizational requirements and
accepted practices. Total end results determine effectiveness of job performance.

3.A.d

JOB DESCRIPTION
Job Title: City Manager




Planning, analyzing, and evaluating programs and services, operational needs, and
fiscal constraints;
Maintaining community and public relations;
Communication, interpersonal skills as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey information and
to receive work direction.

Knowledge of:
 Management principles, practices, and theories;
 Public administration and governmental operations;
 Municipal accounting and financial management principles;
 Strategy development principles and procedures;
 Applicable Local, State and Federal laws, codes, rules, policies, procedures
and regulations;
 Economic development and redevelopment principles;
 Program development and administration principles and practices;
 Project management principles;
 Conflict mediation principles;
 Community and public relations principles.
Additional Requirements:
 Must possess, or obtain upon employment, a valid Arizona Driver’s License.
 Must be a resident of Litchfield Park, or become a resident of the City within one year of
appointment.
PHYSICAL DEMANDS: The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
Positions in this class typically require: talking, hearing, and seeing.
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time. Jobs are sedentary if walking
and standing are required only occasionally and all other sedentary criteria are met.
WORK ENVIRONMENT: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.
The noise level in the work environment is low to moderate.
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3.A.e

City Manager Recruitment

Litchfield Park, Arizona, a small residential community (3.3 square miles) in Maricopa
County, two miles north of the I-10 and 16 miles west of central Phoenix, is
considered the historic hub of the Southwest Valley. It is a unique city, envisioned to
provide both aesthetic and commercial amenities. The magnificent palm and orange
trees lining the wide streets were integrated into the urban design years ago, along
with the mature landscaping. They now serve to showcase miles of pathways,
beautiful homes, charming sidewalk cafes, an award winning school, and the
celebrated AAA Four Diamond Wigwam Resort. The Resort offers three
championship golf courses, nine tennis courts, a Red Door Spa, fine resort dining,
and facilities for business and private accommodations. The casual, yet invigorating,
public spaces promote a sense of well-being and genuine community for its residents
and visitors alike.
Rated #1 place to live in Arizona by Movoto, a national real estate firm based in San
Mateo, and recognized by Phoenix Magazine as “one of the 10 Best Places to Live in
Arizona,” the City of Litchfield Park provides not only a strong quality of life to its
residents, it attracts visitors from all over the Valley who come to enjoy the many
amenities our beautiful small city has to offer.
The City operates under the Council-Manager form of government. Under this
system, the City Council appoints the City Manager, who acts as the chief executive
officer of the City. The City Manager is responsible for the day-to-day operation of all
City departments, enforces policy, and administers City programs. City Department
Directors are hired by and are responsible to the City Manager. The City Clerk is
appointed by the City Council but is supervised by the City Manager.
The City is looking for an outstanding leader and manager with a demonstrated track
record of achievement. The ideal candidate will have exceptional communication
skills, and be a highly visible and engaged public figure. They will have vision, set
goals, and rely on subordinates to do their jobs. Customer service, along with
integrity, will be a core principle and a way of life. The City Manager will be a critical
thinker, and have experience in envisioning and participating in completing new
commercial development projects. Also important will be analytical skills, as well as
knowledge of how to utilize information technology to optimize job processes and
keep the public informed.
The City has approximately 35 full-time employees, and 35 part-time and seasonal
employees, and an operating budget of $16,907,000 (all funds).
The position requires the following:
 Extensive knowledge of public administration with particular reference to
municipal administration, the municipal organization and the functions of
constituent units, along with a thorough knowledge of basic laws, ordinances,
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City Manager Recruitment
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and regulations underlying the municipal corporation. Also required is
considerable knowledge of research techniques and other sources and
availability of information;
Master’s Degree in Public Administration, Public Policy, or related field; and
Over five years of increasingly responsible municipal experience. Two years
experience at the Assistant City Manager level or above.

The successful candidate will be required to live in Litchfield Park, Arizona.
Please apply online at: www.litchfield-park.org.
Candidates should apply by September 30, 2017 with cover letter, resume, completed
application, supplemental application, and assessment.
The City of Litchfield Park is an Equal Opportunity Employer.

Attachment: Ad - Long (2125 : City Manager Search)

For more information on this position contact:
Sonny Culbreth, Interim City Manager, 623-935-5033
Carolyn Sellmeyer, Director of Human Resources, 623-935-4364
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City Manager Recruitment

Advertisements placed in or on:
League of Arizona Cities and Towns Website (no deadline, no charge)
ICMA Newsletter ($250-$500)
Job Opportunities Bulletin Website (ICMA) $250.00 for 30 days)
Jobs Available (Display Ad 2-3 inches, $192.50 for two weeks)
City’s online application software places ads on Indeed. Can add the following Job
Boards:
Glassdoor Sponsored ($199.00)
MONSTER ($255.00)
TopUSAJobs – Partners Network ($59.99)
Government Jobs ($175)
Southwest Valley Chamber of Commerce website (Jobs)
Recruitment Brochure will be mailed to all Arizona cities and towns, and to other parties
who have expressed an interest in the position.
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City Manager Recruitment

These questions will be a part of the application process.
The instructions will inform the applicants that their answers cannot exceed 500
words per question.
1. Describe your municipal government work experience and/or knowledge of the workings
of municipal government.
2. Explain you budgetary background and experience. Describe budgets you have worked
on, the extent of your authority in development and administration of the budget ad
oversight responsibility.
3. Explain your supervisorial/management philosophy and experience. Include your
background and experience in disciplinary procedures and personnel administration.
4. Describer you experience in the administration or management of Economic
Development projects and activities.
5. Discuss the management differences for a small city, staffing of 80 or less, as compared
to significantly larger cities.
6. Explain your experience with the use of data driven problem solving techniques.
7. Discuss your experience with the role of interdisciplinary teams in the small city
environment.
8. What tasks would you assign yourself your first 50 days on the job?
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City Manager Recruitment
Assessments

Attachment: Assessments (2125 : City Manager Search)

In addition to the Management Assessment, attached, it is suggested that another test be added,
Management Ability. Management Ability is a situational test that objectively assesses the
management skills of the candidates. It was developed to identify those individuals best able to
handle the daily challenges encountered by most managers. The test has 30 questions and is
estimated to take 30 minutes. This brings the total time/questions to 51 minutes/125 questions.
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To:
Mayor Thomas L. Schoaf and Members of the City Council
From:
Sonny Culbreth, Interim City Manager
Meeting Date:
July 12, 2017
Subject:
CONSIDERATION OF RECOMMENDATION FOR CITY CLERK
Background/Discussion:
Litchfield Park City Code, Chapter 3 - Administration, allows for the creation of certain offices
that are appointed by the City Council. One of these offices is the City Clerk. Even though the
Code stipulates that the City Clerk is appointed by the City Council, it also stipulates that the
City Manager will supervise the work of the City Clerk and that the supervision does not change
the contracting or hiring procedures stipulated for the City Clerk. In Section 3-2-2 of the City
Code, the primary responsibilities of the City Clerk are listed as the keeping of Public Records
including Ordinances, Resolutions, Budgets and Notices. The City Clerk prepares council
meeting agendas and prepares or causes to be prepared all minutes of council proceedings and
ensures their correctness and accuracy. The City Clerk serves as the Election Official and
performs those duties as required by state statute. The City Clerk shall perform those
administrative responsibilities and duties that are conferred upon her by the council and City
manager in addition to those specified in the code.
Terri Roth has been employed by the City for almost 16 years. She has worked in the Field
Operations and Public Works Departments, the Building Department and in the City Clerk’s
Office. Ms. Roth was promoted to Deputy City Clerk in 2015 and served in that capacity until
March of this year when she was promoted to Interim City Clerk after the then City Clerk
resigned her position. Ms. Roth holds her Secretary of State Elections Officer Certification and
played an integral role in the success of the City’s 2016 elections. She completed the work to
receive her Certified Municipal Clerks designation in June and should receive her certificate in
July. Although Ms. Roth does not hold a college degree, I believe she has the knowledge to
perform the duties of City Clerk. I do recommend that she takes advantage of the Continuing
Education programs that the IIMC offers and work towards obtaining the designation of Master
Municipal Clerk. The continuing education opportunities should be planned with and approved
each year by the City manager. Ms. Roth is accomplished in the use of the City’s agenda
organization software and has been organizing agendas and recording Council minutes and the
minutes of various commissions for many years.
I am recommending that the City Council appoint Ms. Roth as City Clerk and allows the City
Manager to assign an hourly wage that is recognized as the recommended entry level wage for
a City Clerk with Ms. Roth’s knowledge and experience.
Staff Recommendation:
Staff recommends approval of the appointment retroactive to July 1, 2017.
Financial Impact:
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$66,560 per year, based on a 40-hour work week. The new wage will be retroactive to July 1,
2017.
Attachments:
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