City of Lake Oswego, Oregon

Job Description

CHIEF OF STAFF TO THE CITY MANAGER AND MAYOR

FLSA Status: Non-exempt Salary Grade: 531
Union Representation: Confidential Job Code: 1078

Class Summary

Under general supervision this position provides executive level support to both the City Manager and
the Mayor, operating with a high degree of discretion, professionalism, and initiative, serving as a
trusted advisor and integrator across departments, elected leadership, and the community. Duties
include overseeing and driving strategic initiatives for the Council, Mayor, and City Manager, and
communicating with the executive team. Work is generally of a critical, sensitive or confidential nature.
The Chief of Staff to the City Manager and Mayor position is classified as a confidential employee.!

Distinguishing Characteristics

Incumbents have independent administrative responsibility for a function, a project, a unit within a
department, or for a total technical/professional function. Incumbents resolve administrative problems
on the application of unclear policies to specific cases not requiring professional-level analysis and
decision-making; prevent matters from needing resolution by the executive.

Essential Duties and Responsibilities

The list of duties is a representative sample of the work appropriate to this class and does not include all the duties
that may be assigned to a particular position. The incumbent may perform a combination of some or all of the
following duties:

1. Serve as the main staff communication liaison with city leadership, elected and appointed officials,
staff from other jurisdictions and agencies, city staff and the public. Manage difficult, demanding, or
sensitive issues, topics, and communications in a timely, efficient and professional manner.

2. Establish and maintain productive and professional working relationships with elected officials,
senior staffing government agencies, business executives, and community leaders in a highly
complex and politically sensitive environment. Serve as the city’s lead administrative representative
in sensitive and confidential meetings and develop important communications on various topics.

3. Prepare agendas and schedule meetings for the City Manager and Mayor. Serve as the primary point
of contact for visitors and meeting attendees. Exercise sound judgement in the coordination of

! “Confidential employee” means one who assists and acts in a confidential capacity to a person who formulates,
determines and effectuates management policies in the area of collective bargaining. ORS 243.650



complex calendars and politically sensitive relationships. Arrange meeting space, supplies and
refreshments.

4. Prepare for city council meetings including coordinating for food and other preparation as needed.
Provides office and administrative support to City Council such as answering questions and travel
planning. Serve as backup to the City Recorder as needed.

5. Provide Executive Coordination and Scheduling. Manage complex calendars for both the City
Manager and Mayor, including prioritization of competing demands and long-range planning.
Coordinate internal and external meetings, ensuring alignment with strategic priorities. Anticipate
scheduling conflicts and proactively resolve them.

6. Prepare briefing materials, agendas, and follow-up items for meetings and events. Coordinate
documents requiring City Manager and Mayor signature in a timely, detailed, and confidential
manner. Ensure proper processing of confidential and official materials and documents. Handling
the City Manager and Mayor’s correspondence by answering questions and directing internal
projects alongside department heads.

7. Conduct research, prepare reports and presentations, respond to information requests, provide
general analysis, and track multiple complex tasks and projects, often with competing deadlines.

8. Prepare and monitor budgets for the City Manager’s Office, which may span multiple programs.
Reconcile City Manager financial accounts, credit card statements and other accounts
payable/receivable. Plan and coordinate travel logistics for the City Manager and Mayor, and
Council including itineraries, lodging, and transportation. Prepare and process expense
reimbursements in compliance with city policies. Maintain organized records of travel, expenses,
and related documentation.

9. Assist in advancing key initiatives and special projects led by the City Manager and Mayor.
Collaborating with the company’s leadership team to prioritize strategies. Serve as a liaison between
executive leadership and departments to ensure alighment and follow-through. Advises
management on appropriate courses of action for resolution of problems within areas of expertise;
analyzes problems, determines approach, compiles and analyzes data, and prepares
reports/recommendations.

10. Represent the City Manager in internal and external meetings to convey the needs of the City
Manager as well as taking meeting notes for the City Manager. Prepares talking points and
presentations for the Mayor and City Manager in coordination with Communications Department.

11. Manage constituent services and communications. Serve as a primary point of contact for
constituent inquiries, concerns, and requests. Triage, track, and ensure timely responses in
coordination with city departments. Identify trends in constituent feedback and elevate key issues
to leadership.

12. Support Mayor’s civic outreach and programs. Support the Mayor in developing and executing civic
engagement strategies and community outreach initiatives. Coordinate participation and briefings
for regional boards, commissions, and community events. Assist in planning public-facing programs,
forums, and partnerships that advance city priorities. Aid the Mayor and City Manager in building
and maintaining relationships with community organizations, businesses, and regional partners.

13. Composes and proofreads material to ensure proper layout, grammatical composition, punctuation,
and inclusion of all pertinent information.

14. Performs other duties of a similar nature or level.

Minimum Qualifications

Knowledge of:

e English grammar, spelling, and usage.

e Word processing, spreadsheet, database, presentation, and graphic design and editing software.
e Calendar management systems.



Bookkeeping/accounting methods and practices.

Practices and principles of public/business decision-making.

Strategic planning methods with an emphasis on services related to office management.
Public purchasing and contracting laws and regulations.

e Open meeting laws and requirements.

e Records management theories, methods, principles, and practices.

e Personal computers and related software applications.

Skills and Abilities to:

e Maintain a high standard of responsiveness, empathy, and professionalism is all communications.

e Ensure efficiency and accuracy in all administrative processes.

e Facilitate and execute a positive and supportive work environment with a culture of inclusion, team
work, and communication.

e Contribute to promoting organizational values, including engagement and belonging; support a
culture of accountability within the organization through personal and professional development,
and actively promote the value of respect in a multicultural society.

e Anticipate needs, identify opportunities, and proactively solve problems.

e Perform accurate filing and record keeping.

e Organize work and to achieve maximum efficiency.

e Perform conceptual analysis and policy/program development and implementation.

e Manage multiple programs or projects.

e Establish and maintain effective working relationships with others.

e Develop reports that may include technical information and make presentations of this information.

e Provide good customer service.

e Comply with safety requirements of the position and actively promote safe work practices.

e Communicate effectively with coworkers, management, elected officials and the general public, and
display excellent interpersonal skills and awareness of controversial and/or sensitive issues.

Education, Training and Experience:

A typical way of obtaining the knowledge, skills and abilities outlined above is to have obtained a
Bachelor’s degree in Public Political Science, Business Administration, or a related field, and five years in
a related field or an equivalent combination of education and experience enabling the incumbent to
perform the essential functions of the position. Master’s degree is preferred.

Licensing and Other Requirements:
Some positions in this classification may be required to possess a valid driver’s license and ability to
meet the City’s driving standards.

Notary commission from the State of Oregon is required.

Physical and Mental Demands

Frequent repetitive motions including, but are not limited to, hand, wrist and finger movements; daily
walking, reaching, standing, 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.



Persons with disabilities may be able to perform the essential duties of this class with reasonable
accommodation. Reasonable accommodation will be evaluated on an individual basis and depend, in
part, on the specific requirements for the job, the limitations related to disability and the ability of the
hiring department to accommodate the limitation.

Department Director Date
Human Resources Director Date
Employee Date

This job description does not constitute an employment agreement between the employer and employee and is
subject to change by the employer as the needs of the employer and requirements of the job change.
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