City Manager
City of Donald, Oregon
$77,653.41-$87,857.71 DOQ
Plus excellent benefits

Apply By

October 29, 2021
(Open until filled)

General Roles and Responsibilities
The position of City Manager is established in the City charter. The City
Manager is hired by and serves at the pleasure of the Mayor and six-member
City Council. The City Manager assists the Mayor and Council in the
development of City policies and carries out policies established by
ordinances and resolutions approved by the Council. The City Manager is the
Chief Executive Officer of the City and exercises supervision over its general
affairs, and all department heads and employees, except the Municipal
Judge. A team player who understands the role of a working City Manager in
a small organization with limited resources. While the City charter does not
have a residency requirement for the City Manager, the council is looking for someone who will become
actively involved in the community, and residency will be valued. They will need to live within 30 minutes of
Donald to respond to emergencies.

Background Requirements
Education. The City Manager is required to have a Bachelor’s degree from an accredited college or university
in public/business administration or related field. A Master’s degree is a plus. Any satisfactory combination of
practical experience (beyond that required for initial qualification) and education will be considered if the
candidate is able to demonstrate they can satisfactorily perform the job functions.
Experience. The position requires 3-5 years of increasing responsibilities and experiences in local
government or other like organizations with diverse business units. Progressive management responsibilities
would ideally include positions such as City Manager/Administrator, Assistant City Manager, Finance Director,
Community Development Director, other department head, Project City Manager, Portfolio City Manager, or
equivalent. Public Utilities, Planning, Streets, Parks, or Facilities/Works experience would be a plus.
Skills and Performance Standards
Administrative/Management Abilities. The City Manager must be able to establish and maintain positive and
cooperative working relationships with community members, City Officials and employees.
They must be a team leader who can hire the right people and develop a team that works
effectively together. They must be someone who can take policy direction from the
Council and lead staff to execute the policies efficiently. The City Manager will be able to
effectively manage and organize projects and provide effective delegation and supervision
to make sure budgets and timelines are met. The City Manager must be familiar with
municipal government organization, powers, functions, and relationships. Excellent written
and verbal communication skills are essential. The City Manager will need to have the
ability to talk with any size groups on issues of importance to the city.
The City Manager will be a working Manager and must have experience in and be able to manage and
oversee all City operations, including budgeting and finance, planning and land use, city utilities, public safety,
emergency management, public works, personnel, and all other city departments and services. In order to
perform the duties expected of the City Manager, the successful candidate must be computer literate and be
proficient in the use of standard word processing, spreadsheet and online communication programs such as
email. Zoom/WebEx experience is desirable. Knowledge of Oregon land use laws and procedures is
necessary in order to be successful in this position. Serves as City Elections officer.
Budget/Finance. The successful candidate will have a working knowledge of Oregon’s budget laws and will
be able to work effectively with limited resources. Serves as the City Finance Officer. Coordinates staff for the
Audit and Budget. Serves as Budget Officer. Negotiates contracts, including intergovernmental agreements.
They must understand public purchasing and contracting requirements, as the City Manager acts as the City’s
purchasing agent, issues RPFs, and signs all requisitions on City accounts.

Donald city utilities includes a water distribution and sewer collection system as well as water and wastewater
treatment plant. The City Manager must have the skills and knowledge to oversee the finances of these utilities
to assure the community members can count on receiving these services for years to come. This will include
knowledge of water and sewer rate structures, debt tools for enterprise funds, and systems development
charges. Additionally, the City Manager needs to understand the components of successful economic and
business development, particularly working in concert with the other local stakeholders. A successful track
record in grantsmanship is a huge plus for this position.
Personnel/Human Resources. The City Manager exercises control and general supervision over all City
employees. They must know and apply the principles of personnel management, assigning and supervising
the work of others, including department heads. The candidate must understand and be able to work within
Federal and State Employment Laws, including those related to hiring and firing. They must be able to work
productively with both hourly and salaried employees. They will also direct the City’s benefit plans and be
responsible for annual Employee Handbook updates. .
Community Relations. The City Council is looking for someone who can work on
the City’s behalf as a partner with the business community. A City Manager who
can encourage community involvement and foster volunteerism in the community
is important. The City Manager should have a demonstrated track record of
community involvement and active participation in their community. City Manager
and staff are responsible for Event Planning, coordination, and execution in the
city. The City Manager also enforces Codes throughout the City. The City
Manager needs to be receptive to hearing input and complaints and be open and
attentive to community members; and committed to following through on
solutions. The City Manager is expected to exercise the highest degree of tact,
patience, and professional courtesy in contacts with the public, personnel employed by the city and all elective
and appointed officials to maintain the highest possible standards of public service. The City Manager must
have strong communication skills, including public speaking to large and small audiences. The City Manager
must have a strong ethics foundation. To successfully promote the city, the City Manager must have the desire
and ability to work closely with and participate in community groups and organizations. The City Manager may
be the City’s representative on a variety of local boards as the opportunity arises. The City Manager will exhibit
leadership, promote the city, and serve as a model for other City employees.
Council Relations. The Mayor and City Council expect to have open, transparent, honest, and direct
communication with the City Manager. The City Manager is expected to provide ongoing regular
communication to the Council on the needs and affairs of the city, including information about City department
activities. The City Manager will need to provide the Council with complete information on policy options for
matters requiring a decision, in order to allow the Council to make informed decisions. An open-door policy is
expected for community members, councilors, department heads and employees to have easy access to the
City Manager. The Council is looking for someone who can work effectively with the Council to facilitate and
implement annual goal setting and strategic planning. A good understanding of local government processes
and procedures, board policy development and equal access to information by all councilors will be necessary
for a candidate to be successful in this position.
Economic and Community Development. The City Manager will be an
innovative partner, working with the Council to build on Donald’s current efforts
and successes in economic development. An awareness and knowledge of
the principles, methods and practices of development, including downtown
development/redevelopment, residential and industrial development are
essential. The City Manager engages the development Community in the
development approval process to help balance the development community’s
investments with the needs of the community members desire for a high
quality of life.
Intergovernmental Relations. It is important that the City Manager is able to network in the region including
with neighboring cities, the county, and state level to maintain and further develop good working relationships,

including with outside ‘contractors’, such as the city attorney, engineer and planner.. The City Manager will be
responsible for keeping the Council informed about intergovernmental relations and issues involving the city.
The Council is looking for someone who is interested in and will keep the Council informed on statewide and
federal issues affecting cities.
Innovation and Major Achievements/Miscellaneous. The City Manager needs to be able to work with the
Council to implement the 2021 identified vision and goals for the City of Donald. The City Manager must have
the ability to foster productive, trusting relationships with city staff in order to promote teamwork. Membership
and participation in professional organizations will be encouraged. The Council is looking for someone who is
creative, and can work positively with the Council and staff to identify areas for improvement and help
implement best practices.
A City Manager who can involve multi-cultural groups in the city is desired. Bilingual language skills are a plus.
A successful candidate will be confident but not hardheaded, full of energy and vigor, and be a good
salesperson in order to protect and highlight quality of life in the City.
Donald is looking for an outgoing person who can gain community support while encouraging community
members to get involved in any of the numerous projects and groups happening in Donald. The next City
Manager will have to come aboard as a self-starter willing to pick up quickly on needed infrastructure and
planning projects while managing the daily routines.

About the City
The City of Donald is located 24 miles south of Portland and 27 miles north of Salem
in the stunning Willamette Valley. Champoeg State Heritage Park, which is one of the
State of Oregon’s most notable landmarks, is just four miles west. Six miles east of
town is Willamette Aviation, Oregon’s third busiest airport. Donald’s unique location
provides easy access to some of Oregon’s biggest cities and attractions while
remaining a small rural community. The City has a rich history in agriculture, industry,
business, and family. Sometime during the period of 1840 to 1860 Donald was first
settled by farmers and loggers from the Midwest. By the early 1900’s Donald was a
main station for the Oregon Electric Railway. From its railway heritage is how the
city’s name came about. The City was named after R.L. Donald who was an official of
the construction company that built the railway. The railroad in Donald is heavily used
today.
Current Projects:
• Development of 299 houses, multi-family, and commercial area for a Planned Unit Development called
Harvest Gardens.
• Project Management, including engineering and construction for a new drinking well and sewer lagoon
with the supplemental apparatus.
• Street paving projects on Matthieu Street (grant funded).
• Pacific Lumber
• Police contract negotiations

HOW TO
APPLY

1

Visit our Website
To learn more about the City of Donald, please visit our website at:
www.donaldoregon.gov. More information on this position, including access to
application documents, can be found at www.mwvcog.org/jobs
.

2
3

Review & Complete Application
Review the application requirements and complete the appropriate documents.
Candidates will need to submit a completed application, resume, and valid
Credentials, Certifications and Licensing (if applicable) to be considered for this
position. A cover letter is optional. If you are a qualifying Veteran under Oregon
state law, please submit a Veterans Preference Form with supporting
documentation(DD Form 214 or 215) at the time of application

Submit Application Packet
Email your completed application to DonaldCityManager@mwvcog.org. Position
is open until filled with the first review of Applicants beginning after October 29,
2021.

Scott Dadson, Executive Director of the Mid-Willamette Valley Council of Governments, is available to answer
your questions about this position and process at sdadson@mwvcog.org.
The City of Donald is an Equal Opportunity Employer and does not discriminate on the basis of race, religion, gender, age,
disability, national origin, or any other category protected by law. We are proud tobe an Equal Opportunity Employer,
support the Americans with Disabilities Amendments Act (ADAAA) and the Oregon Equal Pay Act.
Donald City Hall | 10710 Main St. NE ~ PO Box 388, Donald OR 97020

