


























































































































MEMO 

To:  Mayor Peterson and Members of the City Council 

From:  Mike Cecka, Interim City Administrator 

Re:  City Administrator Recruitment Process 

February 7, 2012 

 

Introduction - With the job description and salary parameters now approved, the recruitment 
process must proceed as expeditiously as possible.  This process, done properly, will provide 
the Mayor, Council, and staff with the highest possible degree of assurance that the right 
person is selected and hired for the job.  This workshop will touch on the overall process, the 
draft Position Profile, and the Recruitment Timeline. 

Process Overview – The recruitment process is summarized on the accompanying outline, and 
specific steps are also listed.  This outline provides a useful framework while considering the 
Position Profile and recruitment timeline. 

Position Profile – The Position Profile is a key tool in the recruitment process.  It serves as a 
marketing device, enabling the City to showcase the community, the organization, and the 
attractiveness of this job as a positive career opportunity.  It goes beyond the job description in 
defining specific projects and priorities which the new city administrator will be working on.  It 
also focuses on specific qualities and characteristics which the City is seeking in a new city 
administrator.  This information is designed to convey a sense of professionalism to candidates, 
and it should help finalists to better prepare for their interviews.   

A draft Position Profile accompanies this memo.  Council’s comment and input is requested.  It 
is important that the Position Profile reflect what both the Mayor and Council are looking for in 
a city administrator. 

Recruitment Timeline – Executive recruitment always seems to consume more time than is 
desired, however, it’s important to do it right, and the various steps each consume necessary 
blocks of time.  The following suggested timeline represents a best case scenario in terms of 
timeline: 

January 17 City Council Meeting Approve Job Description, Salary Range, advertise in 
appropriate locations with February 29 deadline 



February 7 City Council Meeting Approve Position Profile and Approve Recruitment 
Timeline 

February 29 Application deadline 

March 6 City Council Meeting Report to Council (executive session) on proposed 
top 12 short list 

March 6 – March 20 Conduct preliminary interviews with 12 shortlisted 
candidates 

March 20 City Council Meeting Agreement by Mayor and Council on top 5 or 6 
interview finalists; review parameters for 
employment contract negotiations (executive 
session) 

April 3 City Council Meeting (canceled)  

April 14 Earliest date when final interviews could be 
scheduled 

April 17 Target date for acceptance of letter of offer by 
selected candidate 

April 17 City Council Meeting Formal approval of employment contract 

May 14 Projected start date for new city administrator 

Requested Actions 

I am asking that the Council provide guidance and direction on the following items: 

1. Conceptual approval of the overall process 
2. Approval of the tentative timetable 
3. Approval of the Position Profile, so that it can be used in marketing the position 

 

 

 

 



City Administrator Recruitment Process – Anticipated Steps 

Process Summary: 

A. Evaluate the position/define emphasis and need/identify “the preferred candidate” 
B. Marketing and advertisement 
C. Devise and prepare the interview process 
D. Review applications/prescreen and shortlist to top 12 
E. Reduce the shortlist to group of interview finalists (top 5 or 6) 
F. Contact references/conduct background checks/verify resumes 
G. Conduct interviews/select preferred candidate and top 1 and 2 backups 
H. Negotiate and execute the contract 

 

Specific Steps: 

1. City Council approval of job description and salary 
2. Mayor/City Council approval of recruitment process and timeline 
3. Update City Website with job notice 
4. Broaden advertising to include Idaho and Oregon job nets and Splash 
5. Coordinate with Mayor/Council on application deadline 
6. Prepare Position Profile – job priorities/what we are looking for/description of the 

community (selling ourselves to the candidates) 
7. Approval of Position Profile by Mayor/Council 
8. Receive/preliminary review of applications for completeness 
9. Preliminary sort of applications to develop short list (top 12 or so) – review with 

Council/Mayor in executive session 
10.  Develop preliminary interview questions 
11. Conduct preliminary phone screening of short list candidates – determine reasons for 

applying, degree of motivation, adequacy of salary, etc. 
12. Prepare proposed list of interview finalists (5 or 6) 
13. Review list of proposed finalists with Council/Mayor in executive session 
14. Schedule dates for final interviews 
15. Determine interview panel process and makeup 
16. Select and verify interview panelists 
17. Verify with Mayor/Council issues related to cost of travel for finalists (mileage, rooms, 

meals, etc.?) 
18. Handle logistics for interview – location, rooms, snacks, meals, etc. 
19. Develop schedule/program for the interview process 
20. Coordinate logistics for candidate travel, housing during interview process 



21. Prepare interview questions for various interview panels 
22. Prepare list of questions to ask when calling candidate references 
23. Conduct reference call interviews for finalist references (at least 3 

references/candidate) – prepare written reports 
24. Conduct background checks on all candidates including criminal as well as resume’ 

verification of employment and education 
25. Do internet search and newspaper search on all candidates 
26. Coordinate with Council on contract negotiation parameters 
27. Arrange facilitators for the respective interview panels 
28. Provide briefings for  all interview panel participants 
29. Conduct final interviews 
30. Identify Mayor’s top 2 or 3 candidates, with Council and interview panel input taken into 

consideration 
31. Contact preferred  candidate and negotiate for commitment to the position and terms 

of employment contract 









The City of L iberty Lake was 

incorporated in 2001 and currently 
encompasses an area of 6+ square 

miles.  The City is a Code City organized 
as a Strong Mayor form of government 

with an elected Mayor and seven 
member City Council.   

  
Liberty Lake’s total 2012 budget is $7.15 

million and the City has a current staff of 
27 FTEs and 15 Part-Time / Seasonal 

Employees. 
 

City departments include:  

 Finance and Administrative Services 

 Community Development (Planning & 

Building Services, Parks & Recreation, 

Public Works) 

 Liberty Lake Municipal Library 

 Liberty Lake Police Department 

 
 

 

Water and sewer service is provided by 

the Liberty Lake Sewer & Water District, 
Consolidated Irrigation, and Spokane 

County   Utilities. Fire service is provided 
by Spokane County FD #1 (Valley Fire) 

and City Attorney legal services are 
contracted. 



TTHEHE  PPOSITIONOSITION        

The City Administrator is appointed by 

the Mayor and confirmed by the City 
Council.  Under authority delegated by 

the Mayor, the City Administrator serves 
as the City’s executive officer, 

overseeing day to day operations.  The 
City Administrator coordinates and 

directs the activities of the various City 
d e p a r t m e n t s ,  c o n d u c t s  l a b o r 

negotiations, and is responsible for 
preparation and submission of the 

annual budget.  The City Administrator 
represents the City at various 

community meetings and events, and 

interacts with management professionals 
from agencies at the local, regional and 

state level.    

 

 

This position has been vacant for the 
past 5 years, and is now being 

reestablished.  The City has contracted 
for Interim City Administrator services, 

to clarify the position and assist with 
transition to a permanent, full time City 

Administrator.  The Interim City 
Administrator will not be a candidate for 

this position. 

 

 

 

LIFT / TIF Project: 

The City of Liberty Lake was identified 
as the location for one of three 

demonstration projects with the 
enactment of Engrossed Second 

Substitute House Bill (E2SHB) in 2006, 
a.k.a. Local Infrastructure Finance Tool 

(LIFT). The legislature’s primary 
objective was to assist with economic 

development and encourage private 
development. The project, Spokane 

County R iver  Distr ic t  Revenue 
Development Area (RDA), will be the 

site of up to $72 million in various public 
improvements over the next 20 years. 

The original River District RDA feasibility 

and impact analysis supports the City’s 
adopted Comprehensive Plan. In 

addition, the River District RDA will spur 
private capital investment and business 

opportunities, giving commerce every 
opportunity to thrive. 

This unique opportunity positions the 
City of Liberty Lake to also offer a broad 

range of housing opportunities, including 
low-income and workforce housing that 

will enrich the diversity of the 
community and further its position as 

Spokane County’s “Premier” Address.  

CCHALLENGESHALLENGES  FFACINGACING  THETHE  NNEWEW  CCITYITY  AADMINISTRATORDMINISTRATOR 



Civic Center Phase I Project: 

In 2004 the City purchased 6.4 acres,  
strategically located in the heart of the 

community.  This land is intended to 
serve as the location for Liberty Lake’s 

Civic Center.  In 2005 the City installed 
utility infrastructure for this property.  

The City plans to continue with site 
improvements this year, including the 

construction of the parking lot, 
landscaping and lighting.  These 

enhancements will be extensively used 
by the community’s highly successful 

Farmers Market. 

Revised Budget Process: 

The City’s annual budget process is in 

need of overhaul.  The City has recently 
hired a new Finance Director, and the 

City Administrator will be working 
closely with him in enhancing the City’s 

budget process.  The City Administrator 
will work closely with Mayor and Council 

in clarifying the City’s short and long 
term goals, and then apply those goals 

to the City’s financial capabilities.  A new 
budget preparation process is needed, to 

assure that the Council has adequate 
time to provide input and review budget 

options well in advance of the budget 
adoption deadline. 

Salary Structure Revision: 

The Interim City Administrator has 
identified problems and issues involving 

the City’s current salary structure.  
Preliminary recommendations have been 

prepared, however, the new City 
Administrator will need to follow up on 

these recommendations, and finalize a 
plan for revising the City’s compensation 

system. 

 

 

 

 

Economic Development Strategy: 

Liberty Lake is fortunate to be located 
strategically on the I-90 corridor, 

adjacent to a major regional economic 
center.  The City has extensive tracts of 

vacant land, planned and zoned for 
commercial and l ight industr ial 

development. The City needs to 
formulate a strategic plan to help assure 

that development of these lands takes 
place in a planned, coordinated fashion 

which optimizes benefits to current and 
future residents and property owners. 

Identify and Evaluate Opportunities 
for Regional Cooperation and 

Service Delivery: 

At a time of limited revenues and 
expectations for continued delivery of 

governmental services, it’s critical that 
the City continually search for new 

efficiencies in how services are provided.  
The City Administrator will be expected 

to  establ ish exce l lent  work ing 
re lat ionships with management 

p r o f e s s i o n a l s  i n  n e i g h b o r i n g 
jurisdictions, and exercise initiative and 

creativity in identifying opportunities to 
cooperate on a regional basis.  Examples 

of areas where regional cooperation 
might produce efficiencies and cost 

savings could include solid waste, animal 

control, planning and building services, 
parks and recreation, policing, and 

library. 

Park and Recreation Facility 

Development: 

Liberty Lake values its extensive parks, 

trails and golf course facilities.  
However, the City’s park and recreation 

facilities are incomplete.  Such facilities 
as an aquatic center and developed 

ballfields are presently lacking.  The City 
Administrator will be expected to take a 

leadership role in evaluating these needs 
and pursuing opportunities for new park 

and recreation facility development. 



IIDEALDEAL  CCANDIDATEANDIDATE  PPROFILEROFILE    

The successful candidate will be an 

experienced administrator and leader 
who understands all aspects of municipal 

government,  and who has an 
appreciation of the challenges facing 

cities today.  He or she will be an 
innovative problem solver with a forward 

approach to community development.  
The new City Administrator will have a 

proven track record of conservative 
budget and financial management.  He 

or she should be honest, hard working 
and approachable by citizens, employees 

and Council, and should be able to 

establish an atmosphere of trust, mutual 
respect, and cooperation. 

 

 

 

 

 

 

The new City Administrator will have 
excellent skills in working with the 

Mayor to identify, coordinate,  clarify, 
and communicate policies, programs, 

and priorities.  He or she will 
demonstrate proficiency in working with 

City Council members, both individually 

and as a group, in assisting the Council 
to reach consensus in their role as policy 

decision makers. 

 

 

 

 

 

This person will be able to organize and 
express ideas through excellent oral and 
written communication to such groups 

as the City Council, community groups, 
boards and committees, county and 

regional forums, and the media.  The 
preferred candidate will be politically 

astute and will lead by example in 
establishing a work ethic of integrity and 

respect. 

 

 

 

 

 

The successful candidate will have 

excellent organizational development 
skills, will delegate appropriately, and be 

able to create a strong team 
environment.  He or she will have a 

proven ability to implement policies and 
provide excellent customer service. 

The new City Administrator will be a 
good listener, who can work with 

personnel throughout the City, providing 

policies and procedures as guidelines for 
all departments.  The ideal candidate will 

possess an appropriate sense of humor, 
and will bring a flexible “can-do” attitude 

to the position. 

 

 

 



EEXPERIENCEXPERIENCE  ANDAND  EEDUCATIONDUCATION  

This position requires a bachelor’s 

degree from an accredited college or 
university in public administration or a 

closely related field.  A Master’s degree 
in Public Administration or business 

management is preferred.  Competitive 
candidates should have at least five to 

seven years of senior public sector 
management experience, such as city 

manager/administrator ,  deputy/
assistant or department director, in a 

city, county, or other applicable public 
sector agency of similar or greater 

complexity and size.  Any combination of 

experience and education which 
provides the applicant with the required 

level of knowledge and abilities may be  

considered.  Specific experience and 

familiarity in the areas of public works, 
economic development and capital 

facilities development will be preferred. 

 

 

 

 

 

 $95,000—$125,000 DOQ 

 Medical, dental & vision—90% paid for 

employee and dependents 

 Vacation (credit given for up to five 

years previous municipal experience) 

 12 days of sick leave per year 

 10 holidays per year 

 Combination of Washington PERS 

retirement and ICMA 401a program 

 Social Security replacement program 

 Life insurance 

 AD&D insurance 

 Long term disability insurance 

CCOMPENSATIONOMPENSATION  ANDAND  BBENEFITSENEFITS 



TTHEHE  CCITYITY  OFOF  LLIBERTYIBERTY  LLAKEAKE  

“S“SPOKANEPOKANE  CCOUNTYOUNTY’’SS    

PPREMIERREMIER  AADDRESSDDRESS””  

A great place to ...A great place to ... 

LIVELIVE 
WORKWORK 

& PLAY& PLAY 

FFOROR  MOREMORE  INFORMATIONINFORMATION  ABOUTABOUT  THETHE  

CCITYITY  OFOF  LLIBERTYIBERTY  LLAKEAKE, , PLEASEPLEASE  VISITVISIT  

WWWWWW..LIBERTYLAKEWALIBERTYLAKEWA..GOVGOV  
  

The City of Liberty Lake is an Equal Opportunity Employer. The City of Liberty Lake is an Equal Opportunity Employer.   

All qualified candidates are strongly encouraged to apply by All qualified candidates are strongly encouraged to apply by   

February 29, 2012 February 29, 2012 (first review, open until filled). (first review, open until filled).   

  

To apply, please send a cover letter, resume, completed application, and answers To apply, please send a cover letter, resume, completed application, and answers 

to the supplemental questions to the City of Liberty Lake via email at to the supplemental questions to the City of Liberty Lake via email at 

mcecka@libertylakewa.govmcecka@libertylakewa.gov  or by mail to or by mail to   

Liberty Lake City HallLiberty Lake City Hall  

Attn: Mike CeckaAttn: Mike Cecka  

22710 E. Country Vista Dr.22710 E. Country Vista Dr.  

Liberty Lake, WA 99019Liberty Lake, WA 99019  

  

The application form and the supplemental questions can be found at http://The application form and the supplemental questions can be found at http://

www.libertylakewa.gov/careers/www.libertylakewa.gov/careers/  







Presenter
Presentation Notes
In 2011 initially only one car was budgeted for until additional funds were distributed to departments during the budget process resulting in getting a second car. (first purchase instead of lease)



Presenter
Presentation Notes
By the end of 2012 replaced vehicles will have approximately 130,000 / 120,000 / 95,000 miles



Presenter
Presentation Notes
Additional car would be requested in 2013 if FTE is added.









Presenter
Presentation Notes
RFP includes options of the three year municipal lease and the purchase
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