
BRUNSWICK TOWN COUNCIL 
Workshop Agenda 
February 10, 2014 

To Follow the Special Meeting 
7:00 p.m. 

Morrell Meeting Room 
Curtis Memorial Library 

23 Pleasant Street 
 

Agenda for First Town Manager’s Search 
 
I. Public comments, if any 
 
II. Review proposals for consultants 

 
A) Solicit more? 
 
B) Interview? 
 
C) Choose now? 

 
III. Roles of other groups 
 

A) Citizen involvement 
 
B) Staff involvement 
 
C) School Board/Department involvement 

 
IV. Job description to be used? 
 

A) Related descriptions of town 
1) Budget 
2) Number employees/union/nonunion 
3) Number of departments 
4) Form of government? 

 
B) Compensation package parameters 
 

V. Calendar 



 

 
Memo Regarding 
Summary of 
Process Last Time 
 



Town Manager Hiring Process 
Summary/2009 

 
What follows is a summation of the Town Manager Hiring Process (2009).  This has been 
compiled for historical purposes in the hopes of assisting a future Town Council in the 
hiring of the Town Manager. 
 
The following includes important considerations that should be explored for a future process.  It 
should be noted for the purposes of this record that future State Laws, Ordinances, policies and 
practices in calendar year 2009 will most likely not be the same for a future Manager hire and 
should be highly considered and explored at that future time.     
 
Important Considerations for Hiring Process
 

: 

- State Laws  
- Town Charter/Ordinance 
- Town of Brunswick Personnel Policy 
- Employment Contract (Sample attached) 

o Probationary period vs. not? 
- Internal process or utilize external organization/consultant? 
- Consider potential candidates for process; any internal interest? 
- Area considerations at time of process 

 
Hiring Outline
 

: 

- Brunswick Town Council to establish realistic timeline for hire of new Town Manager.   
o Consider realistic timelines and maintain these during process. 
o Consider scheduling process workshops in advance to maintain timeline. 

- Establish Town Council Goals for the Town Manager position 
o Consider the Town Manager job description; are revisions needed?  If so, position 

description to be revised accordingly pursuant to Council outcome.   
o What are the important issues in Brunswick at that time?  What makes Brunswick 

special and unique?  Is a Community profile needed? 
o Town Council to define their ideal hire (i.e. skills, abilities, experience, etc.) 

 Will Department Heads be polled for this as well? 
o Town Council to discuss how much information will be known by the public at 

the various steps of the process.  (I.e. Only release finalist names to the press at 
the point of the final stage).   

- Town Council to decide whether to utilize internal resources for the hiring process, or 
collect RFPs from external organizations/consultants for the process.   

o What are budget considerations for an external organization/consultant? 
o Consider whether there could be internal interest. 
o Should an external organization/consultant be utilized, consider the usage of 

assessments and what role these will take.  Also consider what is available for 
assessment resources and what each specifically measure.  



- Consider participants in the process (where/when).  For instance, will citizen involvement 
take place?  Will employee involvement occur?   

 
o Should either citizens or employees become part of the process, consider the 

usage of a confidentiality agreement for all parties involved, including Town 
Council members. 

o Establish and maintain a clear direction for the involvement of any groups 
(citizen, employees, etc.) and maintain consistency through the process.   

o Utilize consistent interview questions for all interviewing parties to maintain 
consistency for all interview processes. 

- Advertising Job Posting 
o Length of posting (suggested time: one month) 
o For the 2009 hiring process, advertisements included:  Town of Brunswick 

website; TV3; JobsinMe.com; Maine Municipal Association website; MRI  
- Interviews:  How many tiers?  Who and Where?  (Sub-committee/Town Council) 

o Suggest pre-meeting with Town Attorney to discuss liability 
o NOTE: Important to not

- Background checks – at what point will these initiate?   

 utilize e-mail for any candidate discussions or questions 
(Freedom of Information Act) 

o Leading candidate to sign pertinent releases prior to background check initiation. 
o Initial screen (Google/public information) versus in-depth  
o Final candidates to undergo thorough background checks to include any of the 

following:  Driver History, Criminal, Credit, References, etc.   
- Final hire 

o Contract contents 
o Probationary period versus non? 

  
 
 
Rev: 12/2009 
 

 



 

 
Brunswick Town 
Manager’s Job 
Description 
 
 



TOWN MANAGER 
POSITION SPECIFICATION 

 

 
MAJOR AREAS OF RESPONSIBILITY 

Directs town administration and operations in accordance with sound municipal 
management principles, town ordinance, and applicable state and federal laws. 
 
Advises the Town Council on technical issues regarding budget, funding, policy and 
procedural issues.  Ensures that the policies and directives of the Council are enacted in 
an efficient, effective and timely manner. 
 
Assists the Council to develop and formulate long-range objectives and programs and by 
proactive efforts to anticipate and address future needs. 
 
Serves as leader and role model to subordinate Town employees to motivate and integrate 
their needs with the needs of the organization.  Contributes to the effective administration 
of Town government by fostering an attitude among staff that encourages cooperation, 
coordination of efforts, efficient use of resources and a service orientation to the 
citizenry.  Ensures the establishment of programs designed to maintain positive employee 
relations. 
 
Serves as resource of vital information by seeking and receiving relevant data, and 
disseminating it to officials, departments and citizenry as needed. 
 
Responsible for conflict management within the Town administration, by responding to 
problems and opportunities to take action, by planning for constructive change as 
required, and by allocating resources to various uses within the Town. 
 
Directs the formulation and implementation of the Town budget and capital improvement 
programs, by establishing controls, identifying funding sources and directing the 
administration of grants programs that will ensure the financial integrity of the Town. 
 

 
PEER RELATIONSHIPS 

While the Town Manager has no organizational peers, s/he works closely with the Town 
Council; department heads; the Town Attorney; officials of the State of Maine, the Maine 
Municipal Association, Brunswick School Department, Brunswick-Topsham Water 
District and Brunswick Sewer District; as well as officials from neighboring communities 
such as Bath, Topsham and Freeport.  Along with the Council Chairperson and Council 
members, s/he is a representative of the Town with citizen groups, the business 
community, the media, other public agency executives, the Brunswick Naval Air Station 
and Bowdoin College. 
 
The Town Manager represents the Town with various advisory boards and commissions, 
but primarily with the library board, the Military Community Council, the 55+ Center 
Board of 
 
 



 
- 2 - 

 
Trustees, the Industrial Development Commission, civic and professional organizations.  
S/he also serves as principal coordinator for intergovernmental relations. 
 

 
SUPERVISORY RESPONSIBILITY 

The Town Manager directly supervises the Administrative Assistant/Personnel Director, 
Executive Secretary, and department directors of Finance, Codes Enforcement, Planning, 
Welfare, Police, Fire, and Public Works.  S/he shares supervisory responsibilities of the 
Department of Parks and Recreation with the Recreation Commission.  The Town 
Manager also works closely with the Assessor and Town Clerk, who are appointed by 
Council; and the Town Attorney, who is contractually appointed by the Council for 
annual terms. 
 

 
EXPERIENCE DESIRED 

Five to seven years senior level management experience as a town or city manager in a 
progressive, high growth community.  Public sector experience is mandatory with a 
demonstrated background of working with a Council, citizens’ committees and advisory 
boards. 
 
Demonstrated ability to negotiate and develop a team approach to problem solving with 
staff, to develop harmony with a diverse political climate, and to guide groups into 
successful consensus decisions. 
 
The individual will also have experience in taking an active role in community relations, 
and must be willing to devote the time to establish a positive presence for Town 
government with various organizations.  Of particular importance is experience in the 
following areas: 
 

− Financial/budget management 
− Strategic planning 
− Community development 
− Economic development 
− Employee/labor relations 
− Community relations 
− Team building and conflict resolution 

 

 
DESIRED EDUCATION 

A combination of education, formal training and experience which demonstrates an 
ability to perform the duties and responsibilities as outlined in this specification will be 
required.  It is expected the successful candidate will hold a bachelor’s degree in business 
or public administration, and a master’s degree in public administration or public policy. 
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PERSONAL CHARACTERISTICS 

The manager must be capable of assuming the role of technical advisor and administrator, 
while remaining mindful that the council is the policy-setting body.  The individual 
should be sensitive to political realities, but non-partisan in approach.  The new manager 
will have a high energy level, and comfortable performing multifaceted projects in 
conjunction with day-to-day activities.  The manager should have superior interpersonal 
abilities, and be able to get along with diverse personalities by being tactful, mature, and 
flexible. 
 
The successful manager will demonstrate sound judgment and good reasoning abilities, 
excellent communication skills, and a participative management presence combined with 
the flexibility to reach compromise for the benefit of the entire community.  The manager 
will have strong persuasive skills and logic, which are demonstrated in a claim and 
articulate manner.  He/she will be a good listener who encourages and respects the views 
of others, and will maintain the established “open door policy” of the Town offices. 
 
The successful manager will effectively balance the needs of people and processes, and 
will seek to utilize and encourage the talents of staff and subordinates.  The manager 
must demonstrate the person ethics, morals and general conduct so as to be above 
reproach and able to withstand intense public scrutiny appropriately. 
 
 

 
ESSENTIAL FUNCTIONS 

Ability to see well enough to do job requirements. 
 
Ability to read, speak, and write in English. 
 
Ability to hear well enough to do job requirements. 
 
Ability to learn at fast rate. 
 
Strong knowledge of English language and how to communicate using it. 
 
Ability to work independently. 
 
Ability to supervise. 
 
Ability to hear well enough to use phone. 
 
Ability to handle mentally and emotionally disruptive or disquieting influences. 
 
Ability to arrange or deal with tasks in order of importance. 

 
Town Manager June 1990 



 

Other 
Communities 
Town Manager’s 
Job Description 
 




















































