
If you have questions about Maupin’s City Council meetings, please contact the City Recorder. CITYOFMAUPIN.ORG 

WORK SESSION & SPECIAL MEETING 
City Council 
Wednesday, May 17, 2023 
Maupin Civic Center (507 Grant Ave.) and virtually on Zoom: 
https://us02web.zoom.us/j/84802522147?pwd=SlZHSndod2RhY09NRE8xN0JOdjRWZz09 or dial 
1-253-215-8782 (Meeting ID: 848 0252 2147 Passcode: 978965)

__________________________________________________________________________________________________

PLEASE NOTE: With the exception of Public Hearings, the Agenda is subject to last minute changes; times are approximate – please 
arrive early. Meetings are ADA accessible. For special accommodations please contact the City Recorder in advance at 541-395-2698. 
Las reuniones son ADA accesibles. Por tipo de alojamiento especiales, por favor póngase en contacto con la registrador de la ciudad 
541-395-2698.
__________________________________________________________________________________________________

4:30 p.m. Call to Order / Roll Call of City Council and Staff 

Work Session: Council Rules, Job Descriptions, Contract, and Municipal Code 

6:30 p.m. Special Meeting 

Executive Session: ORS 192.660(2)(i) - To review and evaluate the employment related 
performance of the chief executive officer of any public body, a public officer, employee, or staff 
member who does not request an open hearing.

7:30 p.m. Adjourn 

https://us02web.zoom.us/j/84802522147?pwd=SlZHSndod2RhY09NRE8xN0JOdjRWZz09


If you have questions about Maupin’s City Council meetings, please contact the City Recorder. CITYOFMAUPIN.ORG 

WORK SESSION 

__________________________________________________________________________________________________ 

DOCUMENTS 

Draft City Council Rules & Procedures 

Maupin Municipal Code (website link)

City Manager Job Description 

City Manager Contract 

City Recorder Job Description 

https://cityofmaupin.org/wp-content/uploads/2022/03/MMC-full-2021-07-code.pdf






















































                                 CITY OF MAUPIN 

 

Job Description 

19 February 2019 

 

Job Title:  City Manager 

Departments:  Public Works and Administration/Finance 

Reports To:  Mayor / Council 

 

General Statement of Duties 

The City Manager will be responsible for the overall operation of the City of Maupin, to include 

public works, city administration, parks, and library.  The City of Maupin Manager has 

management and oversight responsibilities for all City personnel, programs, buildings, budget, 

planning, safety, and security.  Additionally, the City Manager will develop and nurture a 

working relationship with other area cities, county, state, federal agencies and private 

organizations; and confer with the Mayor and council to discuss issues, problems, projects, 

regarding operations of City government. 

 

Supervision Received 

This position works independently, coordinating with the mayor on a day-to-day basis.  Receives 

supervision, oversight and guidance from the city council.   

 

Supervision Exercised 

This position exercises the full range of supervision over all City departments and personnel. 

The City Manager will also oversee all contractors engaged in work on City facilities and 

projects. 

 

Essential Duties and Responsibilities 

Unless modified by official action of the City Council, duties shall include, but not be limited to, 

the following:   

 

Personnel 

1. Conducts personnel management duties of persons supervised, within guidelines and 

procedures outlined in the City’s personnel rules by the position including: 

1.1. Approval of all overtime accruals and leaves of absences 

1.2. Periodic evaluation(s) of employee’s performance following Best Management 

Practices. 
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1.3. Periodic review of all position descriptions, and making recommendations to Council. 

2. Develops plan to ensure duty coverage in all departments.   

3. Confers with all department heads on programs, procedures and administrative actions to 

improve the effectiveness and efficiency of the City services. 

4. Maintains all employee information and records in a confidential manner.  

5. Identifies training and developmental needs of the staff, locates sources of training that will 

meet those needs. 

6. Manages the hiring of new employees and as well as disciplinary action of current 

employees, within guidelines of the Maupin personnel handbook  

7. Ensures Federal and State employment laws and regulations are posted and complied with. 

8. Manages employee benefit programs. 

 

Projects and Programs 

9. Develops and implements capital improvement plans. Coordinates with city departments and 

agencies as needed. 

10. Oversees management of key projects and contract work. 

11. Identifies and resolves issues related to cost-effectiveness of projects, departments and 

programs.  

 

Budget/Fiscal 

12. Provides oversight of budget development and the Budget Officer.   

13. Obtains estimates, quotes or bids from contractors as required in conformance with 

purchasing practices established by law or policy. 

14. Seeks grant funding and writes grant proposals for city projects and administers grants 

received. 

15. Serves as lead purchasing agent for the City and ensures compliance with state and local 

purchasing rules/regulations. 

 

Buildings and Infrastructure 

16. Inspects, supervises, and assists in the control and use of supplies and equipment used in all 

city facilities. 

17. Oversees all city assets, including maintenance and repair. Oversees maintenance of work 

and insurance records.    

18. Serves as signatory for the City, as designated by City Council.  

 

Policies, Procedures, and Ordinances 

19. Reviews and recommends updates to City policies and procedures, and ensures compliance.  

20. Reviews and recommends updates to City ordinances.  Contacts Code Compliance Officer 

for enforcement. 

21. Monitors State and Federal legislative issues and laws that may impact City policies, 

procedures and ordinances, and ensures compliance.  
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22. Supervises management of all City records and archives. 

23. Provides oversight to franchise and other agreements and makes recommendations to council 

on any changes. 

 

Planning 

24. Attends meetings of the Planning Commission and assists them in making recommendations 

to council. 

25. Works with the City Planner on land use applications, preparing staff reports and making 

recommendations to the Planning Commission.   

26. Determines which zoning issues appear before the Planning Commission/City Council for 

resolution. 

27. Maintains a thorough and up to date knowledge of pertinent legislative actions and Federal, 

State, and County laws governing municipal land use planning.  

28. Supports Mayor, Council, and Planning Commission in Strategic Planning for the future of 

the city. 

 

Public Meetings 

29. Attends meetings of the governing body and committees as requested.  

30. Reports to council monthly on areas of oversight. 

31. May attend public entity meetings as a representative of the municipal government. 

 

Safety and Security 

32. Works with all employees to ensure compliance with all applicable safety standards and 

policies. 

33. Coordinates, as needed, with local Fire Department, Ambulance Service, Wasco County 

Sheriff’s Department, Wasco County Emergency Planner, or others to ensure the safety of 

our citizens in the event of a disaster or public emergency. 

34. Administers and implements technology and security policies and procedures to protect 

City’s sensitive material, equipment, buildings, and grounds. 

35. Serves as the City’s Risk Management Coordinator. 

 

Other 

36. Performs other work as directed by the city council. 

37. Is subject through City and State requirements to be on call 24 hours/7 days a week. 

 

Education and Experience Requirements 

1. A Bachelor’s Degree in related field, such as Business Administration, Public 

Administration, or Civil Engineering 

AND 

2. Three or more years’ public-sector experience including; 

2.1. Budget and Personnel management.  
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OR  

3. Any satisfactory equivalent combination of education and experience which ensures the 

ability to perform the essential functions of the position. 

 

Certification and Licenses Required 

1. Valid Oregon Driver’s License – or obtainable within 6-months of hire 

2. Basic First Aid and CPR certification – or obtainable within 6-months of hire 

3. Must be bondable. 

 

Note:  All required licenses and certifications must remain in force during the term of the 

employment. 

 

Knowledge, Skills and Experience 

1. Requires excellent written and oral communication skills. 

2. Understanding of the principles and procedures of water, wastewater and street  

maintenance practices. 

3. Safety training and risk management skills to assure that all work is performed pursuant 

to workplace safety rules and regulations. 

4. Experience working within Federal or State laws regarding budgets, purchasing, and  

      personnel management. 

 

Residency Requirement:  Must live within 30 minutes of City Hall in Maupin. 

 

Working Conditions: 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. 

 

Most duties are performed under usual office working conditions.  Up to 15% of the work period 

may be conducted in field working conditions, involving construction or inspection, and may 

expose incumbent to all types of weather conditions, dirt, oil, chemicals and noise.  Employee 

will wear proper protective equipment in compliance with city policy and OSHA standards, 

which may include hearing/eye protective devices, protective footwear and/or reflective vest.  

Work schedule may include evening hours, weekends, and holidays.   

 

Physical Demands of Position: The physical demands listed below represent those that must be met 

by an incumbent to successfully perform the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with qualified disabilities to perform the essential functions.  

 

While performing the duties of this position, the employee is frequently required to stand, walk, 

reach, bend, kneel, stoop, twist, crouch, climb, balance, see, talk, hear, and manipulate objects. 

The position requires mobility including the ability to frequently lift or move materials up to 40 
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pounds and rarely lift or move materials over 40 pounds.  Manual dexterity and coordination are 

required for over half of the daily work period which is spent while operating office equipment 

such as computers, keyboards, telephones, and other standard office equipment.   This position 

requires both verbal and written communication abilities. 

 

Employees are required to follow pre-employment physical, drug screening, and 

background check per City Employee Handbook policies and procedures, and in 

accordance with state, local, and federal law, both prior to and during employment with 

the City of Maupin. 

 

This description covers the most significant essential and auxiliary duties performed by the position for 

illustration purposes, but does not include other occasional work, which may be similar, related to, or a 

logical assignment for the position.  This job description does NOT constitute an employment agreement 

between the employer and employee, and is subject to change by the employer as the organizational 

needs and requirements of the job change. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted 02.20.2018 

Updated 02.19.2019 



CITY OF MAUPIN
CITY MANAGER EMPLOYMENT AGREEMENT

1. PARTIES.  THIS AGREEMENT is made and entered into this 11th day of March, 2020,
by and between the City of Maupin, Wasco County, State of Oregon, an Oregon
municipal corporation, thereinafter referred to as “City” and Kevin Lewis, hereinafter
referred to as “City Manager,” both of whom agree and understand as follows:

2. RECITALS: This agreement is based on and motivated by the following recitals:

a. City previously advertised for and invited application by qualified applicants for a
City issued “Job Description” with a job title of “City Manager.”  Such “Job
Description” is attached hereto and by this reference is incorporated herein, as if
fully set out in all of its particulars. 

b. After interview and background check City desires to employ the services of
Kevin Lewis as the City Manager for the City of Maupin.

c. After discussion of the employment, the parties desire to set out an agreement 
providing agreed conditions of employment and to set working conditions for City
Manager.

d. It is the desire of City to provide a fair compensation and benefits package that is
mutually understood, which is designed to foster the loyalty, professionalism and
dedication that City needs and City Manager is able to provide;

e. City Manager wishes to provide the services that are necessary to maximize the
potential of City and foster cohesive future actions of City and its residents.

f. The parties wish to provide a just means for terminating City Manager services at
such time as he may be unable or unwilling to discharge his duties or when City
may desire to terminate City Manager’s employment.

g. Kevin Lewis desires to be employed as City Manager of City of Maupin, Wasco
County, Oregon;

NOW, THEREFORE, based on the foregoing recitals which form party of the consideration for
this agreement and further in consideration of the mutual covenants contained herein, City and
City Manager agree as follows:

3. DUTIES:
a. City hereby employs Kevin Lewis as City Manager of the City of Maupin, Wasco

County, Oregon, to perform the functions and duties as specified in the “Job
Description” , and as provided herein and as may be further required by state and
federal law and such other incident and legally permissible and proper duties and
functions as City shall, from time to time, assign. City Manager may not assign or
transfer to any other person, firm, or corporation, any of his obligations under this
Agreement, without the prior written consent of City.
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4. TERM:

a. The initial term of this Agreement shall begin on the March 11, 2020 and shall
terminate on March 1, 2022, subject to automatic renewal, as provided below.

b. The Agreement shall be automatically renewed for a period of two years ending
on the first day of March of each even-numbered year, unless one party notifies
the other, in writing, at least 30 days prior to the expiration of any period, of its
desire not to extend the Agreement. If notice is given that the contract is not going
to be renewed at least 30 days prior to the end of the agreement, the provisions of
this agreement, regarding severance pay are not applicable.

c. Nothing in this Agreement shall prevent, limit, or otherwise interfere with the
right of City to terminate the services of City Manager at any time, subject only to
the provisions set forth in Paragraph 5 of this Agreement.

d. Nothing in this Agreement shall prevent, limit, or otherwise interfere with the
right of City Manager to resign at any time from City Manager’s position with
City, subject only to the provisions set forth in Paragraph 5 of this Agreement.

5. DISCIPLINE AND TERMINATION:

a. TERMINATION WITHOUT CAUSE BY CITY:   City may, without cause,
terminate this Agreement and City Manager, at the pleasure of Council.  In such
event, City Manager shall be paid on the date of termination, a lump sum cash
equivalent to THREE (3) MONTHS salary, less all amounts required to be
withheld and deducted. In addition, City Manager shall be entitled to
compensation for all earned but unused vacation, subject to this Agreement and a
lump sum equivalent to health insurance cost to City for the term of THREE (3)
MONTHS. City Manager acknowledges that this contract provision cannot be
changed or modified by any statement or policy of City which would tend to
indicate that City Manager may not, at any time, be dismissed without cause, or
that City Manager is other than an “at will employee.” Acceptance of severance by
City Manager shall constitute a waiver and release of all claims of City Manager
and any persons legally entitled to assert claims as a result of City Manager’s
dismissal against the City, its mayor, council, employees, volunteers, agents or
representatives, whether known or unknown to City Manager at the time such
severance pay is accepted.

b. TERMINATION WITHOUT CAUSE BY CITY MANAGER.  City Manager may
terminate this Agreement upon 60 days written notice to City. In such event, City
Manager shall continue to render services and shall be paid his regular
compensation up to the date of termination. No benefits as set forth in Paragraph
5.a., above shall apply.

c. DISCIPLINARY ACTION OR TERMINATION FOR CAUSE.  City may
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terminate City Manager for cause as a result of violation of any of City’s policies
or directives, because of illegal action involving personal gain, or crimes of moral
turpitude.  City Manager shall receive notice of any charges against him and
possible sanctions being considered.  City Manager shall also be advised of the
date and time when City will consider charges and possible sanction. He will be
afforded an opportunity to refute the charges, either orally or in writing, before the
Council, and to have representation of his choice at the hearing. Available options
to City other than termination include oral or written reprimand and suspension
with pay.  In the event of termination for cause, no benefits as set forth in
Paragraph 5.a., above shall apply.  In addition to the above, grounds for removal
for cause include:

i. Dereliction of duty.
ii. Dishonesty, intemperance, addiction to drugs or controlled substances,

immoral conduct, insubordination or discourteous treatment of the public
or fellow employees.

iii. Any other willful failure of good conduct tending to injure the public
service.

iv. Neglect of duty and excessive absence. No benefits as set forth in Section
5: A. above shall apply.

6. SALARY.  The parties agree that the City Manager shall be paid salary, as follows:

a. The starting salary shall be $52,000 annual salary effective at the time of
commencement, payable in monthly and other installments at the same time as
other employees of City are paid.

b. The City Manger’s salary will be reviewed by the City and the City Manager, 6
months after the date of commencement and then again at 1 year after the date of
commencement.

c. Thereafter, on the anniversary dates of commencement, City shall conduct an
annual salary review of said City Manager when the City agrees to reassess and
modify the base salary and/or other benefits of City Manager in such amounts and
to such extent as the Council may determine is appropriate and desirable. 

7. PERFORMANCE EVALUATION.  City Council shall formally review and evaluate
the performance of City Manager annually.  Said review and evaluation shall be in
accordance with specific criteria developed by City.  Said criteria may be added to or
deleted from as the City Council may, from time to time, determine.   Further, the Mayor,
at the direction of Council, shall provide City Manager with a written summary statement
of the findings of the Council and provide an adequate opportunity for City Manager to
discuss his evaluation with the Council.  In effectuating the provisions of this section, the
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Council and City Manager mutually agree to abide by the provisions of the applicable
Maupin Charter, ordinances, resolutions, rules and federal and state law.  Nothing in this
provision prohibits the City Council from performing informal reviews and evaluations as
City Council may deem appropriate.

8. EXTENT OF SERVICES.  City Manager shall devote his entire time, attention and
energies to City’s business and performing his duties as City Manager.  The parties agree
that the City Manager must operate in accordance with the policies as set forth by State
and Federal Laws and the City Charter and ordinances of the City of Maupin. During the
term of this Agreement, City Manager shall not be engaged in any business activities
which interfere with his current duties or accept remuneration from other sources, except
as approved by the City. It is expected that City Manager shall devote full time to his
duties. Under no circumstances, save illness and vacation, shall City Manager devote less
than 35 hours per week to the business of acting as the Maupin city manager. City
Manager may regulate his own hours in accordance with instructions of City in
fulfillment of his duties.

9. VACATION AND SICK LEAVE.   City Manager shall accrue vacation and sick leave
at the rate provided for other employees of City with two or more years of service to the
City.  All limits and policies of City that affect other City employees use of vacation and
sick leave shall apply to City Manager.

10. AUTOMOBILE.  The City Manager shall be reimbursed monthly at the current IRS
standard mileage rate for the business use of his personal vehicle for normal duties of the
office outside of 25 miles from City Hall.

11. HEALTH AND LIFE INSURANCE.  City agrees to put into full force and effect,
appropriate insurance coverage as provided other employees of City. 

12. RETIREMENT.  City agrees to pay the Public Employee Retirement System (PERS)
retirement for City Manager, including both City’s and City Manager’s contributions, at
the same rate as that provided to all administrative employees of City.

13. DUES, SUBSCRIPTIONS AND DISCLOSURES.  City hereby agrees to pay the travel
and subsequent expenses of City Manager for professional and official travel, meeting,
and occasions adequate to continue the professional development of City Manager and to
pursue adequately necessary official and other functions of City, including, but not
limited to: the League of Oregon Cities, the Oregon City/County Management
Association, the International City Management Association, and such other state and
local government groups and committees thereof which City Manager serves as a
member. All such activities shall be included for review as part of the City’s budget
process. All out-of-state travel shall be pre-approved by City Council. City Manager will
inform the Council before attending functions outside of Wasco County.  Membership
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and participation on any Board of Directors of any professional organization, or
committees thereof, shall be at the expressed consent of the Council.  City Manager is
required to disclose any outside activities or interests that conflict, or may conflict, with
the best interests of the City.  Prompt disclosure is required if the activity or interest is
related, directly or indirectly, to an activity that City Manager may be involved with on
behalf of City.

14. GENERAL EXPENSES.  City recognizes that certain expenses of a non-personal and
generally job-related nature are incurred by City Manager, and hereby agrees to reimburse
said expenses, upon receipt of duly executed expense or petty cash vouchers, receipts,
statements, or personal affidavits, and in compliance with policies of City.

15. BONDING.  City shall bear the full cost of any fidelity or other bonds required of City
Manager, should the circumstance arise or City determines that such bonding is
advisable.

16. INDEMNIFICATION.  City agrees to defend, hold harmless and indemnify City
Manager from any and all demands, claims, suits, actions and legal proceedings brought
against City Manager in his official capacity as agent and employee of City, to the extent
required pursuant to the Oregon Tort Claims Act, ORS 30.260 to 30.300.

17. OTHER TERMS AND CONDITIONS OF EMPLOYMENT.  The Council, in
consultation with City Manager, shall fix any other such terms and conditions of
employment as it may determine from time to time, relating to the performance of City
Manager, provided such terms and conditions are not inconsistent with, or in conflict
with, the provisions of this Agreement, the City Charter, ordinances, resolutions, federal
or state law.

18. CONFIDENTIALITY.  City Manager recognizes that City has and will have future
plans, business affairs, employment, legal, and litigation matters, and other proprietary
information that are valuable, special and unique assets of City and need to be protected
from improper disclosure. City Manager agrees not to, at any time or in any manner,
either directly or indirectly, use any information for his own benefit, or divulge in any
manner to any third party without the prior written consent of City. City Manager will
protect the information as strictly confidential. A violation of this paragraph shall be a
material violation of this Agreement.  If it appears that City Manager has disclosed (or
has threatened to disclose) information in violation of this Agreement, City shall be
entitled to an injunction to restrain City Manager from disclosing, in whole or in part,
such information, or from providing any services to any party to whom such information
has been disclosed or may be disclosed. City shall not be prohibited by this provision
from pursuing other remedies, including a claim for losses and damages.  The
confidentiality provisions of this Agreement shall remain in full force and effect after the
termination of this Agreement.
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19. NOTICES.  Notices pursuant to this Agreement shall be given by deposit in the custody
of the United States Postal Service, certified mail, postage prepaid, addressed as follows:

City:
City of Maupin
408 Deschutes Ave. 
 PO Box 308 
 Maupin OR 97037

City Manager:
Kevin Lewis
201 5th  Street
PO Box 171

Maupin, Or. 97037

Either party may change such addresses from time to time by providing written notice to
the other in the manner set forth above. Alternatively, notices required pursuant to this
Agreement may be personally served in the same manner as is applicable to civil judicial
practice or alternative method where actual notice is shown. Notice shall be deemed
given as of the date of personal service or as of the date of deposit of such written notice
in the course of transmission in the United States Postal Service.

20. GENERAL PROVISIONS:
a. The text herein and incorporated documents shall constitute the entire Agreement

between the parties and replaces any previous written or oral agreement.
b. This Agreement shall be binding upon and inure to the benefits of the heirs at law

and executors of City Manager.
c. This Agreement shall become effective commencing the 11th day of March, 2020.
d. If any provision or any portion thereof, contained in this Agreement is held

unconstitutional, invalid, or unenforceable, the remainder of this Agreement, or
portion thereof, shall be deemed severable, shall not be affected, and shall remain
in full force and effect.

e. Upon termination of this Agreement, City Manager shall deliver all records, notes,
data, memoranda, models, and equipment of any nature that are in City Manager’s
possession or under his control and that are City’s property or relate to City’s
business.

f. This Agreement may be modified or amended if the amendment is made in
writing and is signed by both parties.

g. The failure of either party to enforce any provision of this Agreement shall not be
construed as a waiver or limitation of that party’s right to subsequently enforce
and compel strict compliance with every provision of this Agreement.

h. Laws of the State of Oregon shall govern this Agreement.
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i. Venue for any action on this agreement shall be Wasco County, Oregon 

IN WITNESS WHEREOF, the City of Maupin has caused this Agreement to be signed and
executed in its behalf by its Mayor and duly attested by its City Recorder, and City Manager has
signed and executed this Agreement, both in duplicate.

Dated this ____ day of March, 2020, as authorized by motion of the City Council of Maupin

passed,  on the ____ day of ___________, 2020.

CITY OF MAUPIN

By:_____________________
LYNN EWING, Mayor

CITY MANAGER

________________________
KEVIN LEWIS

ATTEST:

__________________________________
DeORA PATTON, City Recorder
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                                    City Recorder 

Job Description 

 

 

Job Title:  City Recorder 

Department:  Administration/Finance 

Reports To:  City Manager 

Salary Range:  $19.20 - $23.56 per hour, Full time 40 hours per week Non-exempt 

Benefits: 100% paid family medical insurance, PERS retirement, 10 Paid Holidays 

 

General Statement of Duties 

Clerk to The City Council & Planning Commission: Scheduling, Agendas, Minutes Preparation, 

Parliamentarian, and Elections Officer.  

Chief Financial Officer: Budget Officer, Accounting Manager, Payroll Processor, Insurance 

Coordinator, and Grant Finance Administrator.  

Records Manager: Records Retention and Request Program Manager. 

 

Supervisory  

The City Recorder supervises: Utility Billing Clerk/City Administrative Assistant 

The City Recorder shares supervisory responsibility with City Manager of Park Managers (2)  

  

Essential Duties and Responsibilities 

 

Process monthly payroll for staff of 12  

Administer City employee benefit plans. 

Manage, develop, and document performance of supervised staff 

Partner with City Manager on Human Resource policy administration  

 

Facilitate City-wide communication 

Attend and support all City Council and Planning Commission meetings  

Develop policies and training in support of State Public Meetings Law 

Manage meetings, records, legislative activities according to State & City Law.  

Maintain and safeguard accurate City records: ordinances, resolutions, financial, legal, etc.  

Follow State Election laws as City Election Officer under supervision of Wasco County Clerk.  

Prepare and participate in annual City Council Goal Setting. 

Prepare annual City Budget in accordance with State Budget Law.  



 

 

Oversee the accurate and timely accounting of City-wide transactions: Accounts 

receivable/payable, credit card accounts, cash accounts, debt servicing, investments, capital 

improvement projects, grant projects, inter-governmental contracts, etc. 

Perform month-end closing of accounting records. 

Prepare accounting records for annual external audit. Ensure timely completion of audit.  

Develop, train, and document City Finance processes, policies, strategic plans, and reviews. 

Ensure continuing education of finance best practices and State law for self and supervised staff.  

Prepare financial reports and analyze performance identifying opportunities. 

Co-manage budget with City Manager. 

Serve as backup for all Utility Clerk / City Administrative Assistant Job Duties. 

 

Utilize technology to increase efficiency and effective delivery of City information and services.   

Practice the highest ethical standards as prescribed by City of Maupin Handbook and 

Professional Association Code of Ethics.  

Maintain active membership in professional association(s). Pursue licensure as appropriate.   

 

Required Knowledge, Skills, or Experience 

 

Experience performing Fund Accounting  

Knowledge of Oregon Budget Law 

Knowledge of Oregon Records Law 

Knowledge of Oregon Meeting Law 

Foundational understanding of Municipal Government operations  

Personnel and Team Management Experience  

Highly developed interpersonal skills demonstrated in oral and written communication 

Highly developed organizational and time management skills 

Experience with office productivity tools: software, hardware, troubleshooting, implementation. 

 

Other Requirements 

1. Must possess a valid driver’s license. 

2. Must be able to conduct work physically in The City of Maupin. 

3. Must be bondable. 

4. Must pass pre-employment drug screening and background check.  

 

Levels of Physical Activity and Working Conditions 

Most duties are performed under usual office working conditions which are mostly sedentary and 

long hours in front of a computer. While performing the duties of this position, the employee is 

typically required to move materials weighing up to 10 pounds on a recurring basis and must 

occasionally lift and/or move more than 50 pounds. 



If you have questions about Maupin’s City Council meetings, please contact the City Recorder. CITYOFMAUPIN.ORG 

SPECIAL MEETING 
6:30 p.m. 

__________________________________________________________________________________________________ 

EXECUTIVE SESSION 

ORS 192.660(2)(i) - To review and evaluate the employment related performance of the chief executive officer of any 
public body, a public officer, employee, or staff member who does not request an open hearing.



If you have questions about Maupin’s City Council meetings, please contact the City Recorder. CITYOFMAUPIN.ORG 

ADJOURN 

_________________________________________________________________________________________________

NEXT PLANNING COMMISSION MEETING 

June 13, 2023 at 4:30 p.m. 

SUGGESTED TOPICS FOR NEXT CITY COUNCIL MEETING 

Budget Hearing 

Food Cart Ordinance

Library Donor Wall

NEXT CITY COUNCIL MEETING  

May 31, 2023 at 6:30 p.m. in person and virtual 

MAYOR ADJOURNS THE MEETING 
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