
Date June 1991

To Metro Charter Conunittee

From Betsy Bergsteij

Regarding Status Report Job Announcement for Committee
Administrator

The job announcement for the Committee Administrator attached is
being circulated broadly as the Committee requested It has been sent
to over one hundred locations including seventyfive off the Metro
Personnel Department list all three Oregon law schools Reed CollegeSchools of Urban and Public Affairs and Public Administration at
Portland State University and Lewis and Clark the University of
Washington and the Bureau of Government Research at the University of
Oregon in Eugene It has been sent to three separate locations at the
Oregon Legislature plus the League of Oregon Cities and the
Association of Oregon Counties cover memo with job announcement
was sent to individuals who had submitted resumes instructing them to
resubmit according to the directions on the job announcements

An ad ran in the June 1991 Sunday Oregonian attached and is
scheduled to run again Sunday June 1991 The same ad will run in
the Portland Observer Wednesday June and Wednesday June 12 1991

The closing date is June 17 1991 Applicants were asked to submit
letter indicating their interest in the position resume and three
references to Post Office Box 9236 This box has been rented for the
Committee at the University Post Office have two keys



Administers the budget of the Committee at the direction of
the Committee

Answers questions from the media and public within guidelines
of the Committee defining when responses should be made by the
Administrator or instead by the Committee

Establishes and maintains library of needed reference
materials for the Committee

Provides other services as required by the Chairperson on
behalf of the Committee or subcommittees

KNOWLEDGE SKILL AND ABILITY

Knowledge of local and regional government structures and
programs including functions programs policies and
procedures Knowledge of public meeting requirements

Ability to collect information and analyze it effectively
develop and maintain effective working relationships with
Committee members staff and others work independently with
selfinitiative and exercise discretion and good judgment

Skills in communicating effectively both orally and in

writing Good interpersonal skills

EXPERIENCE AND TRAINING
Graduation from an accredited university or college with
degree in political science public administration or related
field or equivalent training and education Experience with
public processes including state or local government

APPLICATION PROCESS/DATES
This position remains open until June 17 1991 Please submit
letter indicating your interest in the position resume and
three references to P.O Box 9236 Portland Oregon 97207
postmarked no later than June 17 1991

Questions may be directed to 220-1540



Job Announcement

Charter Committee Administrator

RECRUITING FOR Committee Administrator

APPLICATION DEADLINE June 17 1991

SALARY RANGE $3000 $4000/month

DURATION 12 18 months

NOTE This position is employed by the Metro Charter Committee and
shall serve at the pleasure of the Committee The Metro Charter
Committee is an indépeñdent citizen committee established by
legislation enacted by the 1991 session of the Oregon State
Legislature The Charter Committee is empowered to prepare
proposed charter for the Metropolitan Service District and to place
the charter on the ballot for vote by residents of the
Metropolitan Service pistrict at either statewide primary or
general election Members of this committee have been appointed by
the three counties and twentyfour cities within the boundaries of
the Metropolitan Service District the Metro Council Executive
Officer President of the Senate and Speaker of the House

GENERAL STATEMENT OF DUTIES
This position assists the Metro Charter Committee in the planning
scheduling and execution of work program which will lead to
proposed charter for the Metropolitan Service District

PRINCIPAL DUTIES
Drafts work plans at the direction of the Committee

Provides or supervises basic research and other information
gathering for the Committee

Assures that notice of all meetings of the Committee and any
subcommittee is given as required by law assures that all
needed materials are prepared for meetings and arranges for
the appearance Of witnesses as requested by the Committee or

subcommittee

Oversees preparation of all Committee documents

Assures all appropriate records are kept on behalf of the
Committee
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COMMITTEE ADMINISTRATOR
$3000 $4000 per month

The Metro Charter Committee is recruiting for Committee
Administrator to assist in the planning scheduling and execution
of work program which will lead to proposed charter for the
Metropolitan Service District Applicant must have 1knowledge
of local and regional government including functions programs
policies and procedures 2a knowledge of public meeting
requirements ability to collect information and analyze it

effectively develop and maintain effective working relationship
with Committee members and others work independently with self
initiative exercise discretion and good judgment 3good
communication oral and written and interpersonal skills
Experience and training Graduation from an accredited university
or college with degree in political science public
administration or related field or equivalent training or
education Please submit letter indicating your interest in this
position resume and three references to P.O Box 9236 Portland
Oregon 97207 postmarked no later than June 17 1991 The duration
of this position will be from 12-18 months with salary of $3000
to $4000 per month Please note that this position is employed by
the Metro Charter Committee and shall serve at the pleasure of the
Committee The Metro Charter Committee an independent citizen
committee established by legislation enacted by the 1991 session of
the Oregon State Legislature is empowered to prepare proposed
charter for the Metropolitan Service District and to place the
charter on the ballot for vote by residents of the M.S.D at
either statewide primary or general election Questions may be
directed to 220-1540


