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TO:  Mayor-Elect and Councilors-Elect 

FROM:  Government Transition Advisory Committee 

CC:  Interim City Administrator Michael Jordan 
  Bureau of Human Resources Director Tracy Warren 

DATE:  December 4, 2024 

SUBJECT: City Administrator Recruitment 
 
 
The Government Transition Advisory Committee (GTAC) is made up of volunteers with diverse 
experiences and expertise, appointed by council in March 2023 to serve until March 2025. Our task 
is to ensure effective and efficient implementation of charter reform, to engage the public, and to 
provide strategic, research-informed advice to the City. 

The GTAC recommends a robust, well-designed, timely, community-informed, transparent city 
administrator appointment process.  

Background 

The voter-approved charter amendments give clear direction but do not detail the city administrator 
appointment process. With respect to the appointment, the charter states only the following:  

• The mayor appoints the city administrator, subject to council confirmation, and gives 
direction to the city administrator.  

• The city administrator must be a person of demonstrated administrative ability with 
experience in a responsible, important executive capacity and must be chosen by the 
mayor solely on the basis of executive and administrative qualifications.  

In early 2024, the City created a city administrator job classification. The City contracted with 
Motus Recruiting to develop a recommended recruitment plan. To develop the proposed 
recruitment plan and ideal candidate profile, Motus Recruiting talked to Portlanders from May to 
September 2024. Motus Recruiting synthesized responses from hundreds of Portlanders who 
participated in a survey and shared their work with the GTAC: City Administrator Attributes Survey 
Results Data and City Administrator Listening Sessions Report. 

This fall, after feedback from the GTAC, Motus Recruiting finalized the draft position 
announcement, community-informed recommendations for a city administrator job description 
and recommended recruitment strategy and timeline and then submitted their work product to the 
Bureau of Human Resources.  

  

https://www.portland.gov/bhr/class-comp/documents/city-administrator/download
https://www.portland.gov/transition/documents/city-administrator-attributes-survey-results-data-motus-recruiting/download
https://www.portland.gov/transition/documents/city-administrator-attributes-survey-results-data-motus-recruiting/download
https://www.portland.gov/transition/documents/city-administrator-listening-sessions-report-motus-recruiting/download
https://www.portland.gov/transition/documents/draft-city-administrator-position-announcement-motus/download
https://www.portland.gov/transition/documents/draft-city-administrator-position-announcement-motus/download
https://www.portland.gov/transition/documents/community-informed-recommendations-city-administrator-job-description-motus/download
https://www.portland.gov/transition/documents/city-administrator-recruitment-strategy-and-timeline-motus/download
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Considerations  

A good city administrator recruitment process  

• Recognizes how crucial the hiring of the City’s first city administrator is to the successful 
transition to a new form of government.  

• Sets a standard for all appointments to follow. 

• Provides transparency necessary to guarantee the charter requirement that the mayor must 
chose a city administrator solely based on executive and administrative qualifications and 
lifts up the qualifications so everyone can see them.  

• Embodies community expectations of what it means to have a professional city 
administrator.  

• Aligns with good government values embedded in charter reform.  

• Provides a roadmap for the City during a time of significant transition and elected leader 
onboarding.  

• Serves as an accountability mechanism. 

Recommendations for the new mayor and city council 

• Acknowledge the overarching purpose of the recruitment is to appoint a city administrator 
on the basis of executive and administrative qualifications as directed by the charter.  

• Receive a briefing on the recruitment efforts as soon as possible.   

• Recognize Motus Recruiting’s recommended recruitment plan as a good example to follow 
for the initial appointment.  

• Use Motus Recruiting’s recommended recruitment plan as a model for subsequent city 
administrator appointments.  

• Encourage a recruitment that is nationwide in scope. 

• Ensure the process, at minimum, engages community, such as listening sessions and a 
series of interview panels composed of City and community leaders to vet qualified 
candidates. 

• Consider whether the recommended timeline can be accelerated, and a city administrator 
appointed before June 2025 without sacrificing strategies to engage community.  
 

• Early on, establish and communicate to the public your general support for a formal 
recruitment process and ensure appointment is neither delayed nor pressured to occur 
outside of an open and transparent process. 

 


