city of NOTICE OF SPECIAL MEETING

E:l B borﬂeSVi"e BARTLESVI(I.)LFETCI-IITIéY COUNCIL

CONNECTED/ !

Friday, August 28, 2026

City Hall, Council Chambers 12:00 p.m.
401 S. Johnstone Avenue

Bartlesville, OK 74003 James S. Curd, Jr., Mayor

918-338-4282

AGENDA
1. Call to order the business meeting of the Bartlesville City Council by Mayor Curd.

2, Roll Call and Establishment of a Quorum.

3. Invocation.

4. Public Comments on Agenda Items.

5. Review, discuss and take possible action on the City Manager Job description.

Presented by Laura Sanders, Interim City Manager.

6. Discuss and take possible action on the internal posting for the position of City
Manager. Presented by Mayor Curd.

7. Interim City Manager and Staff Reports.
8. City Council Comments and Inquiries.
9. Adjournment.

The Notice and Agenda was received and filed in the Office of the City Clerk at 9:00 a.m. and
posted in prominent public view at City Hall at 10:30 a.m. on Wednesday, August 26, 2026.

_Jason Muninger /s / Candieo L Pstlins

Jason Muninger, City Clerk/CFO by Candice Pullins, 15t Deputy City Clerk

City of Bartlesville Website: https://www.cityofbartlesville.org/city-government/city-council/meeting-agendas/
Live Streaming: https://www.cityofbartlesville.org/city-government/city-council/public-meeting-calendar/
Cable Viewing on Sparklight: Channel 56

Open Meetings Act Compliance (25 O.S. Sec. 301 et seq.): all discussion items are subject to possible action by the City Council. Official action can only be
taken on items which appear on the agenda. The City Council may adopt, approve, ratify, deny, defer, recommend, amend, strike, or continue any agenda
item. When more information is needed to act on an item, the City Council may refer the matter to the City Manager, Staff or City Attorney, or back to a
committee or other recommending body. Under certain circumstances, items are deferred to a specific later date or stricken from the agenda entirely.
Agenda items requiring a public hearing as required by law will be so noted. The City Council may at their discretion change the order of the business agenda
items. City of Bartlesville encourages participation from all its citizens. If participation at any public meeting is not possible due to a disability, notification to
the City Clerk at least one working day prior to the scheduled meeting is encouraged to make the necessary accommodations. The City may waive this rule
if signing is not the necessary accommodation.


https://www.cityofbartlesville.org/city-government/city-council/meeting-agendas/
https://www.cityofbartlesville.org/city-government/city-council/public-meeting-calendar/
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SUBJECT, ATTACHMENTS, AND BACKGROUND
Review, discuss and take possible action on the City Manager Job description.

Attachments:
City Manager Job Description

STAFF COMMENTS AND ANALYSIS

Following the Council's discussion at its August 3, 2026 City Council Meeting regarding the City
Manager position, staff prepared a draft job description for Council's review. The draft was
circulated to all Council members, and feedback and suggested revisions were received from
each councilmember.

The proposed job description was developed using the responsibilities and authority established
in the City's Charter as the foundation. In addition, comparable City Manager job descriptions
and qualifications used by other municipalities were reviewed to help establish appropriate
education, experience, leadership, and management expectations for the position.

Some of the highlights of the job description responsibilities include:

Oversees all City departments, operations, programs, services, and personnel.

Implements the City Charter, ordinances, resolutions, policies, and Council directives.

Advises the City Council on operations, finances, policies, priorities, and future needs.

Prepares and administers the City's annual operating and capital budgets.

Appoints, supervises, evaluates, and, when necessary, removes administrative officers

and employees as authorized by the Charter and applicable law.

e Oversees municipal service delivery, performance, compliance, risk management, and
safety.

e Builds effective relationships with Council, employees, residents, businesses,
community organizations, and governmental partners.

e Provides required reports, recommendations, and accountability to the City Council and

performs other duties established by the Charter, ordinance, or applicable law.

Position Requirements:

e Requires a bachelor's degree in a field appropriate to the position, 10 years of
progressively responsible public-sector experience, and at least 5 years of management
experience.

¢ Requires residency within 10 miles of the City limits and compliance with the ICMA
Code of Ethics and professional standards.



III. BUDGET IMPACT
There is no direct budget impact.
IV. RECOMMENDED ACTION

Staff recommends approval of this action.



City of Bartlesville
City Manager
Job Description

Classification: Contract Employee
Department: Administration
Reports To: City Council
Location: City Hall

Date Prepared: August 13, 2026
Date Revised: August 25, 2026

Safety Sensitive: No

GENERAL DESCRIPTION OF POSITION

Under the direction of the City Council, the City Manager serves as the Chief Administrative Officer of
the City and head of the administrative branch of City government. The City Manager is responsible for
the overall administration, operation, and management of the City's municipal government and for
ensuring that the policies, ordinances, resolutions, and directives adopted by the City Council are
effectively and lawfully implemented. The City Manager provides executive leadership to all City
departments and personnel; develops and administers the City's annual operating and capital budgets;
oversees the City's financial and administrative operations; advises the City Council regarding the
City's financial condition, operational needs, opportunities, and long-term priorities; and serves as the
primary administrative liaison between the City Council, City employees, residents, businesses,
community organizations, and other governmental and regional partners. The City Manager shall
perform all duties and exercise all authority provided by the City Charter, applicable ordinances,
resolutions, state and federal law, and other lawful directives of the City Council.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Serve as the Chief Administrative Officer of the City and oversee the administration, coordination,
and operation of all City departments, programs, services, and personnel.

2. Implement and administer the City Charter, ordinances, resolutions, policies, and directives
adopted by the City Council and ensure compliance with applicable federal and state laws.

3. Advise and support the City Council by providing timely information, recommendations, and reports
regarding the City's operations, financial condition, policies, programs, challenges, opportunities,
and future needs.

4. Prepare, present, and administer the City's annual operating and capital budgets, while maintaining
sound financial management practices and responsible stewardship of public resources.

5. Appoint, supervise, evaluate, develop, and, when necessary, remove administrative officers and
employees in accordance with the City Charter, City policies, and applicable law.

6. Lead strategic planning and organizational development by establishing priorities, evaluating City
operations, improving efficiency and service delivery, encouraging innovation, and aligning
resources with Council priorities.

7. Direct and oversee municipal services and organizational performance, holding department
directors and executive staff accountable for effective, efficient, and professional service delivery.

8. Build and maintain effective relationships with the City Council, employees, residents, businesses,
community organizations, regional partners, and local, state, and federal agencies to advance the
City's goals and interests.

9. Oversee legal, regulatory, risk management, safety, and compliance matters in coordination with
the City Attorney and appropriate City staff, including contracts, personnel matters, public records,
open meetings, procurement, emergency preparedness, and other applicable requirements.

10. Prepare and submit required reports and recommendations to the City Council and perform other
duties prescribed by the City Charter, ordinance, applicable law, or the City Council.



11. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE

Bachelor's degree from an accredited college or university in public administration, business
administration, political science, finance, management, urban planning, or another related field
appropriate to the responsibilities of the position; plus a minimum of ten (10) years of progressively
responsible professional experience in municipal government, public administration, or a closely
related public-sector environment, including at least five (5) years of progressively responsible
management experience.

Experience as a City Manager, Assistant/Deputy City Manager, Department Director, County
Administrator, Assistant/Deputy County Administrator, or comparable senior public-sector executive is
strongly preferred.

ADDITIONAL MINIMUM REQUIREMENTS

* Must reside within ten (10) miles of the City limits during tenure, as required by the City Charter.

» Demonstrated knowledge of municipal government operations, public administration, budgeting,
personnel administration, and organizational management.

» Demonstrated ability to develop, administer, and monitor operating and capital budgets.

« Demonstrated ability to lead and manage a multi-department municipal organization.

» Demonstrated ability to work effectively with an elected governing body and understand the
distinction between policy development and administrative implementation.

» Demonstrated ability to communicate effectively with elected officials, employees, residents,
businesses, media, and community organizations.

» Demonstrated ability to analyze complex issues, exercise sound judgment, make
recommendations, and implement decisions.

« Demonstrated commitment to ethical conduct, transparency, accountability, and public service.

« The City Manager shall subscribe to and abide by the ICMA Code of Ethics and the professional
standards established by the International City/County Management Association (ICMA) for local
government management.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Driver’s License

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.
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