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Town of University Park Excerpt from Charter & Code
Charter
Section 302 Qualifications of Mayor and Council Members
The Mayor and Council members shall be at least twenty-five (25) years of age, shall have
resided in the Town at least two years prior to the election, and shall be qualified and registered
voters of the Town. The Mayor must reside continuously in the Town during his term of office.
Each Council member shall reside continuously in his respective ward during his term of office.
Section 303 Compensation of Mayor and Council
The Mayor and Council members shall receive such compensation for their services as they may,
by Ordinance establish; however, the salary or compensation of any person serving as Mayor or
a member of the Common Council may not be increased during his term of office. The Mayor
and Council members may be reimbursed or paid for any expenses incurred by them in the
performance of their official duties on behalf of the Town.
Section 401 Powers and Duties of Mayor
(a) General. The Mayor shall see that the ordinances of the Town are faithfully executed and
shall be the chief executive officer and the head of the administrative branch of the Town
government.
(b) Appointments. The Mayor with the approval of the Common Council, shall appoint the head
of all offices, departments and agencies of the Town government as established by this Charter,
or by Ordinance. All office, department and agency heads shall serve at the pleasure of the
Mayor. The Police Chief shall serve at the pleasure of the Mayor and Common Council. All
subordinate officers and employees of the offices, departments, and agencies of the town
government shall be appointed and removed by the Mayor in accordance with the rules and
regulations which may be adopted by the Common Council. Each officer, holding appointment
on the effective date of this Charter, shall continue to hold office for such term as the Mayor and
Common Council shall designate or until a successor is duly appointed.
(c) Council Meetings. The Mayor shall serve as a non voting presiding officer at all meetings of
the Mayor and Common Council, but may participate in debate or discussion on any matter on
the agenda. In the event of an evenly divided vote on any matter before the Common Council,
the Mayor may cast the deciding vote thereon.
(d) Vetoes. The Mayor shall have the power to veto ordinances, resolutions, rules regulations
and orders passed by the Common Council as provided in Section 311.
(e) Finances. The Mayor and Common Council shall supervise the financial administration of
the Town government in accordance with the provisions of Article VI. The Mayor shall also
supervise the gyration of the budget as adopted by the Common Council to assure that budget
appropriations are not exceeded.

(f) Other. The Mayor shall have such other powers and perform such other duties as may be
prescribed by this Charter or as required by the Common Council through Ordinance or
otherwise, but not inconsistent with this Charter.
Town Code
§ 2-113 Compensation of the Mayor.
[Adopted by Ord. No. 11-O-06; amended 3-7-2016 by Ord. No. 16-O-02]
A. A Mayor elected or appointed to a term commencing in or after May 2012 shall receive as
compensation $15,000 per year, payable as salary on a monthly basis. A Mayor elected or
appointed to a term commencing in or after June 2016 shall receive as compensation $20,000 per
year, payable as salary on a monthly basis.
B. The Mayor may decline the compensation set by this section.

Town of Berwyn Heights
5700 Berwyn Road
Berwyn Heights, MD 20740
Tel. (301) 474-5000
Fax (301) 474-5002

ORDINANCE 115 - PERSONNEL
Section 1.
Declaration of Policy
A.
By virtue of the authority vested in the Town Council of Berwyn Heights by Article 23A of
the Annotated Code of Maryland and Chapter VII of the Berwyn Heights Town Charter,
there is hereby established a Personnel system for the Town of Berwyn Heights.
B.

This Personnel system is established for all present and future employees of Berwyn Heights,
and shall provide the means to recruit, select, develop, advance, and maintain an effective
and responsive work force on the basis of relative ability, knowledge requirements of the
citizens of Berwyn Heights.

C.

All Personnel actions shall be taken without regard to race sex, religion, national origin, or
political affiliation and shall be based on merit and performance.

Section 2.
Scope
A.
All offices and positions of the Town are divided into the exempt services and the career
services. The exempt services shall include the following: All elected officials, persons
employed as consultants rendering temporary professional services; persons employed parttime or on projects of limited duration; volunteer personnel and personnel appointed to serve
without pay.
B.

The career service shall include all other full-time positions in the Town service that are not
specifically placed in the exempt service by this Ordinance.

C.

When this Ordinance becomes effective, all employees holding positions in the career service
shall have career status if they have held their positions for at least three (3) months
immediately preceding the effective date of this Ordinance. All employees who have served
less than three (3) months, or all new employees of the Town except police, shall become
career employees upon successful completion of three (3) months of active duty. The first
three months of service are considered a probationary period. The probationary period may
be extended for cause by the Town Council. The following sections of this Ordinance apply
only to the career service unless otherwise specifically provided.

Section 3.
Administration
A.
The Town Council shall:
1.
Establish qualification standards for all career and exempt service positions which

will retain employees on the basis of adequacy of performance.

B.

C.

2.

Establish equal opportunity methods of recruiting, examining, investigating and
determining the relative qualifications of all applicants and developing appointment
procedures.

3.

Establish probationary and tenure requirements for newly appointed or newly
promoted employees in the career service.

4.

Establish conditions of work such as duty hours, holidays, leave, compensation,
fringe benefits, training and retirement plans.

5.

Establish a position of classification plan for career service positions based on
similarity of duties performed, responsibilities assumed, and tenure, so that the same
pay schedule may be applied equitably to all positions in the same class.

6.

Establish a plan for resolving employee grievances and complaints.

7.

Establish employee disciplinary action procedures which shall provide a means of
presenting such charges, hearing rights, and appeals procedures.

The Town Administrator shall:
1.
Advise the Town Council on the efficient utilization of Human Resources.
2.

Prepare an annual report for the Town Council which includes an evaluation of the
Personnel system and suggested budget requirements for the following fiscal year.

3.

Maintain the position classification plan for career service positions and recommend
revisions to the Town Council.

4.

Establish and maintain an employment record system.

5.

Perform any lawful acts which may be necessary or desirable to carry out the intent
and provisions of this Ordinance, or to execute the policies of the Town Council.

Departmental supervisors shall work in conjunction with the Town Administrator in advising
the Council on the efficient utilization of Human Resources and shall perform any lawful
acts necessary to execute the Personnel policies of the Town Council.

Section 4.
Agreements Authorized
A.
The Town Administrator, with the consent of the Town Council, is authorized and
empowered to enter into reciprocal agreements with any public agency or body for purposes
deemed of benefit to the public personnel system.
Section 5.
Political Activities
A.
No employee in the career service shall hold an elected or appointed office in the exempt
service.

B.

No official or employee of the Town shall solicit any contributions or service for any
political purpose from any employee in the career service.

C.

Nothing herein contained shall affect the right of any employee to hold membership in the
support of political party, to vote as he/she chooses, to express himself publicly or privately
on all political subjects and candidates, to maintain political neutrality, and to actively
participate in political meetings. Such activities must be engaged in as a private citizen and
on the employee's own time.

Section 6.
Unlawful Acts
A.
No person shall make any false statements with regard to any test, certification or
appointment made under any provisions of this Ordinance, or in any manner commit or
attempt to commit any fraud preventing the impartial execution of this Ordinance and
policies.
B.

No person shall, directly or indirectly, give, render, pay, offer, solicit, or accept any money,
service, or other valuable consideration for any appointment under this Ordinance, or furnish
to any person any special privileged information for the purpose of affecting the rights or
prospects of any person with respect to employment in the career service.

Section 7.
Penalties
Violation of any provision of this Ordinance by an exempt or career employee except Town
Councilmembers, may result in disciplinary action on the part of the Town Council up to and
including suspension or dismissal. Town Councilmembers may be disciplined or dismissed only in
accordance with the Berwyn heights Town Charter, Section 305 or 310.
Section 8.
Adoption and Amendments
Personnel policies and procedures shall be adopted or amended by Resolution approved by a
majority of Council members.
Section 9.
Severability
Should any part of this Ordinance be held invalid, the Town Council declares that it would have
adopted all other provisions notwithstanding such illegality of a part, and all remaining parts shall
remain in effect.

Adopted:
Effective:

6/10/1981
6/30/1981

Town of Berwyn Heights Excerpts from Charter
Section 306. Mayor, Mayor Pro Tempore
The Council candidate receiving the highest number of votes in the election shall be the Mayor
of the Town of Berwyn Heights. The candidate with the second highest vote shall be the Mayor
Pro Tempore. In the event of a tie vote, a runoff election shall be held in accordance with Section
506.
Section 306.1. Mayor
The Mayor shall be recognized as head of the Town government. The Mayor shall preside at all
meetings of the Council, shall exercise such other powers and perform such other duties as are
conferred by this Charter or Ordinances, and shall in all other respects be an equal member of the
Council.
Section 306.2. Mayor Pro Tempore
The Mayor Pro Tempore shall assume all or a part of Mayoral duties and responsibilities, as
authorized herein, during the absence of the Mayor. The Mayor is absent when: the Mayor
notifies the Council that he or she will be absent or is unable to perform all or a part of the duties
of the Mayor; or the Mayor is unwilling to sign legislation duly adopted by the Council or those
documents necessary to give effect to said legislation; or a supermajority of the Council
determines by a public vote that the Mayor has failed to perform all or a part of the duties of the
office. In the event the Office of Mayor shall become vacant, the Mayor Pro Tempore shall
become Mayor.
Section 706.1. Town Manager*
The Council shall appoint a Town Manager to serve at the pleasure of the Council. The Town
Manager shall, under the supervision of the Council, be the financial and administrative officer
of the Town. Duties and responsibilities of the Administrator may be as specified by Ordinance.
*Section 706.1 et al Town Administrator, amended 07-11-2018

TOWN OF BERWYN HEIGHTS
POSITION DESCRIPTION
TITLE: Town Administrator
DEPARTMENT: Administration
REPORTS TO: Town Council

PAY GRADE: Q
STATUS: Exempt
REVISION DATE: November 2016

PURPOSE OF POSITION:
Executive position serving as Chief Administrative Officer of the town. Appointed by and serves at the pleasure
of the Town Council to manage the business of the Town.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.
1. Supervises the fiscal operation of the Town and prepares an annual budget for the Town Council’s
review and presentation at a public hearing. Prepares grant applications, ensures compliance with
Federal regulations and prepares reports.
2. Prepares public notices for contracts, employment ads and all other notices required by law.
3. Responds to citizen requests and resolves citizen complaints relating to the daily operation of the Town.
Keeps community informed on municipal affairs.
4. Attends meetings and conferences for Town related matters. Furnishes information and prepares
reports as needed to various agencies.
5. Attends all public meetings of the Town Council and assumes final responsibility for the preparations
and distribution of the Town Council’s agendas and minutes. Prepares all supporting documents needed
for meetings.
6. Carries out provisions of action taken by the Council
7. Supervises the Staff of the Department of Administration to adequately perform financial and
administrative functions
8. Supervises and prepares each department director as well as monitors the general operation and
functionally of departments.
9. Oversee employee grievance, discipline, demotion, promotion, reprimand, suspension, termination, and
the whistleblower protection process.
10. Maintain an inventory of all real and personal property of the Town and location of such

property.

11. Plans and supervises the maintenance of various permanent records of the Town.
12. Acts as liaison between department directors and Town Council. Coordinates activities of all
departments to ensure that all operations of the Town are working in a unified direction.
13. Serve as Town’s risk manager and procure insurance policies protecting the financial status of the Town.

14. Represent Town in its dealings with other governmental agencies and officials, businesses, notfor-profit organizations, residents, and the general public as appropriate or as designed by the
Town Council.
15. Performs related duties as required.
16. Participation in professional organizations is encouraged.
17. Perform other duties as assigned.

MINIMUM QUALIFICATIONS:
Bachelor’s degree in Public Administration or related field. Experience in administrative work or equivalent
combination of education and experience.
KNOWLEDGE, SKILLS AND ABILITIES:
•
•
•
•
•
•
•
•
•
•
•
•
•

Knowledge of public administration, budgeting and preparation of grant and technical assistance
applications.
Ability to supervise and instruct others in the performance of their duties.
Ability to express ideas clearly and concisely, both orally and writing with tact and diplomacy.
Ability to problem solve by researching alternatives and developing creative solutions.
Good negotiation skills.
Thorough knowledge of the history and culture of the Town.
Demonstrated ability to lead and direct the activities of public personnel.
Ability to establish and maintain effective working relationships with subordinates, Town Council, other
Department Heads and to deal with public relations problems courteously and tactfully.
Ability to prepare and maintain accurate and concise records and reports.
Ability to communicate effectively with other members of the staff, supervisor, and the public in both
written and verbal form.
Ability to interpret and implement local policies and procedures; written instructions, general
correspondence and Federal, State and local regulations.
Ability to maintain discretion regarding business-related files, reports and conversations, within the
provision of open records law and other applicable State and Federal Statutes and Regulations.
Organizational and time management skills needed to meet deadlines.

PHYSICAL REQUIREMENTS:
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of
force frequently or constantly to move objects and some light work requiring the exertion of up to 25 pounds of
force occasionally. Physical activities include stooping, pulling, lifting, reaching, fingering, grasping, and
repetitive motions. Also includes the necessity to communicate by talking, hearing/listening. Specific vision
abilities required by this job include close, distance and peripheral vision; depth perception; and the ability to
adjust focus.
WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.

In compliance with the Americans with Disabilities Act, the Town will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

Town of Riverdale Park Excerpts from Charter and Code
Article IV
The Mayor
§ 401: Selection and Term
The mayor shall be elected from within the corporate limits of the town at large as
hereinafter provided and shall hold office for a term of two years or until the succeeding
mayor takes office. The regular term of the mayor shall expire on the first Monday in June
following the election and qualification of his successor.
§ 402: Qualifications
The mayor must be at least 25 years of age, a citizen of the United States and a qualified
voter in the town, and shall have resided within the corporate limits of the town for at least
one (1) year immediately preceding election.
§ 403: Compensation of Mayor
The mayor shall receive an annual salary as set from time to time by ordinance passed
by the council in the regular course of its business; provided, however, that the salary
specified at the time the mayor takes office shall not be changed during the term for which
the mayor was elected. The ordinance making any change in the salary paid to the mayor,
either by way of increase or decrease, shall be passed prior to a regular biennial town
election and shall become effective on the first Monday in June following that election.
§ 404: Powers and Duties
(a) The mayor shall be recognized as the head of the town government for all
ceremonial purposes, by the court for serving civil process, and by the Governor for the
purpose of military and emergency law. The mayor shall have such other powers and
perform such other duties as may be prescribed in this charter or required of him or
her by the town council, if not inconsistent with this charter. [Amended 5-2-16, effective 6-2116]

(b) Except as may be provided by ordinance or by resolution, the mayor shall have the
authority to appoint the chair of any citizen advisory committee or board that may be
established from time to time. [Amended 04/30/2003] [Amended 5-2-16, effective 6-21-16]

§ 405: Vacancy
(a) A vacancy in the office of mayor shall be declared to exist in the event of the
mayor's death, recall, disqualification, permanent incapacitation, conviction of a
felony, failure to attend three (3) consecutive regular council meetings without being
excused by the council, or resignation from office. [Amended 5-2-16, effective 6-21-16]
(b) In the event a vacancy is declared within the first fifteen (15) months of a term,
a special election in accordance with § 510 of this charter shall be held within fortyfive (45) days after the declaration of the vacancy to fill the vacancy for the balance of
the unexpired term.
(c) In the event a vacancy is declared during the last nine (9) months of a term,
the council, within forty-five (45) days after the declaration of the vacancy and
with the affirmative votes of a majority of its members, shall appoint a qualified
person to fill the vacancy for the balance of the unexpired term.

Town of Riverdale Park
Article VII
Administration and Personnel
§ 701: Authority to Employ Personnel
The town may employ such officers and employees as it deems necessary to execute the
powers and duties provided by this charter or other state law and to operate the town
government.
§ 702: Town Manager [Amended 5-2-16, effective 6-21-16]
(a) There shall be a town manager who shall have the powers and duties as set forth in
§702(c) of this charter. The town manager shall be appointed by the council with an
affirmative vote of a majority of the entire council. At the time of appointment, and during
the town manager’s term of office, the town manager shall be a full member in good
standing of the International City/County Management Association.
(b) The town manager shall serve at the pleasure of the council and his or her
compensation shall be determined by the council. The council may provide an employment
contract for the town manager, provided that the contract provides that the town manager
serves at the pleasure of the council. The council may remove the town manager from office
in accordance with the following procedures:
(1)
The council shall adopt by affirmative vote of a majority of the entire council a
preliminary resolution which must state the reasons for removal and may suspend the town
manager from duty for a period not to exceed sixty (60) days. A copy of the resolution shall
be delivered promptly to the town manager.
(2)
Within five (5) days after a copy of the resolution is delivered to the town
manager, the town manager may file with the council a written request for a private or a
public hearing. This hearing shall be held at a council meeting not earlier than fifteen (15)
days nor later than thirty (30) days after the request is filed. The town manager may file with
the council a written reply not later than five (5) days after the hearing.
(3)
The council may adopt a final resolution of removal, which may be made
effective immediately, by affirmative vote of a majority of the entire council at any time after
five (5) days from the date when a copy of the preliminary resolution was delivered to the
town manager, if the town manager has not requested a private or a public hearing, or at
any time after a hearing if the town manager has requested one. The town manager shall
continue to receive his or her salary until the effective date of a final resolution unless
specified otherwise in any employment contract.
(4)
If the preliminary resolution for removal is adopted during the first ninety (90)
days following a municipal election and does not include criminal activity among the reasons

for removal, the town manager shall receive his or her salary for at least ninety (90) days
from the date of adoption of the preliminary resolution for removal unless greater
compensation is specified in an employment agreement with the town manager.
(c) The town manager shall:
(1) Be the chief executive and operating officer of the town and see that its
ordinances are faithfully executed, and be the head of the administrative operations of
the town government.
(2) Appoint and remove all subordinate officers and employees of the town in
accordance with the rules and regulations of any merit system adopted by the council.
(3) Appoint and remove department heads with approval by affirmative vote
of a majority of the entire council, subject to the terms of any employment contract
providing for severance benefits in the event of removal.
(4) Provide employment contracts to department heads subject to approval by
the town council.
(5) Make an annual report to the council and to the public on the condition of
municipal affairs.
(6) Make recommendations to the council as needed for the public good and
welfare of the town.
(7)

Prepare an annual budget to be submitted to the council.

(8) Be the chief financial officer of the town, unless the town manager appoints
a chief financial officer subject to the supervision of the town manager. The financial
powers of the town, except as otherwise provided for in this charter, shall be exercised
by the town manager or by a chief financial officer that the town manager appoints. The
chief financial officer shall have the following duties and responsibilities:
(a)
Supervise and be responsible for the disbursement of all monies and
have control over all expenditures to assure that budget appropriations are not exceeded.
(b)
Maintain a general accounting system for the town in the form as the
council may require, but not contrary to state law.
(c)
Submit at the end of each fiscal year and at such other times as the
council may require a complete financial report to the council.
(d)

Ascertain that all taxable property with the town is assessed for

taxation.
(e)
Collect all taxes, special assessments, license fees, liens, and all other
revenues of the town and all other revenues for whose collection of the town is
responsible, and receive any funds receivable by the town.
(f)
Have custody of all public monies, belonging to or under control of the
town, except for funds in the control of any set of trustees, and have custody of all bonds
and notes of the town.
(9) Arrange for taking minutes of all town council legislative meetings and
keeping a full and accurate account of the proceedings of the council.
(10) Be the town’s personnel manager, unless the town manager appoints a
personnel manager subject to the supervision of the town manager.
(11) Do such other things as the council may require or as may be required
elsewhere in this charter.
(d) The council shall appoint or designate an acting town manager if the town
manager position is temporarily vacant or if town manager is unable to serve.
(e) Ineligibility of elected officials. No elected official shall be appointed to the office
of town manager during the term that the official is serving or within one year after the
expiration of the term
§ 703: Town Attorney
The council by affirmative vote of a majority of the entire council shall appoint a town
attorney. The town attorney shall be a member of the Bar of the State of Maryland and
experienced in governmental law. The town attorney shall be the legal advisor of the town
and shall perform such duties as may be required by the council. Compensation shall be
determined by the council. The town attorney shall serve at the pleasure of the council and
may be removed by affirmative vote of a majority of the entire council. The town may
employ such legal assistants and to obtain such legal services as it deems necessary from
time to time. [Amended 5-2-16, effective 6-21-16]
§ 704: Merit System
The town may provide by ordinance for appointments and promotions in the
administrative service on the basis of merit and fitness. To carry out this purpose, the
council may adopt such rules and regulations governing the operation of the merit system
as it deems desirable or necessary. Among other things, these rules and regulations may
provide for competitive exams, the use of eligible lists, a classification plan, a compensation

plan, a probation period, appeals by employees included within the classified service from
dismissal or other disciplinary action, and vacation and sick leave regulations. The town
may request and avail itself of the facilities of the state for the administration of its merit
system, as provided in state law.
§ 705: Unclassified and Classified Service [Amended 5-2-16, effective 6-21-16]
The civil service of the town shall be divided into the unclassified and classified services.
(a) The unclassified service shall comprise the following offices and positions that shall
not be included within the merit system. Elected members of the unclassified service serve
in accordance with the provisions of this charter. Except as may be provided by this
charter or by ordinance or resolution, non-elected members of the unclassified service
serve at the pleasure of the town manager, and shall have no rights of tenure. Unless
otherwise specified in the town code, or by ordinance or resolution, members of boards,
committees, and commissions, including election judges and clerks, which are appointed by
the mayor or town council serve at the pleasure of the town council. The members of the
unclassified service are:
(1) Elected members, including the mayor, council members, and persons
appointed to fill vacancies in these positions.
(2) The town manager and the heads of offices, departments, and agencies of
the town, including chief of police and director of public works.
(3) Members of town boards, committees and commissions, including election judges
and clerks.
(4) Part-time, temporary, and unpaid offices and positions.
(b) The classified service shall comprise all positions not specifically included in this
section in the unclassified service. All offices and positions included in the classified service
shall be subject to any merit system rules and regulations which may be adopted.

§ 706: Retirement System
The town may do all things necessary to include its officers and employees, or any of
them, within any retirement system or pension system under the terms of which they are
admissible and to pay the employer's share of the cost of any such retirement or pension
system out of the general funds of the town.

§ 707: Compensation of Employees
The compensation of all non-elected officers and employees of the town shall
be set from time to time by the town manager, subject to appropriations for that
purpose in the town budget. [Amended 5-2-16, effective 6-21-16]
§ 708: Employee Benefit Programs
The town by ordinance or resolution may provide for or participate in
hospitalization or other forms of welfare benefit programs for its employees and may
expend public monies of the town for such programs.
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Chapter C. Charter
Article IX. Officers and Employees
§ C9-3. City Manager.
A.

Administration.
[Amended 4-24-2018 by Res. No. 18-CR-02]
(1) Appointment. The Mayor and Council, by a majority vote of its total membership, shall appoint
a City Manager who shall serve at the pleasure of the Mayor and Council. The terms and
conditions of the City Manager's employment shall be set forth in a written agreement
between the Mayor and Council and the City Manager. The City Manager shall be appointed
solely on the basis of executive and administrative qualifications. The Manager need not be a
resident of the City or state at the time of appointment but may reside outside the City while in
office only with the approval of the Mayor and Council.
(2) Removal. The City Manager may be removed by a resolution approved by vote of six
members of the Mayor and Council. A copy of such resolution shall be served immediately
upon the City Manager.
(3) Acting City Manager. The Assistant City Manager shall act as the City Manager in the
absence of the City Manager. By letter filed with the City Clerk, the City Manager shall
designate a City officer or employee to exercise the powers and perform the duties of the City
Manager during the temporary absence or disability of both the City Manager and the
Assistant City Manager. The Mayor and Council may revoke such designation at any time and
appoint another officer of the City to serve until either the City Manager or the Assistant City
Manager returns. The Mayor and Council also reserves the right to appoint an interim City
Manager during a time period when the City Manager position is vacant. This person shall
also have all of the powers and duties as enumerated in Subsection B.

B.

Powers and duties of the City Manager. The City Manager shall be the chief administrative officer
of the City, responsible to the Mayor and Council for the administration of all City affairs placed in
the Manager's charge by or under the Charter. The City Manager shall have the power and shall
be required to:
(1) Appoint and, when necessary for the good of the service, suspend or remove all City
employees and appointive administrative officers of the City, including the Assistant City
Manager, except as otherwise provided for by law, this Charter or personnel rules adopted
pursuant to this Charter. The City Manager may authorize any administrative officer subject to
the Manager's direction and supervision to exercise these powers with respect to
subordinates in that officer's department, office or agency.
(2) Direct and supervise the administration of all departments, offices and agencies of the City,
except as otherwise provided by this Charter or by law.
(3) Attend all meetings of the Mayor and Council, unless excused therefrom by the Mayor, and
attend, when necessary, all committees of the Mayor and Council.
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(4) See that all laws and ordinances are duly enforced.
(5) Prepare the budget annually and submit it to the Mayor and Council for approval and be
responsible for the administration of the budget after its approval and adoption.
(6) Recommend to the governing body, at the time the budget is presented, the salaries to be
paid City employees.
(7) Submit to the Mayor and Council and make available to the public a complete report on the
finances and administrative activities of the City as of the end of each fiscal year.
[Amended 4-24-2018 by Res. No. 18-CR-02]
(8) Keep the Mayor and Council advised of the financial condition and future needs of the City
and make such recommendations as the City Manager may deem desirable.
(9) Make recommendations to the Mayor and Council concerning the affairs of the City.
[Amended 4-24-2018 by Res. No. 18-CR-02]
(10) Provide staff support services for the Mayor and Council members.
(11) Execute contracts on behalf of the City.
(12) Exercise those duties set forth in the purchasing procedures section of the City Code.
(13) Make investigations into the affairs of the City or any department thereof. Investigate all
complaints in relation to all matters concerning the administration of the government of the
City and in regard to service maintenance by the public utilities in the City and see that
franchises, permits and privileges granted by the City are faithfully observed.
(14) Devote entire time to the discharge of official duties.
(15) Perform such duties as may be required of him/her by the Mayor and/or the Mayor and
Council not inconsistent with any laws or ordinances.
(16) Be divorced completely from the nomination or election of any public official in the City or
Prince George's County and engage in no political activity whatsoever as regards City
elections.
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Chapter 4. Administrative Organization
[HISTORY: Adopted by the Mayor and Council of the City of College Park 5-10-1966 by Ord. No. 66-O7. Amendments noted where applicable.]

GENERAL REFERENCES
Authorities — See Ch. 11.
Boards, commissions and committees — See Ch. 15.
Finance — See Ch. 42.
Personnel — See Ch. 62.
Police Commissioner — See Ch. 65.
Purchasing procedures — See Ch. 69.

§ 4-1. Statement of policy.
The benefits of proper organization and operation and the allied benefits of clear lines of authority and
responsibility within an organization are many. In order that such benefits shall accrue to the City of
College Park, it is the policy and intent of the Mayor and Council that a suitable form of organization be
adopted for the government of the City and that henceforth the general operation of the City be carried
forth within the framework of said form of organization.

§ 4-2. General form of organization.
[Amended 2-27-1973 by Ord. No. 73-O-1; 5-12-1987 by Ord. No. 87-O-5; 9-10-1991 by Ord. No. 91-O22; 12-10-1991 by Ord. No. 91-O-24; 7-6-1993 by Ord. No. 93-O-4; 3-24-1998 by Ord. No. 98-O-3]
A.

The general form of organization for the government of the City shall be as follows:
(1) The Mayor and City Council shall have final authority and responsibility over all of the affairs
of the City.
(2) The City Manager shall be the chief agent of the Mayor and Council, shall be responsible for
the general operations of the City government and shall be directly responsible to the Mayor
and Council for the conduct of said operation.
[Amended 1-29-2019 by Ord. No. 19-O-01]
(3) Assistant City Manager. The Assistant City Manager shall be hired by the City Manager
subject to the approval of the Mayor and City Council. The Assistant City Manager shall
perform such duties as the City Manager may require and shall act as the City Manager in the
City Manager's absence.
[Amended 1-29-2019 by Ord. No. 19-O-01]
(4) City Clerk. The City Clerk shall be within the jurisdiction of the City Manager. During the
absence or unavailability of the City Clerk, the City Manager may designate some other City
employee to serve as acting City Clerk.
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(5) Such Citizens Advisory Boards as the Mayor and City Council may from time to time establish
shall be directly responsible to the Mayor and Council and shall also act in an advisory
capacity to the City Manager.
(6) The City Attorney shall be directly responsible to the Mayor and City Council and shall also
act in an advisory capacity to the City Manager and the heads of the several departments.
(7) The heads of the several departments shall be directly responsible to the City Manager.
(8) The personnel employed by the several departments shall be directly responsible to the head
of the department in which they are employed or to such supervisory personnel as said
department head may designate.
B.

The hierarchy of authority and responsibility within the government of the City as set forth in this
section shall be visually construed as set forth in Table 1 hereinbelow.
[Amended 3-24-1998 by Ord. No. 98-O-3]

§ 4-3. Departments.
[Amended 2-27-1973 by Ord. No. 73-O-1; 7-20-1976 by Ord. No. 76-O-6; 10-24-1978 by Ord. No. 78O-7; 9-10-1991 by Ord. No. 91-O-22]
A.

The general government operations of the City shall be subdivided for administrative purposes in
the following manner, each subdivision being designated a department and placed under the
direct supervision of a department head appointed by the City Manager:
[Amended 12-10-1991 by Ord. No. 91-O-24]
(1) Finance Department.
(2) Public Services Department.
(3) Public Works Department.
(4) Planning, Community and Economic Development Department.
[Amended 8-10-2010 by Ord. No. 10-O-06]
(5) Youth, Family and Senior Services Department.
[Amended 8-10-2010 by Ord. No. 10-O-06]
(6) Human Resources.
[Added 1-29-2019 by Ord. No. 19-O-01]

B.

The title of the several department heads shall be, respectively, as follows:
(1) Finance Director.
(2) Public Services Director.
(3) Public Works Director.
(4) Planning, Community and Economic Development Director.
[Amended 8-10-2010 by Ord. No. 10-O-06]
(5) Youth, Family and Senior Services Director.
[Amended 8-10-2010 by Ord. No. 10-O-06]
(6) Human Resources Director.
[Added 1-29-2019 by Ord. No. 19-O-01]
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§ 4-4. Finance Department.
[Amended 2-27-1973 by Ord. No. 73-O-1; 4-10-1984 by Ord. No. 84-O-2; 11-13-1990 by Ord. No. 90O-4; 9-10-1991 by Ord. No. 91-O-22; 12-10-1991 by Ord. No. 91-O-24]
The Finance Department shall be responsible for the following operations and such other operations
as may hereafter be assigned thereto by the Mayor and City Council and/or the City Manager:
A.

All of the several financial affairs and operations of the City.

B.

Preparation of the annual operating and capital budgets.

C. Preparation of the annual financial report.
D. All purchases of goods and services.
E.

[1]Maintenance

[1]

F.

of all City finance records.

Editor’s Note: Former Subsection E, Personal affairs, was repealed 1-29-2019 by Ord. No. 19-O01. This ordinance also redesignated former Subsections F through I as Subsections E through H,
respectively.

Investments of City moneys made by the Finance Director and/or City Manager under the
provisions of § 17-101 et seq., of the Local Government Article, Annotated Code of Maryland.
[Amended 11-10-2015 by Ord. No. 15-O-06]

G. All of the several financial affairs and operations of the City as to collections.
(1) The Director is authorized to write off uncollectible accounts, defined as those that do not lend
themselves to collection in an economically practicable way. Any such account balance in
excess of $1,000 would require the written approval of the City Manager.
[Amended 11-10-2015 by Ord. No. 15-O-06]
(2) Subject to review by the City Manager, the Director is authorized to establish collection
procedures which will set appropriate levels of collection for various dollar amounts
delinquent.
(3) Subject to review by the City Manager, the Director is authorized to negotiate payment terms
with delinquent accounts, and this authorization extends to freezing additional penalties
and/or interest if payments are received by the City as negotiated. Nothing herein shall be
construed as authorizing forgiveness of any past due indebtedness or interest or penalties,
unless such forgiveness of interest or lateness penalties is part of an advertised program of
amnesty directed, not at an individual but at an inclusive group of code violators or an
inclusive group of accounts for a given revenue source. Any such amnesty program shall be
of limited duration, shall be effective for violations committed or delinquent accounts for a
given revenue source during a specified period of time and shall require the authorization of
the City Manager.
[Amended 3-10-1992 by Ord. No. 92-O-2]
H. Collection of all moneys due to the City, to include taxes, special assessments, penalties, interest,
licenses, permits and charges for services.

§ 4-5. Public Services Department.
[Amended 10-24-1978 by Ord. No. 78-O-7; 9-10-1991 by Ord. No. 91-O-22; 12-10-1991 by Ord. No.
91-O-24]
The Public Services Department shall be responsible for the following operations and such other
operations as may hereafter be assigned thereto by the Mayor and City Council and/or the City
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Manager:
A.

Enforcement of all codes and all rules and regulations pertaining thereto.

B.

Issuance of all licenses and enforcement of all rules and regulations pertaining thereto.

C. Issuance of all permits and enforcement of all rules and regulations pertaining thereto.
D. Performance of all required inspections.
E.

Enforcement of animal control laws.

F.

Enforcement of fire regulations.

G. Enforcement of parking regulations.
H. Supervision of police personnel.
I.

Enforcement of all applicable laws, ordinances, rules and regulations of the City of College Park
and, where jurisdiction lies with the City, of Prince George's County, the State of Maryland and the
United States.

J.

Research, analysis and recommendations on county legislative matters, zoning matters, licenses,
permits, waivers, variances and similar matters.

K.

Administration and control of City recreation facilities.

§ 4-6. Public Works Department.
[Amended 9-10-1991 by Ord. No. 91-O-22; 12-10-1991 by Ord. No. 91-O-24]
The Public Works Department shall be responsible for the following operations and such other
operations as may hereafter be assigned thereto by the Mayor and City Council and/or the City
Manager:
A.

Refuse collection and disposal.

B.

Street sanitation.

C. Road construction and maintenance.
D. Care and maintenance of buildings and grounds.
E.

Operation of the central garage.

F.

Equipment maintenance.

G. Storm drainage construction and maintenance.[1]
[1]

Editor's Note: Former § 2-7, Department of Engineering Services, as amended 2-27-1973 by Ord.
No. 73-O-1, and which immediately followed this subsection, was repealed 9-10-1991 by Ord. No.
91-O-22.

§ 4-7. Planning, Community and Economic Development
Department.
[Amended 7-20-1976 by Ord. No. 76-O-6; 9-10-1991 by Ord. No. 91-O-22; 12-10-1991 by Ord. No. 91O-24; 8-10-2010 by Ord. No. 10-O-06]
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The Planning, Community and Economic Development Department shall be responsible for the
following operations and such other operations as may hereafter be assigned thereto by the Mayor and
Council and/or the City Manager:
A.

Administration of community development, planning and programs.

B.

Administration of urban renewal programs.

C. Administration of housing assistance programs.
D. Liaison with College Park Housing Authority.
E.

Administration of economic development programs.

§ 4-8. Youth, Family and Senior Services Department.
[Amended 7-20-1976 by Ord. No. 76-O-6; 9-10-1991 by Ord. No. 91-O-22; 12-10-1991 by Ord. No. 91O-24; 9-14-1993 by Ord. No. 93-O-6; 8-10-2010 by Ord. No. 10-O-06]
A.

The Youth, Family and Senior Services Department shall be responsible for the following
operations and such other operations as may hereafter be assigned thereto by the Mayor and City
Council and/or the City Manager:
(1) Programs having as their objective the diversion of youths from activities and conduct that
tend to lead them into the juvenile justice system.
(2) Programs having as their objective assistance to senior citizens.
(3) Programs having as their objective successful resolution of disputes within the City of College
Park.

B.

Subject to the approval of the Mayor and City Council, the Director of the Youth, Family and
Senior Services Department is hereby authorized to establish and collect reasonable fees for
counseling services provided by the Youth and Family Services Program. No person shall be
denied services because of inability to pay a fee. Subject to the approval of the Mayor and City
Council, the Finance Director and the Director of the Youth, Family and Senior Services
Department shall establish a reasonable procedure for the collection of fees and the issuance of
receipts for payment.

§ 4-9. Human Resources Department.
[Added 1-29-2019 by Ord. No. 19-O-01[1]]
The Human Resources Department shall be responsible for the following operations and such other
operations as may hereafter be assigned by the Mayor and City Council and/or the City Manager:
A.

Administer the personnel system.

B.

Maintain all personnel records.

C. Oversee the employment process, including recruiting, examining, investigating and determining
qualifications for all positions in the personnel system.
D. Administer employee benefits, insurance, pension and retirement.
E.

Administer bargaining agreement.
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[1]

Editor's Note: This ordinance also redesignated former §§ 4-9 through 4-11 as §§ 4-10 through 4-12,
respectively.

§ 4-10. Use of personnel.
[Amended 7-20-1976 by Ord. No. 76-O-6; 12-10-1991 by Ord. No. 91-O-24]
The City Manager shall have the authority to employ personnel in dual capacities on an
interdepartmental basis if such employment shall be deemed necessary in the interests of economy
and efficiency.

§ 4-11. Construal of provisions.
[Amended 7-20-1976 by Ord. No. 76-O-6]
The provisions of this chapter shall not be construed in such a manner as would render them in conflict
with the provisions of the City Charter or the Personnel Ordinance.[1]
[1]

Editor's Note: See Ch. 62, Personnel and Employee Benefits. Former § 2-12, Code of the City of
College Park, as amended 7-20-1976 by Ord. No. 76-O-6, and which immediately followed this section,
was repealed 9-10-1991 by Ord. No. 91-O-22.

§ 4-12. Addition and abolishment of departments.
[Added 7-20-1976 by Ord. No. 76-O-6]
The Mayor and City Council reserve the right to add or abolish departments within the plan of
organization as may be necessary to carry forth the intent and purpose of this chapter.
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THE IDEAL CANDIDATE
The successful candidate for the position of City Manager of the City of the City of College Park
should meet the following criteria:
•

Possess a Bachelor’s degree in Public Administration or a related field.
Possession of a related Master’s degree is preferred.

•

Display evidence of continued professional development such as designation as
an ICMA Credentialed Manager.

•

Have a minimum of seven years of significant experience as a city manager,
deputy or assistant city or town manager, preferably in a community characterized
by the presence of a major university or equivalent government facility.

•

Be a visionary leader with excellent communications and interpersonal skills and
a high degree of diplomacy.

•

Be a fiscal manager who thoroughly understands and has experience utilizing new
business practices, technology and innovation to achieve cost savings, efficiency
and effectiveness.

•

Possess a strong background in economic development and redevelopment, and
preferably Main Street development in a university community.

•

Be understanding, trustworthy, discreet, confident, determined, and possesses a
positive attitude; be politically astute and provide effective feedback to the City
Council.

•

Be able to maintain and foster positive mutual relationships with the University of
Maryland and University College.

•

Have the ability to say “no” when requests of the City Council or of City residents
are outside the bounds of City policy and practice.

•

Be an excellent communicator, who works well and is able to engage with the
Mayor, City Council and other groups.

•

Be a team builder and team player; a strong independent thinker; and someone
who has a strong passion for the work of an effective City Manager.

•

Be able to stay focused on the Strategic Plan and be accountable to the Mayor and
City Council for its implementation.

•

Be a collaborative individual and excellent communicator who is able to mediate,
guide staff, engage the community, develop new ideas, foster good relationships

with neighboring jurisdictions and who has experience in a diverse community.
•

Understand new ideas in community engagement and be willing to think outside
the box.

•

Be an approachable growth-oriented individual who listens, is open to ideas and
suggestions, and who can deal effectively with staff and citizens at all levels.

•

Be a consensus- and morale-builder who will keep the City Council, City staff
and public informed of important City activities.

•

Be able to effectively work with developers to redevelop the City.

•

Be able to manage in a modern business environment and utilize best practices to
manage a large diverse group of employees and programs in a professional
manner.

•

Be well-versed in information technology and be able to utilize social media and
virtual work plans to achieve positive results.

•

Have a deep understanding of and be able to successfully navigate the weak
mayor/city manager form of government.

•

Be able to successfully manage a multi-layered staff of over 100 people and have
demonstrated skill in building leadership and promoting innovation among senior
staff, as well as mediating conflict.

CITY OF COLLEGE PARK, MARYLAND
CLASS SPECIFICATION
CLASS TITLE: ASSISTANT CITY MANAGER

FLSA Status: Exempt

GENERAL CLASS DESCRIPTION: The Assistant City Manager performs complex professional and
administrative work in managing assigned functions of the City Manager’s office and other areas of the municipal
government. This position is responsible for relieving the City Manager of some administrative tasks through
supervision, coordination and direction of these duties and acting as the City Manager in the City Manager’s
absence. The Assistant City Manager represents the City at other agencies and in relations with other governments
as assigned. May directly supervise employees in a particular function, division or department as assigned. Work is
reviewed by the City Manager through conferences and daily contact for achievement of goals and objectives.
ESSENTIAL JOB FUNCTIONS:
The following duties are typical for this classification. Not all the listed duties may be required and other duties
may be required or assigned.
•

Assists the City Manager in the duties and responsibilities prescribed by Charter for the day-to-day management
of the City government.

•

When assigned, provides supervision and leadership to department directors and exercises direction over all
City employees and resources assigned to those departments.

•

Participates in the preparation of the City’s annual budget and capital improvement program.

•

Serves as Acting City Manager in the City Manager’s absence.

•

Develops and maintains an effective working relationship with all department directors, the Mayor and Council,
other municipal officials, civic associations, county and state officials and the citizens of the City of
College Park. Represents the City in relations with outside agencies, commissions and boards.

•

Monitors assigned specific projects, reviewing status and progress with senior staff, reporting internally and to
Mayor and Council as required.

•

Provides, as directed by the City Manager, interdepartmental coordination and implementation of municipal
programs and preparation of special studies relating to all phases of the City’s operation.

•

Develops new or revised recommended policies, strategies and procedures designed to improve City operations
and service to the public.

•

Provides staff support as directed or as necessary for the Mayor and Council, and assists in the preparation of
the agenda for Mayor and Council.

KNOWLEDGES, SKILLS AND ABILITIES REQUIRED TO PERFORM ESSENTIAL FUNCTIONS:
Technical Knowledge:
•

Thorough knowledge of the principles and practices of public or business administration.

•

Considerable knowledge of finance, personnel, budget and other related administrative functions.
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ASSISTANT CITY MANAGER
•

Good knowledge of municipal functions, services and operations and the laws and regulations pertaining
thereto.

•

General knowledge of the principles of supervision.

Physical Requirements:
•

Ability to operate a variety of office equipment including personal computers.

Language Ability and Interpersonal Communications:
•

Ability to develop effective working relationships with City, County and State officials, boards and committees,
all levels of City employees and the public.

•

Ability to read, analyze and interpret regulations, policies, laws, codes and charters as they apply to City
government.

•

Ability to prepare, review and/or present reports, analyses and recommendations in writing or verbally to
individuals or groups.

•

Ability to reconcile divergent opinions on varying issues.

•

Ability to analyze situations and make decisions.

•

Ability to plan, supervise and evaluate the work of others.

Environmental Adaptability:
•

Work is typically performed in an office environment.

ACCEPTABLE TRAINING AND EXPERIENCE:
Master’s degree in Public or Business Administration or a related field. Requires 6 -9 years of progressively
responsible management experience to include supervising staff preferably in a local government environment; or
any equivalent combination of training and experience which provides the required knowledge, skills and abilities.

College Park is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.
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City of Greenbelt - Charter

THE COUNCIL
Sec. 6. Mayor and mayor pro tem.
At its first meeting following a regular municipal election the council shall choose one (1) of its
members as mayor, and shall also choose one of its members as mayor pro tem. The mayor shall preside at the
meetings of the council and shall exercise such other powers and perform such other duties as are or may be
conferred and imposed upon him by this charter and the ordinances of the city. He shall be recognized as the
head of the city government for all ceremonial purposes, by the courts for serving civil process, and by the
governor for purpose of military law. If a vacancy occurs in the office of mayor, or in case of his absence or
disability, the mayor pro tem shall act as mayor for the unexpired term or during the continuance of the absence
or disability.(1937, Ch. 532, § 6)
ADMINISTRATIVE SERVICE
Sec. 34. "Office" and "officer."
For the purposes of this charter, all general provisions relating to officers or offices of the city shall
include and apply to department heads and departments, but not to councilmen.
(1937, Ch. 532, § 32)
Sec. 35. City manager--Appointment; qualifications; term of office; removal; acting city manager.
(a)
Appointment; qualifications. The council shall appoint an officer whose title shall be city
manager and who shall be the chief executive officer and the head of the administrative branch of the city
government. The city manager shall be chosen by the council solely on the basis of his executive and
administrative qualifications with special reference to his actual experience in, or his knowledge of, accepted
practice in respect to the duties of his office as hereinafter outlined. At the time of his appointment he need not
be a resident of the city or state, but during his tenure of office he shall reside within the city. No person elected
to membership on the council shall, subsequent to such election, be eligible for appointment as city manager
until one (1) year has elapsed following the expiration of the term for which he was elected. The council may
CONTINUED ON NEXT PAGE

permit the city manager to accept other employment not inconsistent with his duties, and to receive
compensation for such employment, provided that before granting such permission the council shall be
informed of the nature, extent and compensation of such employment.
(b)
Tenure. The city manager shall be appointed for an indefinite term but the council may remove
the manager from office in accordance with the following procedures:
(1)

The council shall adopt by affirmative vote of a majority of all its members a preliminary
resolution which must state the reasons for removal and may suspend the manager from duty for
a period not to exceed forty-five (45) days. A copy of the resolution shall be delivered promptly
to the manager.

(2)

Within five (5) days after a copy of the resolution is delivered to the manager, he may file with
the council a written request for a private or a public hearing. This hearing shall be held at a
council meeting not earlier than fifteen (15) days nor later than thirty (30) days after the request
is filed. The manager may file with the council a written reply not later than five (5) days after
the hearing.

(3)

The council may adopt a final resolution of removal, which may be made effective immediately,
by affirmative vote of a majority of all its members at any time after five days from the date
when a copy of the preliminary resolution was delivered to the manager, if he has not requested a
private or a public hearing or at any time after a hearing if he has requested one. The manager
shall continue to receive his salary until the effective date of a final resolution of removal. The
action of the council in suspending or removing the manager shall not be subject to review by
any court or agency.

(c)
Acting city manager. The manager may recommend and the council may designate a qualified
city administrative officer as acting city manager to exercise the power and perform the duties of the manager
during any temporary absence or disability of the manager. The council may revoke such designation at any
time and appoint another officer of the city as acting city manager.
(1937, Ch. 532, § 33; Char. Am. Res. No. 92, 6-21-66)
Sec. 36. Same--Powers.
(a)
Appointments; removals. The city manager shall be responsible to the council for the proper
administration of all affairs of the city placed in his/her charge, and to that end shall have the power to appoint
and remove all officers and employees except the city solicitor, who shall be appointed or removed only with
the consent of the council; provided, however, the city manager shall place the charge(s) which motivated the
action to dismiss, suspend, or demote, an employee holding a position in the classified service in writing, and
shall serve a copy upon such employee together with a copy of this section. If the employee desires to appeal,
the employee shall, in writing, notify his/her department head and the city manager, and request a hearing, and
mail or deliver such a request to the city clerk in accordance with the procedures set forth in the city Code.
(b)
Appeals from removals. Unless an appeal is filed with the city clerk in accordance with the
procedures set forth in the city Code, the decision of the city manager to dismiss, suspend, or demote shall
become final. If an appeal is filed timely, the city clerk shall mail or deliver copies of the appeal to the

employee relations board and the city manager within three (3) working days of receipt. The city manager, upon
receipt of a copy of the appeal shall immediately mail or deliver copies of the charge which motivated the
action to dismiss, suspend, or demote the employee to the employee relations board. The employee relations
board shall fix a date for hearing within thirty (30) days after the request is filed with the city clerk. The
dismissed, suspended, or demoted, employee shall have a right to counsel and to ask for a public or private
hearing. The burden of proof shall rest with the city manager, who shall be furnished the services of the city
solicitor, or another attorney where appropriate. The dismissed, suspended, or demoted employee shall have the
right to present testimony and other evidence, call witnesses, including city employees, and the right of
cross-examination. Within fifteen (15) days of the final day of the hearing on appeal, the employee relations
board shall render its decision in writing, and such decision shall stand as the decision of the City of Greenbelt.
(c)
Appointments based on qualifications; discrimination prohibited. Appointments made by the city
manager shall be on the basis of the training, knowledge, experience, skills and other qualifications of such
appointees in the work which they are to perform. No discrimination shall be made in the appointment or
employment of any person on the basis of race, sex, color, religion, creed, country of natural origin, political
opinion, marital status, age, physical or mental handicap, or physical appearance. All such appointments shall
be without definite terms except for probationary, provisional, temporary or emergency service.
(1937, Ch. 532, § 34; 1949, Ch. 538; Ord. No. 420, 5-2-60; Res. No. 37, 7-9-63; Char. Am. Res. No. 1984-3, §
1, 11-5-84; Char. Am. Res. No. 2002-4, § 3, 2-25-02)

Editors Note: Charter Amendment Res. No. 2002-4, § 3, adopted Feb. 25, 2002, repealed Charter § 36.(a), (b), in their
entirety and enacted new provisions to read as herein set out.

Sec. 37. Restrictions on officers and employees.
No councilman shall, during the time for which he is elected, be appointed to any office or position in
the service of the city. No officer or employee in the service of the city shall continue in such position after
becoming a candidate for nomination or election to any public office. No person seeking appointment to or
promotion in the service of the city shall either directly or indirectly give, render, or pay any money, service, or
other valuable thing to any person for or on account of or in connection with his appointment, proposed
appointment, promotion, or proposed promotion.
(1937, Ch. 532, § 35)
Sec. 38. Interference by council with manager prohibited.
Neither the council nor any of its members shall direct or request the appointment of any person to, or
his removal from office by the city manager or in any manner take part in the appointment or removal of
officers and employees in the administrative services of the city except as regards the appointment of a city
solicitor. Except for the purpose of learning the functions and operations of the various departments of the City
of Greenbelt, council members shall deal with the administrative service solely through the manager, and
neither the council nor any councilman shall give direct or implied orders to any subordinate of the city
manager either publicly or privately. Any violation of the provisions of this section by a councilman shall be a
misdemeanor, conviction of which shall immediately forfeit the office of the councilman so convicted.
(1937, Ch. 532, § 36; Ord. No. 421, 5-2-60; Char. Am. Res. No. 93, 6-21-66)
Sec. 39. Duties of city manager.
(a)

General. It shall be the duty of the city manager to act as chief conservator of the peace within

the city; to supervise the administration of the affairs of the city; to see that the ordinances of the city and the
laws of the state are enforced; to make such recommendations to the council concerning the affairs of the city as
may seem to him desirable; to keep the council advised of the financial condition and future needs of the city; to
prepare and submit to the council the annual budget estimate; to prepare and submit to the council such reports
as may be required by that body; and to supervise all duties assigned to administrative officers by ordinance or
by this charter; and to perform such other duties as may be prescribed by this charter or required of him by
ordinance or resolution of the council, not inconsistent with this charter.
(b)
[Repealed by Char. Am. Res. No. 94.]
(1937, Ch. 532, § 37; Ord. No. 422, 5-2-60; Char. Am. Res. No. 94, 6-21-66)
Sec. 40. Purchases.
It shall be the duty of the city manager to control the purchase, storage and distribution of all supplies,
materials, equipment and contractual services required by the city government or any officer thereof; to
establish and enforce standard specifications with respect to such supplies, materials, and equipment, and to
determine their quality, quantity and conformance with specifications; and to transfer to or between city offices
or departments, or to sell surplus, obsolete or unused supplies, materials and equipment in such manner as
council shall establish by ordinance.
The council shall prescribe by ordinance a competitive bid procedure and shall establish a dollar amount
of purchase not to exceed ten thousand dollars ($10,000.00) above which the taking of competitive bids shall be
required subject to such exceptions as may be set forth herein. The ordinance may prescribe:
1.

The basis upon which competitive bids shall be awarded.

2.

Procedures for the award of purchases based upon competitive bids solicited and received by
another government agency or nonprofit organization in which the city is a member in lieu of the
city taking bids.

3.

For the exemption from competitive bid procedures of the purchase of special categories of
supplies, materials, equipment or contractual services for which the council determines a
competitive bid procedure is not feasible, including purchases from regulated public utilities and
from the central stores or services from another governmental agency and the employment of
contractual professional services.

4.

For the waiver of a required competitive bid procedure and the authorization for a negotiated
purchase or contract in any amount by resolution of the council whenever it is determined to be
in the best interests of the city or the council determines an emergency exists.
(1937, Ch. 532, § 38; Ord. No. 423, 5-2-60; Char. Am. Res. No. 1969-2, 7-8-69; Char. Am. Res. No. 274, §
3-18-74; Char. Am. Res. No. 1985-1, § 1, 1-7-85)
Sec. 41. Officers in council meetings.
The city manager, the city solicitor, and such other officers of the city as may be designated by vote of
the council shall be entitled to attend all meetings of the council, but shall not vote. The manager shall have the

right to take part in the discussion of all matters coming before the council, and the other officers shall be
entitled to take part in all discussions of the council relating to their respective offices.
(1937, Ch. 532, § 39)
Sec. 42. Administrative officers.
(a)
Listed. The administrative branches of the city government established by this charter are the
offices of the city clerk, and city solicitor, the departments of finance, and of public safety, but any other offices
or departments may be established by ordinance. The council may by ordinance provide that any or all offices
or departments may be combined subject to separation, whenever, in the opinion of the council, the conduct of
the business of the city shall so require. The city manager may hold any office or combination of offices.
(b)
Powers of council. The council may change or abolish any office or department established by
ordinance and may prescribe, distribute, or discontinue the functions and duties of offices and departments so
established. Additional functions and duties may be assigned by ordinance to offices and departments
established by this charter, but no function or duty assigned by this charter to a specific office or department
shall be discontinued or assigned to any other office or department by ordinance.
(c)
Classified and exempt service. All offices and positions of the city are divided into the classified
service and the exempt service. The exempt service shall include the following:
(1)

All elected officials and members of boards and commissions.

(2)

The city manager and the city solicitor.

(3)

Volunteer personnel and personnel appointed to serve without pay.

(4)

Consultants and counsel rendering temporary professional service.

(5)

Temporary, seasonal, provisional, emergency service or part-time employees not specifically
included in the classified service by action of council.

The classified service shall include all other positions in the city service. All persons holding positions
included in the classified service shall have permanent status upon completion of a probationary period.
(d)
Position classification plan. The city manager shall make an analysis of the duties and
responsibilities of all positions in the classified service and he shall recommend a position classification plan to
the council. The council shall thereafter approve a classification plan. Upon recommendations of the city
manager and with the approval of the council, the classification plan shall be revised from time to time as
changing conditions require.
(e)
Pay plan. The city manager shall recommend a pay plan to the council. The council shall
thereafter approve a pay plan. The rates of pay shall be based on the principle of equal pay for equal work and
variations in rates of pay shall be in proportion to substantial differences in the difficulty, responsibility, and
qualification requirements of the work performed. The pay plan adopted shall include a minimum and
maximum and such intermediate rates as may be desirable for each position. Subject to such schedule the pay of

employees shall be determined on the basis of efficiency and length of service. The pay plan may be amended
from time to time as circumstances require.
(f)
Other employment. The city manager may, subject to appropriate adjustment in schedule
compensation, permit any employee in the classified service to accept other employment not inconsistent with
his duties and to receive compensation for such employment.
(1937, Ch. 532, § 40; Res. No. 36, 7-9-63)
Sec. 43. Investigations into municipal affairs.
The council, the manager, or any person or committee authorized by the council by resolution, shall
have power to inquire into the conduct of any office or officer of the city and to make investigations as to
municipal affairs, and for that purpose may compel the production of books, papers and other evidence. Failure
to produce books, papers or other evidence as ordered under the provisions of this section shall constitute a
misdemeanor and shall be punishable by a fine not to exceed one hundred dollars ($100.00) or by imprisonment
not to exceed thirty (30) days, or both.
(1937, Ch. 532, § 41; Ord. No. 424, 5-2-60)
s. No. 1979-1, § 1, 1-8-79)

New Carrollton Charter: Duties of Mayor, Council, and Town Administrator
Mayor Carey,
The government of the City of New Carrollton is vested in a Mayor and a Council of five
members, all elected at large. The Mayor's duties are as set forth in the City Charter Sec. C-3
"Government of the City," subsection C "Mayor: powers and duties":
(1)

The Mayor shall be the Chief Executive Officer of the City and the head of the administrative
branch of the City government. As such, the Mayor shall be responsible for and direct the day-today operations of the City and shall supervise the activities of the various City officers and
department heads. Immediately after his/her election, the Mayor shall appoint the following, which
shall be subject to confirmation by the Council: The Chief of Police, the Director of Public Works,
the City Administrative Officer, and such other heads of all offices, departments, and agencies of
the City government as established by this Charter or by ordinance. All office, department and
agency heads shall serve at the pleasure of the Mayor and may be removed by the Mayor. All
subordinate officers and employees of the offices, departments and agencies of the City
government shall be appointed and removed by the Mayor in accordance with rules and
regulations in any personnel policies that may be adopted by the Council. The Mayor shall also
have the power to hire a City Attorney, either an individual or a firm, with the approval of the
Council. The City Attorney shall be an independent contractor of the City and not an employee.
(2)

The Mayor shall be responsible for enforcing the ordinances and carrying out the policies of the
City. The Mayor shall exercise such other powers and perform such other duties as are or may
be conferred and imposed upon him or her by this Charter, by the ordinances of the City and by
policy or directive of the Council. The Mayor shall be the Chief Financial Officer of the City. As
such, the Mayor shall have complete supervision over the financial administration of the City
government. The Mayor shall prepare or have prepared annually a budget and submit it to the
Council as provided for in § C-14. The Mayor shall supervise the administration of the budget as
adopted by Council. The Mayor shall supervise the disbursement of all monies and have control
over all expenditures to assure that budget appropriations are not exceeded. He or she shall be
recognized as the head of the City government for all ceremonial purposes, by the courts for
serving civil process and by the Governor of the State of Maryland for the purpose of military law.
(3)

The Mayor shall have the power to veto ordinances passed by the Council as provided in § C-10
of this Charter. The Mayor shall exercise the same veto powers over any resolution in the same
manner provided for the veto of ordinances. The Mayor shall provide to the Council such staff
assistance and such information concerning the administrative branch of the government as the
Council may require for the exercise of its legislative powers and duties. The Mayor or his or her

representative shall attend all public meetings of the Council. The Mayor may recommend to the
Council such measures for legislative action as he or she may deem to be in the best interests of
the City. The Mayor each year shall report to the Council the condition of municipal affairs and
make such recommendations as she or he deems proper for the public good and the welfare of
the City. The Mayor shall receive such salary or compensation as the Council shall fix, except
that no increase or decrease shall go into effect until approved by the voters at the next general
election. The Mayor shall not hold any other office of the municipal corporation during his or her
term of office. At the first meeting of each new Council, there shall be elected by the Council a
member to be designated as Mayor Pro Tem. In case of the temporary absence of the Mayor 1)
for a period of more than three (3) business days when the Mayor is unable to perform duties that
cannot await his/her return or cannot be performed by telephone or other type of communication,
or 2) due to the hospitalization or disability of the Mayor that would render him or her unable to
perform the duties of the office, the Mayor Pro Tem shall act as Mayor during such absence but
shall not have the authority to veto ordinances or appoint or remove appointees or employees,
yet shall retain voting privileges and legislative powers and duties as conferred and found in the
City Charter. If the hospitalization or disability of the Mayor extends beyond thirty (30) calendar
days, then, in that event, the Mayor Pro-Tem shall have the authority to veto ordinances and
appoint or remove employees throughout the term of the hospitalization or disability. When the
Mayor Pro-Tem is acting as Mayor beyond the above referenced thirty-day period, the Acting
Mayor shall not retain voting privileges.
The Council's duties are set forth in Sec. C-3.D:
Council: powers and duties. The Council shall be the legislative body of the City and shall
exercise such powers and perform such duties as are or may be conferred upon it by the
General Assembly, by this Charter, and by all ordinances, resolutions and policies of the City
consistent with the provisions of this Charter and not contrary to the Constitution and laws of the
State of Maryland or the power of the Mayor. The members of the Council shall receive such
salary or compensation as the Council shall fix, provided that any increase in salary or
compensation voted by the Council shall not go into effect until approved by the voters at the
next general election. At the first meeting of each new Council, the Council shall elect from
among its members a Chairperson and a Vice Chairperson. The Chairperson of the Council will
act as presiding officer during meetings of the Council, and will be responsible for approving the
content of City Council meeting agendas. The Vice Chairperson of the Council will act in the
capacity of Chairperson during the Chairperson's temporary absence. In the absence of the
Chairperson and Vice Chairperson, a Councilmember other than the Mayor Pro Tem and
Alternate Treasurer will act as presiding officer during meetings of the Council.
The City Administrative Officer's duties are set forth in City Charter, Sec. C-9 as follows:

B. City Administrative Officer's duties. The City Administrative Officer shall assist the Mayor in
the administration of the day to day management of City employees and City affairs as assigned
under this Charter or by direction of the Mayor. Under the authority and supervision of the
Mayor, the City Administrative Officer shall have the authority and shall be required to:
(1)
Maintain the City accounting system in such form as the Council may require, not contrary to
State law.
(2)
Have custody of all public moneys belonging to or under the control of the City, except for funds
under the control of any trustees, and have custody of all bonds and notes of the City.
(3)
Disburse City funds by checks duly signed by him or her for City payroll. The Mayor or the Mayor's
designee may sign payroll checks if the City Administrative Officer is unavailable for any reason.
(4)
Ensure that all taxable property within the City is assessed for taxation.
(5)
Collect all taxes, special assessments, license fees, liens and all other revenues of the City for
whose collection the City is responsible, and receive any funds receivable by the City.
(6)
Invest City funds in excess of those required of the immediate needs of the City. Such investment
shall be in the best interest of the City.
(7)
Prepare at the request of the Mayor an annual budget to be submitted by the Mayor to the City
Council.

I hope this helps.
Karen
Karen Ruff
Assistant City Administrative Officer
City of New Carrollton
6016 Princess Garden Parkway
New Carrollton, Maryland 20784-2898
Email: kruff@newcarrolltonmd.gov
Phone: (301)459-6100

Town of Bladensburg Charter Language
Section 202. The Office of Mayor
(a)
Selection and term. The Mayor of the Town is elected from the Town at large and
holds office for a term of four (4) years or until a successor is elected and sworn, whichever is
later. Before entering the office, the Mayor-elect shall take and subscribe to the oath of office as
provided in this Charter and shall take office on the first regular meeting after the Council
certifies the election.
The Mayor elected in 2017 holds office until a successor is elected, sworn, and takes office.
Beginning with the election in October, 2021, the Mayor-elect shall take office at the regular
council meeting in December and the term shall end at the regular meeting in December of the
final year of the term of office, or until a successor takes office, whichever is later.
(b)
Qualifications. The Mayor of the Town shall be at least thirty (30) years of age, a
citizen of the United States, a registered voter in the Town, and a resident within the limits of the
Town for a minimum of two (2) years prior to the date of filing of the Candidate Certificate, and
shall not hold any other elected public office during the term. A candidate for Mayor must
provide evidence of residency within the Town’s corporate limits, such as a mortgage, lease, tax
return or other government document. A Mayor-elect, or a Mayor while in office, who ceases to
possess any of the qualifications specified in this section, or is convicted, or pleads guilty or nolo
contendre to, a felony or misdemeanor, or a crime that involves moral turpitude or misfeasance
or malfeasance in office, for which the penalty may be incarceration in any penal institution,
shall immediately forfeit that office and a vacancy in the office shall exist.
A Mayor who appeals any such conviction shall be suspended immediately by operation of law
without pay or benefits from the elective office. During and for the period of such suspension,
the Town Council shall fill the vacancy by appointing a person to temporarily fill the elective
office. If the conviction becomes final, after judicial review or otherwise, such elected official
shall be removed from the elective office by operation of law and the office shall be deemed
vacant. If the conviction of the elected official is reversed or overturned, the elected official
shall be reinstated by operation of law to the elective office for the remainder, if any, of the
elective term of office, and all pay and benefits shall be restored.
(c)
Salary. The Mayor shall receive an annual salary as set from time to time by an
ordinance passed by the Council, provided that the change in salary does not take effect until
after the next regular election for Council Members in the Town.
(d)
Duties. The Mayor is recognized as the head of the Town government for all
ceremonial purposes and in states of emergency. The Mayor is a voting member of the Council
and shall preside at its meetings. The Mayor, following the approval of the Council, shall appoint
the heads of the departments of Town government. The Mayor serves as Chief Executive Officer
of the Council. The Mayor exercises other powers and performs other duties as are conferred and
imposed by law.

(E)
Mayor Pro Tem. The Mayor Pro Tem shall serve in the absence of the Mayor or
when the Mayor is unable or unwilling to serve. The Mayor Pro Tem shall be determined on a
seniority basis among Council members and shall serve for a fiscal year. The Mayor Pro Tem
position will not be held by any Council member who is under investigation or is not in good
standing at the time of appointment.
ARTICLE IV.
ADMINISTRATION
Section 401. Town Administrator
(a)
Selection and term. The Town Administrator is appointed by a majority vote of
the Council for an indefinite term. Before entering into his office, he/she shall take and subscribe
to the oath of office as provided in this Charter.
(b)
Qualifications. The Town Administrator is chosen on the basis of executive and
administrative qualifications with reference to knowledge of or experience with the duties of the
office, and shall furnish to the Town for approval a surety bond conditioned on the faithful
performance of duties. The bond premium is paid by the Town.
(c)
Ineligibility of Council Members. No member of the Council shall be appointed
to this office during the term for which the member was elected or within one year after the
expiration of the term.
(d)
Salary. The Town Administrator shall receive such compensation as the Council
fixes from time to time.
(e)
Powers and duties. The Town Administrator is the Chief Administrative Officer
of the Town and shall serve at the pleasure of the Council. The Town Administrator shall see that
all laws and ordinances are faithfully executed and perform other duties as required by the
Council that are not inconsistent with these laws. The Town Administrator may head more than
one department with the approval of the Council and shall be responsible to the Council for the
proper administration of all affairs of the Town. To this end, the Town Administrator shall:
(1)
Serve as the Personnel Officer of the Town and, in this capacity, formulate
personnel rules and regulations to be approved by the Council. The personnel rules and
regulations shall include a pay schedule for each position in the Town Service and a description
of the hiring, suspension, and removal of all employees. Department heads shall be
recommended by the Town Administrator for appointment by the Mayor with approval of the
Council. The Town Administrator shall inform the Council of any change in the status of career
service employees and may make recommendations as he/she feels necessary to implement the
personnel system.

(2)
Prepare the annual budget and submit it to the Council with a message
describing its important features. Administer the budget after adoption. Prepare and submit to the
Council at the end of the fiscal year an annual report.
(3)
Supervise the purchase of all goods for which funds are provided in the
budget; let contracts necessary for operation or maintenance of Town services for amounts as set
forth in Council resolutions; receive sealed bids for large purchases or contracts; present them to
the Council for approval, and advise the Council on the bids. No contract in excess of an amount
specified by the Council and no contract for new construction shall be let except by the Town
Council. No purchase shall be made, contract let or obligation incurred for any item or service
which exceeds the current budget appropriation without a supplemental appropriation by the
Council.
(4)
Have the power to award contracts and make purchases in case of
accident, disaster, or other circumstances creating a public emergency; provided that the Town
Administrator file promptly with the Council a certificate showing such emergency and the
necessity for such action, together with an itemized account of all expenditures.
(5)
Attend all meetings of the Town Council unless excused; take part in the
discussion of all matters before the Council; and report verbally or in writing to the Council at its
regular meeting the financial condition of the Town, all major administrative actions, and any
recommendations for Council action that would improve or maintain the good health, safety,
welfare, or administration of the Town. The Town Administrator may report such matters to the
Council more frequently than at each regular Council meeting.
(6)
Investigate the affairs of the Town or any Town department and report to
the Council any deficiencies. Investigate all complaints in relation to the administration of Town
government and in relation to service provided by the public utilities in the Town. Ensure the
faithful observance of all franchises, permits, and privileges granted by the Town.
(f)
Vacancy. Any vacancy in the office of Town Administrator shall be filled within
90 days after the effective date of such vacancy.

Town of Bladensburg, Maryland
POSITION DESCRIPTION

TITLE:

Town Administrator

DEPARTMENT:

Town Administrator

SUPERVISOR:

Town Council

DIRECT REPORTS:

Town Treasurer
Town Clerk
Director, Public Works
Chief of Police

STATUS:

Exempt

POSITION SUMMARY
The Town Administrator serves as the Chief Administrative Officer for the Town of
Bladensburg Government and is responsible and accountable for the effective planning,
organization, and direction of the overall administrative activities and operations of the
Town in accordance with the Town Charter; related State, County, and Town laws and
ordinances; and such directives, regulations, and policies as approved and adopted by
the Council. The Town Administrator ensures that all policy decisions of the Council are
implemented by the appropriate Town Government personnel.
The Town Administrator exercises direct administrative supervision over the Police
Department, Public Works Department, Office of the Treasurer, and Office of the Town
Clerk. The Town Administrator exercises indirect leadership and supervision over all
appointed employees of the Town Government.
The Town Administrator also serves as the Town’s personnel officer and economic
development officer. As the personnel, officer the Town Administrator is responsible for
ensuring the effective job performance of Town employees, the equitable and respectful
treatment of Town employees, and compliance with pertinent employment laws and
case law, including laws concerning equal employment opportunity and sexual
harassment. As the economic development officer, the role of the Town Administrator is
to attract and facilitate the development of new industries, businesses and services in
the Town for the purpose of expanding the economy of the community, providing local
employment opportunities, and strengthening the Town tax base.
The Town Administrator is appointed by the Council, receives administrative direction
from the Council, and serves at the will of the Council. Among the Town Administrator’s
authorities are the authority to appoint Town employees and to suspend, demote, and
terminate their employment pursuant to Town personnel policies and procedures; sign
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Town checks in order to effect payments for goods and services; and enter into
contracts and agreements for the Town.
The work of the Town Administrator is of paramount importance to the safe and effective
to the delivery of all Town programs and services and the economic well being of the
Town.
MAJOR JOB TASKS
1.

Directs, and participates in, with the Council, the development of goals,
objectives, and strategic and plans for the Town in order to best meet the
needs of the Town.

2.

Provides administrative staff support to the Council by such activities as
directing specific and comprehensive analyses of a wide range of municipal
policies and preparing and submitting to the Council monthly and annual reports
of financial and administrative activities.

3.

Directs the development, presentation, and administration of the Town
budget by preparing and overseeing the financial forecasting of the funding
needed for staffing, equipment, materials, and supplies; analyzing and preparing
recommendations on budget requests; conferring and consulting Department
Heads; monitoring revenues and expenditures; and recommending implementing
mid-year and other budget adjustments.

4.

Prepares for review and approval of the Council long-term plans for capital
improvements with plans for their financing in order to ensure the continued
effective delivery of Town services and programs.

5.

Directs the preparation and presentation of plans and specifications for
work that is directed be performed by the Council in order to obtain the
necessary approval and ensure the completion of the work.

6.

Oversees the management of the contracting and procurement of goods
and services by the Town in order to ensure the proper and lawful
establishment of agreements, that the Town makes best possible use of its
financial resources, and that the contractors meet the specifications.

7.

Oversees the management of grants awarded the Town Council and Town
Departments by external resources (e.g., Federal Government, State
Government) in order to ensure that the Town carries out its responsibilities and
the funds are used in a lawful manner.

8.

Administers special projects and programs related to the work of the Town
Government (e.g., disaster relief) by planning, organizing, and supervising the
related activities and by establishing and implementing the operating policies,
procedures, and performance standards.
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9.

Serves as the economic development officer for the Town in order to attract
and facilitate the development of new industries, businesses and services in the
Town for the purpose of expanding the economy of the community, providing
local employment opportunities, and strengthening the Town tax base by such
activities as assisting the Council in preparing strategic plans and initiating
economic development initiatives, compiling a community profile in order to
promote the Town, identifying the needs of the business community, serving as a
liaison to potential businesses, participating in regional economic planning
activities, and publishing information and literature that promotes and markets
the Town.

10.

Manages the delivery of service by the Department of Police, through the
Chief of Police, in order to ensure the adequate and lawful protection of life and
property; preservation of the public peace; enforcement of Town, County, and
State laws, regulations, codes, and ordinances; apprehension of law violators;
and prevention, detection, investigation, and reduction of crime; and partnering
with the community to resolve quality of life concerns and issues.

11.

Manages the delivery of service by the Department of Public Works, through
the Public Works Director, in order to ensure the timely and effective delivery of
public works services, including the repair and maintenance of roadways,
maintenance of roadway drains, trash and refuse collection and removal,
grounds and building maintenance, and light and heavy equipment operation.

12.

Manages the operations of the Office of the Town Clerk, through the Town
Clerk, in order to ensure the proper maintenance, dissemination, and disposal of
official Town records; use of the Town’s corporate seal; operation of the elections
process; administrative support of the Mayor and Council; and customer-friendly
treatment of visitors to Town Hall and of individuals who contact Town Hall
electronically or by telephone.

13.

Manages the operations of the Office of the Treasurer, through the Treasurer,
in order to ensure that the Town’s financial records are consistent with
professionally acceptable accounting and financial management standards (e.g.,
GASB) as well as established Town policies, procedures, and regulations and
that the receipt and distribution of Town funds, preparation of the annual budget,
and management of the payroll and employee benefits systems, liability
insurance programs, and the annual financial audit are administered properly.

14.

Serves as the Town Government’s personnel officer by appointing all Town
employees; establishing selection, promotion, grievance, performance appraisal,
disciplinary and other personnel policies and procedures; establishing a Town
code of conduct; managing the employee benefits programs; developing and
obtaining training for Town personnel; conducting compensation and
classification studies, policies and procedures; hearing and ruling on appeals to
disciplinary actions and performance appraisal ratings; and developing,
disseminating, and conducting training on a personnel policies and procedures
manual.
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15.

Examines, or causes to be examined, the conduct of any Department or
employee of the Town Government in order to ensure the proper and lawful
performance of his/her duties and responsibilities by inspecting pertinent Town
records and other documents, interviewing pertinent personnel, and taking or
recommending the appropriate actions pursuant to the Town’s personnel policies
and procedures manual.

16.

Ensures the implementation and adherence to the Town’s affirmative
action plan and Federal, State, and County equal employment opportunity
laws and guidelines for public employers and facilitates staff development on
such issues as diversity and creating a respectful working environment.

17.

Serves as the Town’s risk manager by overseeing and administering insurance
plans (e.g., health, property and casualty insurance, liability insurance, worker’s
compensation), safety programs, ensuring compliance with OSHA and County
State, and other Federal requirements and overseeing the implementation of new
requirements.

18.

Serves as the Town’s cable television administrator representative in order
to ensure the best possible use of this communication and documentation
resource and ensure its continued, effective operation.

19.

Identifies and recommends or implements new and more efficient methods
of operations within the Town Government, reviewing and approving the
recommendations for improved operations of direct reports.

20.

Reviews the policy recommendations of the Department Heads for
managing their areas of responsibility in order to approve, amend or disapprove
the recommendations.

21.

Oversees the preparation of amendments to the Town Charter and Town
Code and the periodic publication of the documents.

22.

Confers/speaks with Department Heads and other members of the
management staff of the Town concerning operational and administrative
problems and complaints, making the appropriate decisions or recommendations
to the Council for adoption.

23.

Promotes and maintains high morale in the Town Government by soliciting
input from subordinate personnel; setting standards for rewarding good
performance and maintaining proper discipline throughout the Town
Government; commending deserving personnel; and serving as a role model with
respect to productivity, integrity, adherence to standards, handling interpersonal
relations, and fitness and appearance.

24.

Responds to and resolves difficult and sensitive citizen and employee
inquiries and complaints, delegating formal investigations to the appropriate
personnel when appropriate, and ensuring that inquiries are fully addressed and
complaints fully and properly investigated.
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25.

Confers/speaks with residents, businesses, and other individuals, groups,
and outside agencies having an interest or potential interest in issues and
matters of Town concern in order to promote the Town, obtain and exchange
information, coordinate Town Government activities and programs, and interpret,
analyze, and explain Town policies, procedures, and programs.

26.

Prepares/directs the preparation of a variety of narrative and statistical
written reports in order to report on Town Government activities,
accomplishments, investigations, finances, and administrative activities and other
matters and summarize research conducted for the Council.

27.

Ensures that full and complete records of the conduct of his/her office and
staff are maintained pursuant to Town requirements and municipal government
best practices and provided to the Council as requested or directed.

28.

Supervises direct reports by approving leave; assigning work; monitoring work
flow and completion; instructing, coaching, training, and directing the personnel;
resolving complaints and grievances; counseling, disciplining, and rewarding and
recognizing the personnel; recommending and approving training; reviewing and
evaluating work products, methods, and procedures; and processing personnel
actions (e.g., selection, promotion, performance appraisals) in accordance with
the Town personnel manual and equal employment opportunity/sexual
harassment laws, principles, and practices.

29.

Conducts regular staff meetings in order to review work progress,
accomplishments, budgets, strategies, and plans for the Town.

30.

Develops and manages the budget for the Office of the Town Administrator
in order to ensure that the necessary supplies and equipment can be, and are,
purchased and that the related accounts receivable and payable processes are
handled properly.

31.

Keeps the Council informed of significant events, work accomplishments,
financial conditions, program progress, present and future needs of the Town,
and other critical information and events.

32.

Represents the Town Government in the community, at civic and business
meetings, at professional meetings, and on a variety of boards and commissions
in order to convey the interests and capabilities of the Town.

33.

Designates a Town employee to serve as Acting Town Administrator during
his/her absences.

34.

Attends training and other professional development activities and reads or
studies manuals, professional journals, court decisions, new or proposed
legislation, and other pertinent written material in order to train others and refresh
or acquire job-related skills.
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31.

Performs other tasks as prescribed by the Council in order to achieve the
goals and objectives of the Council and meet the needs of the Town of
Bladensburg.
MAJOR JOB REQUIREMENTS

Knowledge of:
1.

Principles and practices of municipal administration, organization, and economic
development functions and services.

2.

Current social, political, and economic trends and operating issues of municipal
governments.

3.

Organizational and management practices as applied to the analysis and
evaluation of programs, policies, and operational needs.

4.

Principles and practices of municipal government financial management and
budget preparation and administration.

5.

Principles and practices of organization, administration, management analysis,
personnel management, and risk management.

6.

Grants development, writing, and administration.

7.

Principles and practices on effective supervision, training, leadership, and
interpersonal communication.

8.

Research and reporting methods, techniques, and procedures.

9.

Principles of effective public relations and interrelationships with the community
groups and agencies, private businesses and firms, and County, State, and
Federal governments.

10.

Sources of information related to a broad range of municipal programs, services,
and administration.

11.

State of Maryland Code (Article 23A) and Prince George’s County Code
governing the operations of municipalities.

12.

Town Charter, Personnel Manual, and Town Code.

13.

State of Maryland, County, and Town statutes related to the responsibilities of
the Mayor, Town Council, Town Administrator, and Town Clerk.

14.

Responsibilities and operations of the Town Council.

15.

Mission and functions of Town Departments and Offices.
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Ability To:
16.

Provide effective leadership to and coordinate the activities of the Town
Government.

17.

Serve effectively as the administrative agent of the Council.

18.

Analyze problems, identify alternative solutions, project consequences of
proposed actions, and implement recommendations in support of goals to
improve operations, procedures, policies, and procedures.

19.

Administer a variety of Town programs, administrative, and budgetary activities.

20.

Develop, prepare, and administer a municipal budget.

21.

Develop, maintain, and use a network of contacts for the economic development
of the Town.

22.

Develop economic development strategies consistent with the goals of the
Council.

23.

Identify and respond to public and Council issues and concerns.

24.

Interpret and apply pertinent Federal, State, County, and Town policies,
procedures, laws, codes, and regulations.

25.

Negotiate appropriate solutions to conflicts, disputes, and problems.

26.

Negotiate contracts and agreements.

27.

Exercise creativity and initiative in resolving Town problems and issues and in
carrying out administrative responsibilities.

28.

Obtain cooperation through discussion and persuasion.

29.

Select, supervise, coach, train, and evaluate professional, technical, and support
personnel.

30.

Analyze, interpret, summarize, and present administrative and technical
information.

31.

Communicate orally and in writing.

32.

Give formal presentations to small and large groups.

33.

Establish and maintain cooperative working relationships with those individuals
and groups contacted in the course of the work including Town Council
members, Town Government personnel, elected officials and personnel of
neighboring jurisdictions, residents, property owners, business community
members, and the general public.
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Skilled in the operation of:
34.

Town-issued equipment and vehicles.

35.

Personal computer and job-related software.

36.

General office equipment.

Personal Characteristics:
37.

Is mission-focused and future-oriented, supporting innovative ways of solving
problems.

38.

Adapts well to new information, changing conditions, unexpected obstacles, and
frequent interruptions.

39.

Maintains stable job performance and emotional control when faced with
criticism, hostility, and other stressful conditions.

40.

Adheres to the ethics of public service.

41.

Handles several tasks or activities at the same time rapidly and in an organized
and disciplined manner, regardless of the distractions.

42.

Is enthusiastic about public service and wants to make a difference for others.

43.

Will perform one’s duties with compassion for others and without bias or
prejudice with respect to such characteristics of others as race, ethnicity, gender,
age, religion, nationality, and spoken language.

44.

Has the stamina to work long hours and under sometimes stressful conditions.

45.

Remains objective in dealing with varying learning styles and personalities in
training, supervisory, and leadership situations.
ESSENTIAL EQUIPMENT

Standard general office equipment, including photocopier, facsimile machine, electronic
and manual calculators, personal computer and the related software; and multi-line
telephone with voice mailboxes.
ESSENTIAL PHYSICAL DEMANDS
The Town Administrator must be able to work in a small office, and office complex, at a
desk, a computer workstation, filing cabinets, and bookshelves. In addition to moving
around the office complex, movement to the various other areas of the Town Hall
Building, Visitor’s Center, and Department of Public Works is required to attend
meetings. The Town Administrator must be capable of frequent transition between
these work areas.
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The Town Administrator must be able to function effectively in a general office
environment, including possessing the ability to place files in and retrieve files from a
four-drawer file cabinet and book shelves, grasp and lift light items (up to five pounds),
sit, reach, bend, twist, turn, and stoop. Sufficient manual dexterity is required to use a
computer keyboard and variety of calculating machines. Sufficient vision is required for
reading financial and other Town documents and accessing materials from a personal
computer. Sufficient speaking and hearing are required in order to communicate with
the staff and the public in person and on the telephone.
WORKING CONDITIONS
The Town Administrator primarily works weekdays and during regular business hours,
but may work at other times of the day and on weekends and holidays in order to
participate in, or represent the Town at, special Town, local area, and regional events
and activities and to assist in handling emergency situations.
The work of the Town Administrator is performed in a normal indoor office environment
and is not subject to unusual continuing work environment hazards. The Town
Administrator both works alone and with others. The non-physical demands of the
position include handling multiple projects simultaneously, frequent work interruptions,
and working closely with others as a member of a team.
APPLICATION REQUIREMENTS
1.
2.

3.
4.
5.

Bachelor’s degree from a regionally accredited college or university in public or
business administration or a closely related field.
Five years of senior management experience in a municipal government or
public agency involving responsibility for the planning, organization,
implementation, and supervision of service delivery programs and operations.
No pending disciplinary actions in his/her current place of employment.
Two most recent performance appraisal ratings of at least “Meets Expectations”
or the equivalent.
Able to pass a job-related background investigation.

Note: The job tasks and requirements listed above are intended only as illustrations of the
various types of work that may be performed. The omission of a specific statement of a duty or
requirement does not exclude the duty or requirement from the position if the work is similar or
related to the work of the position or is a logical assignment to the position.
This position description does not constitute an employment agreement between the Town and
the employee and is subject to change by the Town as the needs of the Town and the work and
requirements of the job change.
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City of Takoma Park — Duties of Deputy City Manager
Hi Len,
My job duties have changed significantly from the description used when I was hired, but here's
what I do as Deputy City Manager in Takoma Park:

•

•

•
•
•
•
•

•

•
•
•
•
•
•

Oversee and supervise the Finance, Human Resources, Information Systems and
Communications Departments (six direct reports); oversee Community Partnership
Council
Provide direct support to the City Manager and elected officials with policy issues,
constituent relations, and community engagement; draft and present policy and legislative
recommendations to Council
Attend and participate in weekly City Council meetings and in weekly agenda-setting
meetings with Mayor
Assist City Manager in directing the delivery of municipal services and operations by
coordinating work across departments and with outside agencies
Bonded Finance Officer responsible for development of annual Recommended Budget and
CIP, review and approval of all city purchases, and oversight of procurement processes
Manage major projects and initiatives as assigned by City Manager, including capital,
construction and economic development projects; serve as contract manager for projects
Develop and implement administrative procedures and policies; serve as organizational
effectiveness coordinator responsible for creating and convening work teams and
facilitating regular team meetings
Management of city legislative advocacy functions, including oversight of two contracted
lobbyists at the state and county levels; provide written and in-person testimony during
county and state legislative sessions
Primary liaison between Councilmembers, staff, and the City Attorney
Represent city as “Chief Negotiator” in collective bargaining negotiations with two labor
unions
Serve as City Manager’s designee in personnel hearings
Serve as city’s ADA Compliance Officer and Racial Equity Officer
Serve as staff liaison to Council-appointed boards and committees as required
Serve as Acting City Manager as necessary

Jason Damweber
Deputy City Manager
City of Takoma Park
301.891.7202

Cottage City

Town Manager Job Description
General Statement of Duties and Responsibilities:
Under the general direction of the Commission and supervision of the Chair, supervises and directs the administration of
all departments, Police Chief, Administration, Public Works, Registrar of Voters, Election Officers, Board of Appeals,
Committee and the Personnel Board. Under the approval from the commission will organize, reorganize, consolidate,
abolish or establish departments, commissions, boards, and offices under his/her supervision. Appoint, transfer, promote
or remove and compensate employees under his/her jurisdiction in accordance with the Approved Annual Budget,
Personnel Manual and or Town Charter and Town Ordinances. Maintain complete records of his/her office and make
reports to the Commission when requested. Advise and recommend to the Commission those needs, policies, programs
and actions he/she deems necessary or expedient. Maintain jurisdiction and responsibility for all Town property. Maintain
a purchasing function for the procurement of all supplies, materials, and equipment. Prosecute, defend and compromise
all litigation to be forwarded to the Town Attorney after notification to the Commission. Evaluate the effectiveness of
Departments and personnel reporting to him/her and take actions necessary to achieve optimum performance levels.
Make appointments to any board established by the Commission. Prepare the Annual Budget for the consideration of the
Commission. Prepare Agenda in coordination with the Commission Chairperson gathering all necessary Articles for
Town Meeting. Make any investigations deemed necessary and perform other such duties consistent with his office.
Seeks out funding authorized by the commission which include grant writing and project management for all government
and private entities for the betterment of the town
Specific Duties and Responsibilities
• Serve as the primary point of customer service contact for the Town of Cottage City, interfacing with residents,
other municipalities, Town employees and Town Commission.
• Act as liaison between the Town all community partnerships and businesses.
• Supervise the assistant clerk in his/her daily tasks.
• Answer telephone and manage the Town Hall email account.
• Provide all accounting work including processing payroll, pay bills, process red light camera citation, and
reconcile bank statements to keep in line with the annual budget.
• Maintain the electronic and hard filing system for all Town-related documents.
• Take and submit minutes of work sessions and town hall meetings.
• Collect and maintain an inventory of town property to include Public Works.
• Responsible for maintaining Town communication that include Town Cable Channel and Town Website and
other social media approved by the commission.
• Oversee the business license process, informing businesses of renewal, processing applications and sending out
business licenses.
• Calculate and send personal property tax levies for the Town.
• Assign project based work to town staff under his/her supervision
• Secure additional funding through grant writing and the project management.
• Other duties as assigned.
Qualifications and Entrance Requirements:
A Bachelor of Arts or Science degree in Public or Business Administration or related field from an accredited college or
university is required. A Masters Degree in Public Administration, Business Administration or related advanced degree
from an accredited college or university is preferred. Five years of progressively responsible experience as a town/city
administrator, assistant town/city administrator Town Department Head or related experience is required. Specific
experience in economic development, budgeting, financial management, grant writing - management and human resource
development is required. Extensive experience in email, electronic data usage, smart phones, social media and other
emerging technology is a must! Any equivalent combination of education and experience that demonstrates required
knowledge, skills, and abilities may be accepted. Experience and familiarity with Maryland laws would be a plus.

