
“The Mission of the City of Lakeside is to serve the citizens of our community with responsibility, transparency, 
integrity, and dedication”. 

In accordance with HB2560, the City of Lakeside, to extent reasonably possible, will make all meetings accessible remotely via 
Zoom and provide the opportunity for citizens to submit oral testimony during the meeting and written testimony by emailing 

cityhall@cityoflakeside.org by 4:00 p.m. on the day of each regularly scheduled council meeting. 

Zoom call in information: 
Meeting ID: 444-313-9923 

Numeric Password: 611328 
Regular phone users should dial into zoom at 408-638-0968 And then put 

in ID and Password when prompted by voice 

1 Call to Order 
2. Pledge of Allegiance
3. Roll Call

4. Resolution 2023-12; A Resolution adopting hiring criteria and policies for the City Recorder/Manager position.

The Lakeside City Council will meet in executive session under the following to consider applications for 
employment for the City Recorder/Manager position: 

5. Executive Session: ORS 192.660 (2)(a):  To consider employment of a public officer, employee, staff member
or individual agent.

This executive session will be held pursuant to ORS 192.660(2)(a), which permits the council to meet in executive session to 
consider the employment of a public officer, employee, staff member or individual agent. Representatives of the news media 
and designated staff will be permitted to attend the executive session. All other persons will not be permitted to attend the 
executive session. Representatives of the news media are specifically directed not to report on any of the deliberations 
during the executive session, except to state the general subject of the session as announced. No decision will be made 
during the executive session. 

6. Adjourn- Next meeting; December 14, 2023

The above meeting is open to the public. The Lakeside City Hall is handicapped-accessible. Lakeside is an Affirmative 
Action/Equal Opportunity Employer and complies with Section 804 of the Rehabilitation Act of 1973. All City Council 
Meetings are recorded and kept on audio media. 

PUBLIC NOTICE 
CITY COUNCIL SPECIAL MEETING WITH EXECUTIVE 

SESSION AGENDA TUESDAY NOVEMBER 21, 2023 @ 
5:15 pm.  

CITY COUNCIL CHAMBERS, 915 NORTH LAKE ROAD, 
  

mailto:cityhall@cityoflakeside.org


 

 

 

 

RESOLUTION 2023-12 
 

A RESOLUTION ADOPTING HIRING CRITERIA AND POLICIES FOR THE CITY 

RECORDER/MANAGER. 

WHEREAS, the City of Lakeside wishes to hire a Recorder/Manager; and 

WHEREAS, hiring criteria and policies should be adopted; and 

WHEREAS, the attached job description entitled exhibit A will be used as criteria for evaluating 

candidates for employment; and 

NOW, THEREFORE, BE IT RESOLVED, the Lakeside City Council formally adopts exhibit A 

entitled Job Description.    

 

PASSED and ADOPTED by the Lakeside City Council on this 21th day of November by a vote 

of _____________.  

 

APPROVED: 

 

_______________________________    

Sherry Kinsey, Mayor                       

 

Attest by: 

 

______________________________ 

Melissa Bethel, City Recorder/Manager 



Exhibit A 

City Recorder/Manager Job Description 
 
PURPOSE OF POSITION:   Performs as the administrative head of the City government 

and administers day-to-day operations of the City; plans, organizes, and directs the 
financial, accounting, and personnel systems; maintains all financial and official records of 

the City.  
 
ESSENTIAL JOB FUNCTIONS:  
 

• Performs specialized administrative work involving the recording of City Council 
meetings, and custody of official City records.  Processes and signs official 

documents of the City.  Researches and presents information to the Council, assists 
in deliberations and facilitates decisions.  Attends all meetings of the City Council. 

 

• Maintains financial accounting system consistent with accepted municipal 
accounting principles and practices to provide adequate revenue, expenditure and 

statistical data for management purposes and to meet statutory requirements; 
supervises accounts payable/receivable, receipt/disbursement of monies, investment 

of city funds and transfer of funds; prepares documents for annual and periodic 
audits. 

 

• Maintains confidentiality of all sensitive materials and information.  
 

• Prepares ordinances and resolutions, subject to City Attorney review, and 
administers provisions of all ordinances to the satisfaction of the Council. 

 

• Keeps Council advised of the affairs and needs of the City; presents departmental 

issues and recommendations requiring policy directions or amendments. 
 

• Supervises and evaluates all personnel to effectively train, motivate, and promote a 
high degree of morale and efficiency; appoint, discipline, and remove City employees 
except appointees of the Mayor and Council; act as facilitator, liaison, and 

coordinator to define employee policy, guidelines, and procedures for the City. 
 

• Responsible for all recording, filing, and maintenance of City records, including 
deeds, easements, bonds, contracts, ordinances, resolutions, leases, and any other 

legal records or documents; supervise terms of franchises, leases, contracts, permits 

and privileges granted by the City. 

 

• Prepares and presents annual City budget; provides budget data including projected 
revenue and expenditure forecasts; ensures all budget notification requirements are 

met; attends budget meetings as the City’s Budget Officer; monitors all department 
expenditures in relationship to approved budget; implements adopted City budget in 

accordance with state statutes; establishes controls and programs to ensure the 
financial integrity of the City. 

 



Exhibit A 

• Prepares and maintain personnel and payroll records and reports; maintains and 
processes worker’s compensation, unemployment, insurance and other fringe benefit 

records.   
 

• Serve as City Elections Officer performing duties as specified by Oregon’s Elections 
laws with respect to elections, including referendum and initiative petitions, 

candidates for City offices, political parties reporting requirements, measures and tax 
levy elections.  

 

• Receives citizen’s requests; communicates with, responds to, and resolves 
complaints, conflicts, and questions from citizens, customers, public and private 

agencies, and staff as it relates to City business.   
 

• Maintains professional and up-to-date official City presence on the internet. 
 

• Represents the City on local, regional or state level committees, groups and 
organizations; seeks to promote Lakeside positively at all opportunities while 

maintaining strong partnerships. 
 

• Performs other related duties as Council directs, consistent with the City Charter. 

 


