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Management and Finance
City of Portland Chief Administrative Oﬃcer

Message from the CAO
By Kenneth L. Rust

Succession planning and workforce diversity are two of
my key strategic priorities over the coming years for the
Oﬃce of Management and Finance. The City of Portland,
like many large public and private employers, will see an
upcoming retirement wave among our employees over the
next three to ﬁve years. For OMF, this brings with it the
challenge of ensuring that we have created opportunities for
our employees to develop key leadership skills, and brings the
opportunity to further diversify our organization and work
teams.
In 2007, I began an initiative to create succession and
workforce development plans throughout OMF. Human
Resources, one of the bureaus within OMF, created a
workforce development workbook that can be used by any
City bureau. We are using these resources, along with the
creative eﬀorts of our employees and managers, to develop
strategies to support our succession planning eﬀorts.
To employees of OMF, please take time to review the
sections within this report to become familiar with the variety
of services, functions and job classiﬁcations throughout our
organization. We need you to look for opportunities to
expand your skills and to assist in recruiting others to join us
in our work.
To individuals considering a career with the City of
Portland, Oﬃce of Management and Finance, please
take a closer look at the career opportunities within our
organization. Many job applicants look for fulﬁlling work,
an opportunity to use a variety of skills in a fast-paced
environment, stable compensation and excellent beneﬁts, a
supportive and inclusive work environment, and a chance to
grow and develop – you will ﬁnd all of that and more in a
career with our organization.

OMF Retirement Wave
Employees by age

Ken
nnetth Rust reeviews projecct objectives.

How We’re Organized
Oﬃce of Management
and Finance

Business
Operations
Financial
Services
Human
Resources

Internal Business
Services
Revenue

Technology
Services

The 660-plus employees of the Oﬃce of
Management and Finance work in one
of six areas.
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What We Do

What We Are Looking For

The Chief Administrative Oﬃcer (CAO) is responsible
The Oﬃce of Management and Finance seeks to
for overseeing the bureaus and divisions that comprise the
have employees with the following abilities:
Oﬃce of Management and Finance (OMF), for directing
Communication
the centralized administrative functions and for providing
Ability to listen to others and summarize their
accurate and timely analysis and recommendations to City
views; ability to work with divergent views to gain
Council on a range of civic issues.
agreements.
The CAO leads several innovative eﬀorts to improve service
delivery throughout
Cultural
OMF. Customer
Competency
service initiatives
Ability to develop
include customer
eﬀective working
service training,
relationships with diverse
business process
people; ability to serve
improvements,
diverse populations.
customer service
improvement plans,
Customer Service
customer surveys
Ability to deliver service
and a benchmarking
that exceeds customers’
study to track
expectations; ability to
key performance
mediate conﬂicts.
indicators.
Innovation
The CAO also
Ability to continuously
directs citywide
improve work processes;
projects designed
ability to propose wellto replace and
researched options and
improve major
Steve
Manton
(third
fr
om
left
)
explains
upcoming
City
Council
alternatives.
business systems
policy
actions
to
graduate
students
visiting
during
a
job
shadow
day.
for the City. The
Leadership
Enterprise Business
Ability to contribute to
Solution project is replacing an aging mainframe system with
and lead work teams; ability to train and mentor
a modern enterprise resource planning system for ﬁnancial
others.
and human resources. It incorporates business process
improvements in those functional areas.
Sustainability
The Public Safety Systems Revitalization Project (PSSRP)
Ability to incorporate technology or adapt work
is replacing and/or enhancing several of the main public
processes to lessen the impact on the natural
safety information systems such as dispatch, police data
environment.
systems, radio communications, emergency operations center
Technical
communications and ﬁre data systems.
Ability to apply new technologies (software,
The CAO also leads succession planning, sustainability and
equipment) to improve business practices.
labor-management collaboration initiatives at the direction
of City Council.

Training and Support
The Oﬃce of Management and Finance supports these new
strategies to train, develop and retain employees:
• Support City training opportunities to provide
employees with opportunities to develop new skills.
• Ensure that OMF bureaus are represented in the City’s
expanded Cooperative Leadership Institute.
• Encourage employee participation in professional
associations.
• Encourage partnerships with professional associations to
provide specialized training opportunities.
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Attracting New
Employees

The Oﬃce of Management and Finance supports
these strategies to attract new employees:
• Support the organization’s participation in the
annual Citywide Job Fair.
• Direct staﬀ to develop partnerships with
higher education and conduct follow up
activities such as an OMF-wide job shadow
day, career fairs and classroom guest speakers.
• Support enhanced recruitment marketing
activities, particularly those designed to reach
a diverse audience.
• Serve as a liaison to community, business and
professional organizations.

Business Operations
City of Portland Oﬃce of Management andFinance

What We Do
The employees who work in the Business Operations Division are responsible for providing management and
budget oversight, policy planning, project management and communication services for the bureaus and divisions
that comprise the Oﬃce of Management and Finance.
Business Operations Division staﬀ oversees the entire OMF budget, totaling more than $200 million across 17
separate funds. They develop and administer budgets, create internal rates, develop capital plans, prepare ﬁnancial
plans, provide accounting services, and analyze ﬁnancial, management and policy impacts of management decisions.
Financial and management analysts are involved in wide-reaching special projects at the request of the Chief
Administrative Oﬃcer, other bureau directors and City Council. These projects require analyzing and evaluating
the ﬁnancial and operational impacts of a new program
or business practice. Examples of this work include
analysis for the Public Safety Systems Revitalization
Project to upgrade the region’s public safety
communications systems, for the Enterprise Business
Solution project to replace the City’s ﬁnancial and
human resources systems, and for the City’s emergency
operations and preparedness facilities and functions.
Employees provide website services, public
information and internal communications, as well
as employee recognition, diversity and aﬃrmative
action programs, and medical leave and timekeeping
administration for the various work units within OMF.
Business Operations personnel also provide
accounting services to support internal service providers
such as ﬂeet and facilities and maintain eﬀective
working relationships with staﬀ from other bureaus that
provide direct services such as public safety, utilities,
Tom Feely, Lisa Shaw and Andrew Scott discuss project options.
parks and transportation.
The division measures its performance based on the
accuracy, thoroughness and timeliness of projects
How We’re Organized
completed, as well as feedback on overall customer
satisfaction.
Business Operations
Division Manager
Financial
Services
Management
Services
Communications
Web Services
Policy
Development

The 27 employees in Business
Operations work in one of four service
areas.

Christy Owen reviews fleet charges.

3

The Leading Edge
Business Operations Division personnel are retooling several business
practices to better serve their internal customers, and are considering
new policies and practices to better serve both internal customers and the
public.
Employees are assigned projects to research and analyze the ﬁnancial and
budget issues involved in implementing decisions that are currently under
consideration by the City Council. These policy questions range from
determining whether a service is provided publicly or privately, creating
a new bureau or function, creating new City policies or work rules and
dividing service delivery responsibilities among various government
jurisdictions.
Billing services are being re-designed to provide better ﬁnancial
management
information to
customers, as
well as support
a new ﬁnancial
management
software system
that the City is
implementing.
The new tools will
give customers
the ability to view
detailed billing
data – from work
order, to invoice,
to budget journal
entry – within a
single electronic
Larry Nelson studies license fees with revenue staff.
portal, rather
than requesting
documentation to be pulled and matched to each transaction.
The new ﬁnancial system also supports an electronic document
management and approval system for work orders to speed up the
accuracy and timeliness of these multiple-approval transactions.
In addition, Business Operations staﬀ performed key roles in leading the
diversity, aﬃrmative action and equal employment opportunity programs
supported throughout the Oﬃce of Management and Finance work units.
These programs support the City Council’s goal of ensuring that City
employees and work units, and the managers who lead them, are reﬂective
of the diversity of the City.

Job Opportunities
The Business Operations Division
has employees in the following job
classiﬁcations:
Accountant
Financial Analyst
Management Analyst
Policy Analyst
Administrative Assistant
Oﬃce Support Specialist
Business Operations Manager

Attracting New
Employees
The Business Operations Division
supports these new strategies to
attract new employees:
• Review the current job
classiﬁcation speciﬁcations and
revise as needed to incorporate
skill areas that will be changing
due to implementation of new
business practices.
• Conduct expanded recruitment
marketing using web-based job
posting sites.
• Expand the internship program.
• Participate in job shadow
initiatives with local universities
with business administration
and public administration
programs.
• Organize OMF’s participation
in the Citywide Job Fair.

Training and Support
The Business Operations Division supports these new strategies to train,
develop and retain its employees:
• Conduct internal job shadowing/mentoring activities between ﬁnancial
and management analysts in the centralized oﬃce and ﬁnancial and
management staﬀ in operating bureaus.
• Participate in the City’s expanded Cooperative Leadership Institute to
develop leadership and management skills in a cross-bureau learning
group.
• Conduct an all-day staﬀ retreat for information sharing and strategic
planning.
• Encourage employees to take advantage of training opportunities.
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Janice Young reviews charges
at the fleet parts store.

Financial Services
City of Portland Oﬃce of Management and Finance

What We Do
The employees who work in the
Bureau of Financial Services provide
ﬁnancial management services to the
City, including ﬁnancial reporting and
planning, investments, debt issuance,
accounting, payroll, management of
the City budget process and grants
management.
They also implement initiatives
from the Chief Administrative
Oﬃcer and City Council, such as
the Enterprise Business Solution
project. The Enterprise Business
Solution project was created to replace
the City’s outdated ﬁnancial and
human resources/payroll software
with an integrated, enterprise software
system. The project is also tasked with
implementing standardized business
processes that improve ﬁnancial
controls.
The Bureau of Financial Services
operates three key program areas:
Accounting, Financial Planning and
Treasury/Debt Management.

Accounting
The Accounting Division is
responsible to identify, track and report
on the ﬁnancial condition and results of
City operations. They prepare ﬁnancial
statements and reports (including
the Comprehensive Annual Financial
Report), maintain accounting records
and conduct accounts receivable,
accounts payable and payroll functions.
In addition, they develop and
implement City accounting policies,
Mary Jane Todd shows Vivian Andaur how to access financial transaction details.
procedures and internal controls, and
monitor activities for compliance with
legal and regulatory requirements and mandates.

Financial Planning
The Financial Planning Division oversees all aspects of the City budget, under the direction of the Mayor and
City Council. They develop the annual budget, analyze budget requests, monitor the budget, administer all grants
and provide guidance to ensure the long-range ﬁnancial health of the City. The division develops and maintains
an electronic budget center as a resource for budget tools, timelines and information to City employees as well as
the public. Economists and ﬁnancial analysts in the division monitor economic trends, provide ﬁnancial forecasts
and develop ﬁnancial plans. The division is also responsible to develop and monitor compliance with the City’s
comprehensive ﬁnancial management policies and procedures.
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Treasury/Debt
Management
The Treasury Division
administers the City’s
investment program to preserve
principal, provide liquidity
and maximize returns. They
provide banking and cash
management services to City
bureaus, manage receipt and
custody of all cash, manage the
deferred compensation program
and provide bus pass sales and
passport services.
The Debt Management
Division issues bonds, notes
and lines of credit for or on
behalf of City bureaus and
the Portland Development
Commission. They manage
relationships with bond
rating agencies, insurers and
investors; provide technical
assistance on new ﬁnancial
proposals; maintain data on
City borrowings; ensure timely
ﬁling of disclosure documents;
and manage compliance for the
City’s tax-exempt bond issues.
The Bureau of Financial
Services measures its
performance based on the
accuracy of ﬁnancial forecasts,
maintenance of the City’s bond
rating and number of grant
audit ﬁndings.

How We’re Organized
Bureau of
Financial Services
Accounting
Financial
Planning
Treasury/
Debt Management

The 60 employees in the Bureau of Financial
Services work in one of three program areas.
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Phillis Pace assists a customer submitting forms for a passport application.

The Leading Edge
The Bureau of Financial Services is implementing initiatives
designed to demonstrate best practices, engage community
stakeholders and educate City employees on ﬁnancial matters.
Best Practices
Recognition
Both the Accounting Division and the Financial Planning
Division of Financial Services received awards for excellence from
the Government Finance Oﬃcers Association (GFOA) annually
over the past two decades. The awards are given in recognition
of meeting or exceeding industry standards in accountability. In
addition, the current and prior Chief Administrative Oﬃcer for
the City both served as national presidents of GFOA.
Enterprise Software
The Bureau of Financial Services leads the City’s
implementation of new ﬁnancial software and standardized
ﬁnancial processes. The Enterprise Business Solution project
was created with Citywide bureau support and involvement, and
the Chief Financial Oﬃcer serves as the project sponsor. The
ﬁnancial system was implemented in November 2008 and is
designed to improve the access, accountability and functionality
of the City’s ﬁnancial systems. The human resources/payroll
system will be implemented in 2009.
Grants Management
With the implementation of enterprise software, the Bureau
of Financial Services separated grant funds from the City
bureau operating funds so they can be managed and analyzed
individually or in total. This improves management processes of
grant funds and provides better management information reports
to City managers as well as community budget advisors.

Engaging Stakeholders
Community Budget Advisors & Online Information
The Bureau of Financial Services manages the City budget
development process at the direction of the City Council.
Employees in Financial Planning welcome and provide brieﬁngs
to community budget advisors who serve with the Council in
reviewing the City budget and issuing recommendations. In
addition, staﬀ posts the budget calendar, the budget analysis
and the adopted City budget online. The Accounting Division
also posts the full Comprehensive Annual Financial Report
(CAFR) online for public review.
Community Budget Workshops
The Financial Planning Division guides the community
involvement activities for the development of the annual City
budget. These activities are tailored to the speciﬁc ﬁnancial
decisions to be made each year and can include a community
survey to prioritize budget requests and service reduction
packages, presentations to neighborhood and business
organizations, and a series of budget workshops for citizens to
provide feedback at the various stages of budget development.
Community Recruitment Fairs
All divisions in the Bureau of Financial Services participate
in recruitment fairs to market City employment opportunities
to prospective job applicants. Speciﬁcally, the Accounting
Division maintains an active recruitment eﬀort to attract people
with accounting experience and education to consider careers
with the City of Portland.

Elsa Kaufman trains other City employees to enter
data in the new timekeeping and payroll system.

Communicating with Employees
Below: Community members gather and share their
Employee Financial Fairs
ideas with financial planners and elected officials at a
The Treasury Division, as the administrator of the City’s deferred
community budget workshop.
compensation program,
organizes and conducts
ﬁnancial fairs for all City
employees. Employees are
invited to attend the fair to
meet with representatives
from lending, investment
and ﬁnancial planning
ﬁrms to obtain information
so they can make better
informed ﬁnancial and
investment decisions.
Employee Home Buyer
Seminars
In addition to the
ﬁnancial fairs, the Treasury
Division organizes home
buyer seminars for City
employees. Employees are
invited to attend to meet with lenders who provide programs and
assistance for home buyers.
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Attracting New Employees
The Bureau of Financial Services supports the following
strategies to attract new employees.
• Encourage the use of employee personal networks to
recruit applicants.
• Participate in outreach and recruitment activities such
as job fairs and OMF Job Shadow Day.
• Oﬀer ﬂexible schedules options like job-sharing or
telecommuting.
• Market the City’s excellent beneﬁts package with
features such as pro-rated beneﬁts for part-time
employees, discounts for mass transit and availability
of on-site child care.
• Pair new employees with current employees to
establish positive connections.
• Oﬀer extended training and cross-training options
that enhance a career path.
• Use memberships in professional organizations for
networking and recruitment.

Training and Support
The Bureau of Financial Services supports the following
strategies to train, develop and retain its employees:
• Support participation in professional associations
such as the Government Finance Oﬃcers
Association.
• Develop better career ladders for employees through
enhanced performance management tools.
• Support a culture that encourages promotion from
within the organization.
• Develop good “life-balance” opportunities
for employees by encouraging options for
telecommuting or job sharing.
• Recommend that the City implement longevity or
performance pay for high performing employees
who have been at top of salary range.
• Recommend that the City oﬀer creative wellness
programs that encourage participation in
preventative health activities such as partial payment
of annual deductible.

Yung Ouyang shares information with a prospective job
applicant while working a booth at a career fair.

Job Opportunities
The Bureau of Financial Services
has employees in the following job
classiﬁcations:
Accountant
Accounting Compliance Manager
Accounting Policy Manager
Accounting Supervisor
Accounting Technician
Assistant Systems Accountant
Systems Accountant
Program Coordinator
Financial Analyst
Financial Planning Division Manager
Oﬃce Support Specialist
Senior Administrative Specialist
Policy Analyst
Debt Analyst
City Economist
City Treasurer
Controller
Debt Manager
Senior Economist
Chief Financial Oﬃcer
Jennifer Sims and Bruce Theurer map out the steps to
complete the post go-live support plan as part of the Enterprise
Business Solution project.
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Human
Resources
City of Portland Oﬃce of Management andFinance
What We Do
The employees in the Bureau of Human Resources provide a full range of human resources services for all
City employees. The role of the Bureau of Human Resources is to provide leadership and expertise in attracting,
developing and sustaining a diverse workforce committed to quality public service.
Staﬀ works with employees and managers to build a workforce that reﬂects the City of Portland’s commitment to
excellence, diversity and accountability. The Bureau is organized in seven functional areas.

Employment and Development
Employees in this unit work with hiring managers and supervisors to manage and implement recruitments. They
provide expertise on testing procedures, create recruitment and selection policies and procedures, and coordinate
citywide training programs.

Labor Relations
Labor Relations negotiates collective bargaining agreements and advises, counsels and trains staﬀ and
management on issues related to interpreting and administering City labor contracts. In addition, staﬀ provides
information on employment-related regulatory requirements, problem-solving techniques, grievance adjustments,
discipline, layoﬀ and termination policies and procedures.

Benefits/Wellness
Employees in this unit
administer the citywide employee
health care beneﬁts and wellness
functions, including the annual
beneﬁts open enrollment process.
Staﬀ works with employees,
retirees, and COBRA-eligible
individuals by providing
guidance and assistance related
to health, dental, and vision
insurance, medical and dependent
reimbursement plans, employee
assistance program, longterm disability, employee and
dependent life insurance, and
wellness activities.

Diversity
Development/
Affirmative Action
The Diversity Development/
Joseph Wahl and Director Yvonne Deckard review plans to streamline the City’s
Aﬃrmative Action Oﬃce supports
recruitment process.
the development of a diverse work
force, oversees the creation of an
inclusive work place culture and ensures compliance with state and federal laws, regulations and guidelines regarding
aﬃrmative action and equal employment opportunity.

Classification and Compensation
Employees in this unit develop and manage the classiﬁcation speciﬁcations and compensation plan and oversee
the development of the City’s performance appraisal system. Classiﬁcation and Compensation staﬀ conducts
periodic classiﬁcation and compensation studies for employee groups, performs job audits of individual positions,
classiﬁes new positions, establishes new classiﬁcations, and recommends new compensation and classiﬁcation
policies.
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Site Teams
The Site Teams provide
bureaus with centralized human
resources services and ensure
compliance with citywide
human resources administrative
rules, procedures and collective
bargaining agreements. They
deliver core human resources
services focusing primarily on
applicant selection, contract
administration, diversity
development, aﬃrmative action,
performance management,
initial grievance consultation,
classiﬁcation issues and employee
relations.
Recruitments for City positions are advertised on-line as well as in paper forms.
Above, forms are displayed in the lobby of the Portland Building.

Administration/Support
Services
This unit manages central human
resources, maintains personnel records,
manages the health fund budget, and
provides internal communication with
employees and bureau timekeepers on human
resources related issues and concerns. They
manage the Bureau of Human Resources
budget as well as the college work-study
program, child development center and preemployment medical contracts.
In addition to its core functions, the
Bureau of Human Resources convenes and/
or facilitates a number of city-community
programs such as the annual Citywide Job
Fair, the annual Diversity Development
Conference, the college work-study program
and the Summer Youth Employment
Program.
The Bureau of Human Resources uses
many factors to measure its eﬀectiveness and
performance, including:
• classiﬁcation actions and appeals
• complaints and investigations
• training hours, sessions, and types
conducted and/or coordinated
• applications received
• turnaround time for completion of
recruitments
• diversity of applicants per recruitment
• layoﬀ and redeployment statistics
• grievances, mediations, disciplinary
actions, and settlements
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How We’re Organized
Human Resources
Employment &
Development

Labor Relations
Beneﬁts/
Wellness
Diversity Dev./
Aﬃrmative Action
Classiﬁcation &
Compensation
Site Teams
Admin./
Support Svcs.

The 68 employees in the Bureau of Human
Resources work in one of seven program areas.

The Leading Edge

The Bureau of Human Resources identiﬁes and implements industry best practices and innovative solutions to
meet the human resources needs of the City.

Employee Wellness
The City provides wellness programs and activities designed to contribute to a healthy life style for retirees,
employees and their
families and to ensure
health care cost
containment. The Beneﬁts
oﬃce has streamlined the
annual open enrollment
campaign through an
automated online process.

Cultural
Competency
Training Programs
The City established
mandatory Cultural
Competency Training for
Managers and Supervisors
as well as the Cultural
Competency Management
Certiﬁcate Program and
Cultural Competency
for Employees in order
to provide managers,
supervisors, and employees
with the knowledge and
skills required to work
more eﬀectively in diverse
multicultural workgroups.

City Training
Opportunities
The Bureau of Human Resources develops and oﬀers training opportunities based on state and federal laws and
industry best practices including leadership skills for managers and supervisors and courses on harassment and
workplace violence. The Diversity Development/Aﬃrmative Action Oﬃce continues mandatory training for all
City employees on Human Resources Administrative Rule 2.02 – Prohibition Against Workplace Harassment,
Discrimination, and Retaliation.
Above: City employees enjoy recent
improvements to the fitness center in the
Portland Building. Ease of access to fitness
facilities is a key factor to promoting employee
wellness. Since 2007, the City has provided
access free of charge to employees.
Left: Lisa Turner schedules a meeting at the
front desk of the Bureau of Human Resources.
The Bureau serves City employees as well as job
applicants.
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Streamlined Recruitment
To attract better qualiﬁed applicants and improve the City’s ability to hire in a timely manner, BHR is reengineering the recruitment process and continues to employ innovative marketing and recruitment strategies. In
order to ensure that bureaus have the greatest ﬂexibility to meet their workforce needs, a variety of recruitment
options are available.

Unified Collective Bargaining Strategy
The City has adopted a collective bargaining strategy to negotiate all labor agreements simultaneously. This will
allow for greater consistency concerning working conditions as well as for capturing budgetary eﬃciencies citywide.

Community Partnerships
To foster a truly diverse workforce, the Bureau of Human Resources sponsors and co-hosts an annual Diversity
Conference with other local jurisdictions. The Bureau also sponsors and coordinates a Citywide Job Fair that
draws several thousand potential job applicants each year. Bureau managers encourage employee participation in
numerous City-led or community-based committees or activities such as committees on disability issues, traumatic
event assistance, diversity, and the Adopt-A-Class program.

Customer Service
The Bureau of Human Resources has several initiatives designed to improve overall customer service to the
bureaus they serve. For direct service to employees and hiring managers, the City developed a Site Team service
delivery model that places human resources staﬀ directly into customer bureaus. The model is designed to make
these human resources professionals true business partners with the bureaus they serve. In addition, to deal with
the increased federal and state requirements governing employee leave time, the Bureau recently received budget
authority to add a City family medical leave coordinator.
In the policy arena, the Bureau of Human Resources conducts an annual review of the human resources
administrative rules in order to maintain the consistent implementation of policies and best practices. The proposed
changes to these rules are posted online for employee comment. The Bureau of Human Resources has also built
a compensation plan that is administered consistently across the City but remains ﬂexible to customer bureaus’
changing business needs.

Jarvez Hall
(center) speaks
with students
and teachers at
a high school
career and
higher education
fair.
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Training and Support
The Bureau of Human Resource supports these strategies to train, develop, and retain its employees:
• Seek opportunities to provide more options and resources to facilitate ﬂexible work schedules, job shares, or
compressed work week to promote better work-life balance.
• Foster an internal culture that encourages employees to look at advancement opportunities.
• Support activities for employees that strengthen relationships and contribute to good employee morale.
• Support increased opportunities for participation in work-related activities like planning the job fairs and
diversity conference.
• Conduct training programs, employee awards, and recognition ceremonies.
• Seek resources to reinstate tuition reimbursement for continued education opportunities.
• Provide opportunities to participate in the International Public Management Association for Human
Resources certiﬁcation program or other similar certiﬁcation programs.
• Seek resources to provide paid memberships for professional organizations to encourage employee
development.
• Enhance the Performance Evaluation section focused on professional development goals, activities, and
opportunities.
• Develop bureau practices that enhance opportunities for mentorships, cross-training, increased
communications, and interactions between functional units.
• Arrange employee “ﬁeld trips” to other City bureaus to give human resources employees better insight into
other bureau operations.

Attracting New
Employees

The Bureau of Human Resources recruits job fair participation
from other City bureaus. Faith Pierce (right) from the Bureau of
Technology Services speaks with a prospective job applicant at a college
career fair.

The Bureau of Human Resources supports
these strategies to attract new employees:
• Market the Bureau of Human Resources
within and to human resources
professional organizations (such as
the Society for Human Resources
Management), at both local and national
chapters.
• Provide employees opportunities
for membership to human resources
professional organizations. This
is a valuable tool both for posting
recruitments in order to attract high
quality applicants, as well as showing
support for professional membership,
which could also attract high quality
applicants.
• Increase networking opportunities with
other public sector jurisdictions to
develop relationships and knowledge
of experienced personnel who could be
recruited for positions with the City.
• Establish relationships with the Portland
State University human resources
certiﬁcation and degree programs to
develop a base for recruitment and
referrals.
• Use recruitments to market the City’s
excellent beneﬁts package.
• Provide workshops on resume writing
and how to apply to the City to help
applicants tailor their materials for a
particular recruitment.
13

Job Opportunities
The Bureau of Human Resources has employees in
the following job classiﬁcations:
Administrative Specialist, Senior
Administrative Supervisor
Aﬃrmative Action/Diversity Manager
Assistant Program Specialist
Beneﬁts Analyst
Beneﬁts Supervisor
Business Operations Manager
Classiﬁcation/Compensation Analyst, Senior
Classiﬁcation/Compensation Coordinator
Classiﬁcation/Compensation Manager
EEO Investigator
Employment & Development Coordinator
Employment & Development Manager
Director’s Executive Assistant
Human Resources Analyst
Human Resources Analyst, Senior
Human Resources Assistant Director
Human Resources Coordinator
Human Resources Director
Human Resources Site Team Manager
Human Resources Technician
Labor Relations Coordinator
Labor/Employee Relations Manager
Management Analyst
Oﬃce Support Specialist
Program Coordinator
Program Manager
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Above: Lynda Lewis (left) and Sarah Keele discuss a contract
and administrative rule interpretation for one of the bureaus in
their Site Team.
Below: Mary Strayhand (left) spends the afternoon with a
graduate student as part of the OMF Job Shadow Day.

Internal Business Services

City of Portland Oﬃce of Management andFinance

What We Do
The employees who
work in the Bureau of
Internal Business Services
are responsible for
providing facilities, ﬂeet,
printing and distribution,
purchasing and risk
management services for
the City. In all of these
subject areas, employees
provide accurate, timely
and thorough analysis to
City managers as well as
the City Council.
With its mix of facilities
and management
expertise, the Bureau
of Internal Services is
relied upon to provide
analysis for the City’s
capital planning and
asset management. Staﬀ
recently partnered with
the City Auditor and
Internal Business Services staff prepare to present information to the Portland City Council.
Portland State University
on an innovative project
How We’re Organized
to relocate and expand the City archive records center to a downtown
location on public transportation lines. This project required
ﬁnancial and management analysis to aid in the development of an
Internal Business
intergovernmental agreement.
Services Division
To ensure that its individual work units are meeting performance
measures comparable with other jurisdictions, the Bureau of Internal
Business Services conducts a series of focused reviews each ﬁscal
CityFleet
year. Managers and employees team up with an outside consultant
to review customer feedback and national best practices research, and
develop strategies designed to improve overall service delivery.
Facilities
The division measures its performance based on the thoroughness
and timeliness of projects completed, as well as feedback on overall
customer satisfaction.
Printing &
Distribution
Purchases
Risk
Management

The 195 employees in Internal
Business Services work in one of 15
ﬁve program areas.

The Leading Edge

The Bureau of Internal Business Services is developing new initiatives designed to improve customer service and
support the City’s sustainability goals.

Customer Service and Recognition
As part of an ongoing strategy to improve customer service to operating bureaus, the division of CityFleet
developed and published a comprehensive business plan. The business plan included the organization’s mission,
values, connection to City Council goals and initiatives, strategies for the coming year, performance measure and
a summary of their awards and recognition. CityFleet received national recognition as one of the top 100 ﬂeet
departments in The 100 Best Fleets in North American program. CityFleet went from being unranked, to being
ranked in the Top 100, to being ranked in the top ﬁve departments for the last two years.
Printing and Distribution was the subject of an internal focused review of services that found the division
competed favorably with both public and private sector printing service providers in quality, overall price
and turnaround time. For 10 out of the 11 sample print jobs used in the comparison, prices at Printing and
Distribution came in below both the in-house printing services and private vendor prices. In addition, more
than 90 percent of Printing and Distribution
customer respondents said they were satisﬁed
or very satisﬁed with printing service quality,
turnaround time and deliveries.

Sustainability

Alex Martinez provides information about the transition to
bio-diesel, part of the City Council’s sustainability initiative.

The Bureau of Internal Business Services is
also at the forefront of supporting the City’s
sustainability goals. From bio-diesel fuel
options, to sustainability paper policies, to
web-based publishing, to the installation of an
ecoroof (or “green roof ”) on top of the Portland
Building, to purchasing policies that incorporate
environmentally friendly speciﬁcations –
managers and supervisors have generated and
implemented creative sustainability strategies.
The Bureau is also working in partnership
with Portland State University on its eﬀorts to
establish a nationally-recognized sustainability
center.

Attracting New Employees

Training and Support

The Bureau of Internal Business Services supports these strategies
to attract new employees:
• Participate in OMF’s participation in the annual Citywide
Job Fair; staﬀ the booth and provide promotional items.
• Participate in events to partner with higher education, such
as an OMF-wide job shadow day, career fairs, classroom
guest speakers and mock interview panels.
• Work with interns to introduce high school students, college
students and other new professionals to careers with the City
of Portland.
• Prepare recruitment marketing materials for certain position
recruitments in OMF.
• Continue to monitor demographic data on the employees
in the current workforce in order to develop speciﬁc
recruitment strategies aimed at increasing diversity.

The Bureau of Internal Business Services
supports these new strategies to train, develop
and retain employees:
• Participate in the City’s expanded
Cooperative Leadership Institute to develop
leadership and management skills in a crossbureau learning group.
• Encourage employee participation in
professional associations.
• Continue to participate in the OMF
diversity development committee. •
Continue to encourage employees to
participate in City-sponsored training and
training provided by other professional
organizations.
• Conduct networking activities and
recognition events among work units.
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CityFleet
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What We Do
The employees who work in CityFleet are responsible for keeping City vehicles and equipment on the road, where
they are used to provide direct services to Portlanders. CityFleet employees purchase, maintain and repair a diverse
ﬂeet ranging from patrol cars to dump trucks to hybrid vehicles to construction equipment. In total, about 2,750
vehicles make up the City’s ﬂeet.
The City’s ﬂeet is not only diverse in the
type of vehicles, but also in energy sources
and emission reductions.
CityFleet is introducing biodiesel and
ethanol fuel tanks, adding diesel particulate
ﬁlters in heavy equipment, acquiring new
ultra-low emission vehicles and hybrid
electric equipment, implementing partial
zero emission vehicles, and supporting
Smart Cars and all-electric vehicles.
CityFleet operates seven maintenance
facilities throughout the City of Portland.
Employees outﬁt new vehicles and provide
auto body work, welding, machining,
project design and metal fabrication.
CityFleet is also responsible for maintaining
emergency generators, renting construction
equipment and disposing of vehicles at the
end of their life cycle.
Michael Dawson installs a new clutch on a police BMW motorcycle.
Staﬀ in CityFleet’s largest program,
Maintenance and Repair, is responsible for conducting the

How We’re Organized
CityFleet Manager

Maintenance
& Repair
Fuel
Management
New &
Replacement
Acquisition

scheduled preventative maintenance and repairs of City vehicles and
equipment. Other program areas include: New and Replacement
Acquisitions, which develops criteria for purchasing new and
replacement vehicles; Fuel Management, which provides vehicle fuel
and researches alternative fuel options; Motor Vehicle Pool, which
manages the vehicle pool for short-term use; and Strategic Support,
which provides overall management and budget oversight for the entire
division. CityFleet also facilitates interagency vehicle and equipment
loans to reduce the need to rent vehicles and equipment from outside
vendors.
The division measures its performance based on availability of the
ﬂeet, percentage
of completed
scheduled
maintenance,
the percentage
of technician-

Motor
Vehicle Pool
Strategic
Support

The 76 employees in CityFleet work in
one of ﬁve program areas.

Marv
Navarro
serves a police
traffic officer.
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Job Opportunities

CityFleet is leveraging new technologies to develop innovative
services to better serve customers and support sustainability.
Streamlining business processes to optimize repair and maintenance
functions is the goal of a new parts management system. It is
designed to
have parts
requested
by shop
technicians in
stock at least
70 percent of
the time.
The division
is also
implementing
a state-ofthe-art fully
automated
fuel
management
system. This
Dung Truong installs emergency lights on a new vehicle.
system is
capable of allowing personnel to fuel vehicles and equipment without
the use of keys, cards or codes. The system captures pertinent vehicle
data including engine timing, odometer reading and on-board
computer diagnostic data.
In addition, a motor pool key manager has been installed at the
main downtown motor pool facility. The system provides for
convenient online vehicle reservations, self-serve vehicle access and
fully automated short-term motor pool billing. Activity information
is uploaded daily to the host server, which provides better data to track
vehicles and optimize the use of the motor pool.
With sustainability as its goal, CityFleet plays a key role in adopting
the use of alternative fuels for its vehicles and equipment. CityFleet
has expanded the use of biodiesel and ethanol fuels in connection
with the City’s goals and will add two new fuel tanks to dispense the
alternative fuels. Where possible, CityFleet is moving from B-20
biodiesel to B-50 in the winter and B-99 in the summer.

CityFleet has employees in the following
job classiﬁcations:
Auto Body Restorer
Motorcycle Mechanic
Storekeeper/Auto Parts
Vehicle and Equipment Mechanic
Vehicle Acquisition Analyst
Vehicle Maintenance Supervisor
Vehicle Program Specialist
Welder
Administrative Assistant
Oﬃce Support Specialist
Business Systems Analyst
Vehicle Services Manager

Attracting New
Employees
CityFleet supports these new strategies to
attract new employees:
• Participate in the annual Citywide
Job Fair; provide staﬀ to interact with
fair participants and supply handout
materials.
• Continue the partnership with the
International Refugee Community
Organization (IRCO) to host high
school summer interns.
• Renew the partnership with the Clark
County Skills Center for technical
career programs.
• Work with educators about workplace
expectations; communicate with
college students about future job
opportunities.

Training and Support
CityFleet supports these new strategies to train,
develop and retain its employees:
• Sponsor ongoing mandatory training to keep
pace with the ever-changing automotive industry.
• Provide learning materials to assist employees
in earning their Automotive Service Excellence
certiﬁcation.
• Encourage employees to attend City-sponsored
training.
• Conduct regularly scheduled safety training to
maximize shop safety.
• Conduct training in alternative fuels.
• Require emergency preparedness training.
Reed Cain repairs heavy machinery for the transportation staff.
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What We Do
The employees who work in the Facilities Division are responsible for ensuring that the City has adequate and
well-maintained buildings and work spaces to conduct the City’s business and best serve the public. The division
also manages capital improvement projects, provides
property management services and manages the
City’s spectator facilities and parking garages.
The Facilities Division’s largest program, Operations
and Maintenance, is responsible for providing a wide
variety of services including the 24-hour a day/7-day
a week building operation and maintenance/repair
service for 3.7 million square feet, which includes the
largest oﬃce buildings and police precincts.
Employees in this program conduct preventative
maintenance on building systems including
HVAC, electrical and plumbing systems. Staﬀ also
conducts annual building inspections, develops and
implements security procedures, manages the ﬁre/
life/safety systems, provides project oversight for
smaller building projects, manages the maintenance
dispatch center and manages the work order system
for internal customers.
They administer custodial contracts, elevator
programs, security contracts, recycling programs and
CJ Rachko closes a valve on a chiller.
landscape services for the various facilities, as well as
conduct major maintenance and tenant improvements as requested.
The Project Management team oversees major maintenance projects, How We’re Organized
bond construction projects, parking garage maintenance projects and
tenant relocations. They also develop capital improvement plan scope,
Facilities Services
schedule and project estimates.
Manager
Other program areas include: Property Management manages real
property transactions; Spectator Facilities manages the Rose Quarter
and PGE Park property improvements; and Strategic Support provides
Operations &
overall management and
Maintenance
budget oversight for the entire
division.
Project
The division measures its
Management
performance based on the
condition of the facilities, the
energy use of the facilities and
Property
Management
the overall responsiveness to
customer needs. Customers
represent City bureaus and
Spectator
divisions, business partners
Facilities
and community members.
Strategic
Support

John Tomlin
and Ken
Carter replace
an exterior
plumbing
fixture.

The 34 employees in Facilities Services
work in one of six program areas.
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Job Opportunities

The Facilities Services Division is implementing several new projects to
improve the safety, accessibility, asset management and sustainability of
City buildings.
To improve safety and
security, optical turnstiles
were installed in the lobbies
of the Portland Building and
City Hall. Information on
chemicals stored within City
facilities was transferred
to a web-based database,
making the data much more
accessible in an emergency.
Division personnel further
support safety by working
with City bureaus on a new
police property warehouse,
an emergency operations
center, a regional police
training center and a police
traﬃc division facility.
An innovative partnership
between the City of
Portland and Portland State
University (PSU) will allow
Jim Coker reviews the ecoroof irrigation system. the City to improve the
accessibility of its archived
historical records. Facilities staﬀ is working with the City Auditor
and PSU to plan a move and expansion of the Records Center. The
relocation of the center will facilitate the use of City records for academic
research and improve access by public transportation.
Asset management services are being enhanced by creating a
preventative maintenance team of mechanics, by electronically
coordinating work orders and by issuing handheld computers to building
mechanics.
The Facilities Services Division is also participating in eﬀorts to support
the City’s sustainability goals. An ecoroof (or “green roof ”) with 14,000
plants was installed on top of the City’s main oﬃce building, the
Portland Building. It was installed to reduce storm water runoﬀ and
reduce building cooling demands in the summer.
In addition, Facilities employees developed and implemented an
environmentally preferable operations and maintenance guide to help
select chemicals and building materials that our consistent with the
City’s sustainability goals.

The Facilities Services Division
has employees in the following
classiﬁcations:
Engineer
Facilities Construction Project Mgr.
Facilities Contracts Coordinator
Facilities Maint. Dispatch Scheduler
Facilities Maintenance Technician
Facilities Maintenance Supervisor
Facilities Services Specialist
Property Acquisition Services Mgr.
Spectator Facilities Mgr.
Administrative Supervisor
Oﬃce Support Specialist
Facilities Services Division Mgr.

Attracting New
Employees
The Facilities Services Division
supports these new strategies to attract
new employees:
• Develop an apprenticeship-type
program for building mechanics.
• Conduct expanded recruitment
marketing to the building trades
associations, building manager
associations and outreach groups.
• Participate in job shadow day and
intern activities.
• Stay current with new technologies
by deploying handheld devices to
mechanics.

Training and Support
The Facilities Services Division supports these new strategies to train,
develop and retain its employees:
• Consider a variety of options for selecting internal candidates for
positions, such as training plans, deep classiﬁcation series, limited
recruitments and expanded transfers.
• Support mentoring and internal job shadowing to provide
employees with a background in other functions.
• Encourage employee participation in professional associations and
ongoing skills training.
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Stephen Keller reviews design samples .

Printing & Distribution
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What We Do
The employees who work in Printing and Distribution are responsible for providing high-quality, cost-eﬀective
and responsive reproduction and distribution services to the City and other local government customers. Services
are available through interoﬃce mail pick up and delivery, via the City’s intranet and internet, and at two customer
service counter locations.
Printing and Distribution’s
two largest external customers,
Multnomah County and
the State of Oregon, signed
intergovernmental agreements with
Printing and Distribution after
comparing pricing and service levels
to commercial alternatives.
Annually, Printing and
Distribution staﬀ will process
more than 30,000 service requests,
manage more than 300 convenience
copiers/printers making more than
24 million copies, mail 4.5 million
letters and packages, apply $1.3
million in postage and sell more
than 75 million sheets of paper.
Printing and Distribution’s largest
program, Duplicating, is responsible
for providing traditional and digital
Ted Maynard operates the folding machine.
reproduction, traditional bindery
and digital prepress services. For
more eﬃciently completed on specialized equipment, they
How We’re Organized work
manage a competitive bid process with outside vendors.
Other program areas include: Copy Services, which provides
Printing &
employees
with networked copiers/printers for all City work areas;
Distribution Manager
Microﬁlm, which
provides traditional
microﬁlm production
Customer
services as well as
Service
electronic document
management services;
Copy
Distribution, which
Services
picks up and delivers
the interoﬃce and U.S.
mail; and Strategic
Duplicating
Support/Customer
Service, which provides
management oversight,
Microﬁlm
rate setting and front
counter customer
assistance with work
Distribution
orders.
Heather Saby helps a customer from
The division measures
emergency management.
its performance based on
The 26 employees in Printing and
cost, service levels, quality and sustainability practices.
Distribution work in one of ﬁve program
areas.
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Printing and Distribution is implementing several new initiatives to
improve customer service through the use of new technology and to
support the City’s sustainability eﬀorts by generating less waste and
using environmentally preferable paper products.
Adding convenience for the customer, the Printing and Distribution
electronic service request system now handles more than half of the
printing work orders. Customers can access Printing and Distribution
via the City’s intranet or internet, complete a work order, attach their
electronic document ﬁle and have the completed job shipped directly
to their worksite.
Printing and
Distribution staﬀ is
also working with the
City Auditor’s Oﬃce,
which houses the City
records and archives
functions. Together
they are developing an
electronic document
management project
to more eﬀectively
scan, store, search
and retrieve larger
volumes of documents.
Scott Warnke (right) meters postage.
With the demand for
electronic document management systems growing to meet service
needs in many bureaus, they will play a lead role in bringing this
capability to other City business functions.
Printing and Distribution employees also support the City’s
sustainability eﬀorts. With the Oﬃce of Sustainable Development and
the Bureau of Purchases, they have implemented the City’s innovative
sustainable paper policy, which includes goals for both reducing
paper usage and switching to more environmentally preferable paper.
Printing and Distribution has switched to vegetable-based printing
inks, is exploring the possibility of switching to chemistry-free printing
plates and has become Blue Works certiﬁed for its program of overall
waste reduction.
In addition, Printing and Distribution is pursuing a Forest
Stewardship Council (FSC) chain-of-custody certiﬁcation. This will
allow the division to oﬀer FSC-certiﬁed papers; this certiﬁes that the
virgin paper content is from sustainably managed forests.

Job Opportunities
Printing and Distribution (P&D)
has employees in the following job
classiﬁcations:
Distribution Technician
Electronic Pre-press Operator
P&D Customer Service Representative
Reprographic Operator
Mail/Micrographics Supervisor
Print Shop Supervisor
Oﬃce Support Specialist
Printing and Distribution Manager

Attracting New
Employees
Printing and Distribution supports these
new strategies to attract new employees:
• Participate in the annual Citywide
Job Fair; provide staﬀ to interact with
fair participants and supply handout
materials.
• Initiate a larger internet presence
to use during recruitment; publish
job postings on websites such
as CraigsList.com and other less
traditional sites.
• Continue to hire seasonal temporary
employees to introduce them to the
positions available.
• Explore partnerships with high school
and community college programs
focused on graphic design and
electronic publishing.
• Explore re-instituting an
apprenticeship program.

Training and Support

Printing and Distribution supports these new strategies to train,
develop and retain its employees:
• Expand the cross-training opportunities for current staﬀ to provide
them with a background in other programs and functions.
• Expand the current new hire orientation program to require new
employees to spend at least one week in each of the major program
areas of the division before they begin their primary assignments.
• Develop mentoring opportunities where employees near retirement
or retired employees who have been rehired can share skills and
expertise with other employees.
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Helen Morgan operates the duplicator.
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What We Do
The employees who work in Purchases provide strategic,
responsible and comprehensive procurement, contracting,
project compliance and inclusive small business outreach
services.
Most employees in Purchases are in Procurement, which
houses ﬁve work teams:

Construction Contracting
The construction and public improvements contracting
team works with City bureaus to procure professional,
qualiﬁed contractors to provide construction services and
apply the City’s fair contracting and sustainable procurement
policy to infrastructure contracting.

Goods and Services
This team works with bureaus to apply best practices
to save money and buy local, environmentally preferable
products. The team also manages the procurement card
program.

PTE Services Contracting
This team guides bureaus through the professional,
technical and expert services (PTE) solicitation and
contracting processes and ensures contractors comply with
the City’s minority-owned, women-owned and emerging
small business (M/W/ESB) policies.

Outside Services
This team coordinates programs to increase contracting
opportunities for M/W/ESB ﬁrms and to ensure contractors
comply with these City policies. This team manages four
programs in Fair Contracting and Employment: Sheltered
Market, Workforce Training and Hiring, Project Manager
Training and PTE Services.

Technology Contracting
This team works with bureaus to procure information
technology equipment, including desktop personal computers.
Equipment is purchased according to the standards and
speciﬁcations set by the Bureau of Technology Services.
The City’s Purchasing Agent is in Operations and Strategic
Support. Staﬀ in this program develops policies, provides
management oversight, manages the budget and reports to the
City Council on initiatives and goals.
Purchases measures its performance based on the number of
procurements successfully completed, the total procurement
card expenditures, the use of state-certiﬁed M/W/ESB ﬁrms
as prime contractors and subcontractors and the percentage of
minority and women employee and apprentice hours worked
on City construction contracts.

Cindy Phillips gathers a contract file to prepare for a
meeting with bureau and business representatives.

How We’re Organized
Purchasing Agent

Procurement
Operations &
Strategic Support

The 38 employees in Purchases work in one
of two program areas.
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Purchases is implementing initiatives designed to use the City’s purchasing
power to support broader City goals:
Sustainability
Purchases plays a key role in developing and implementing policies to
support green-collar jobs and will support Portland State University on its
eﬀorts to establish a sustainability center. Purchases employees also work
with City bureaus to incorporate environmentally friendly speciﬁcations into
purchasing decisions.
Supplier Diversity
Portland is one of the few major cities to focus on diversifying the supply
chain for commodity based purchases to encourage business with smaller,
diverse local suppliers. In this eﬀort, the City is using the purchasing process
to drive large organizations to bring in smaller, more diverse ﬁrms.
Diverse Contract Awards
Examples in this area include: the Good Faith Eﬀort program that requires
the prime construction contractor to bring in minority-owned, womenowned and emerging small business (M/W/ESB) ﬁrms; the Sheltered Market
program that creates a platform where small minority owned businesses
compete for construction work; and the Workforce Training and Hiring
program that encourages prime contractors to hire women and minority
construction apprentices at prevailing wage.
Technology Enhancements
With the implementation of the City’s new enterprise ﬁnancial
software, bureaus can order items directly using price agreements and can
electronically route contracts for approval. In addition, the electronic bid
notiﬁcation system automatically emails the public contracting community
with newly released competitive solicitations and the use of procurement
cards (or P-card) reduces the transactional cost of purchasing citywide.
Strategic Sourcing
In this eﬀort, the City pools its purchasing needs and purchasing power to
negotiate a better price for required goods and services.

Training and Support

Purchases supports these strategies to train, develop and retain its employees:
• Support membership in professional associations such as the American
Contract Compliance Association and the National Institute of
Governmental Purchasing.
• Participate in the City’s Cooperative Leadership Institute.
• Evaluate a self-assessment tool used in performance evaluations.
• Discuss career development plans as part of the performance evaluation
process; focus training funds on preparing employees for increased
responsibilities and/or promotional opportunities.
• Support tuition reimbursement or discounts for higher education.
• Make use of existing tools for recognizing excellent performance, such as
the management leave awards.
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Job Opportunities
Purchases has employees in the
following job classiﬁcations:
Contract Compliance Specialist
Contractor Development
Program Coordinator
Contractor Develop. Supervisor
Procurement Assistant
Procurement Specialist
Procurement Supervisor
Program Coordinator
Program Manager
Program Specialist
Senior Procurement Specialist
Tech. Services Contracts Coord.
Administrative Assistant
Oﬃce Support Specialist
Senior Administrative Specialist
Purchasing Manager

Attracting New
Employees
Purchases supports these strategies
to attract new employees:
• Encourage the use of employee
personal networks to recruit
applicants.
• Conduct outreach activities to
high school and community
college business administration
programs.
• Participate in the Citywide Job
Fair and the OMF Job Shadow
Day.
• Conduct marketing activities
through professional associations
such as the American Contract
Compliance Association and
the National Institute of
Governmental Purchasing.
Director Jeff Baer reports to City
Council on public contracts awarded to
minority-owned, women-owned and
emerging small businesses.

Risk Management
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What We Do

The employees who work in Risk Management are responsible
for addressing loss exposure in employee work-related injuries
or illness, harm to third parties due to City operations and
catastrophic loss to City-owned property.
Analysts in Risk Management’s largest program, Claims
Management, investigate, evaluate and negotiate the resolution
of negligence claims against the City, as well as handle equal
employment opportunity and civil rights claims. This team also
pursues restitution from people who damage City property.
The second largest program, Workers’ Compensation, manages
the City’s self-insured workers’ compensation claims. The staﬀ
works with other City bureaus to implement strategies and
systems to control post-injury losses. Analysts administer and
adjust claims and collaborate with bureaus to help return injured
workers to gainful employment.
The Loss Prevention program supports both of these eﬀorts.
Risk specialists work with City bureaus to identify and analyze
hazards, research solutions and implement safety processes and
training to minimize the possibility of harm or loss. This team
oversees a risk incentive program, ﬁnancially rewarding City
bureaus that reduce accidents and losses through safety and loss
prevention.
In addition, the Commercial Insurance program purchases
commercial insurance to cover risks in City operations that cannot
be retained in the self-insurance program. The Occupational
Health and Infectious Diseases program provides bloodborne
pathogen training to employees, evaluates the potential for other
work-related infectious diseases, manages medical surveillance for
lead exposure and respiratory protection, and conducts the City’s
ﬂu vaccination clinics.
The division measures its performance in the cost of claims, the
number of claims per City employee, the number of ﬂeet claims per
miles driven and the number of employees trained in occupational
health strategies.

Tracy Hamer and Lonnie Turner evaluate
workplace hazards and controls.

How We’re Organized
Risk Manager

Claims
Management
Workers’
Compensation
Loss Prevention

Commercial
Insurance
Occupational
Health

Mark Stairiker conducts a liability evaluation.

The 21 employees in Risk
Management work in one of ﬁve
program areas.
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Risk Management works with City bureaus to apply innovative business
solutions to the challenge of avoiding unnecessary risk, preventing loss
and minimizing claims against the City due to City operations and onthe-job injuries.
Many City operations – from digging trenches for water or sewer pipes,
to extinguishing structural ﬁres, to serving search warrants, to trimming
trees, to operating community center swimming pools – carry an inherent
risk of injury to employees and to the public. Yet these are important
services to provide to the public.
Risk Management partners
with other City subject matter
experts in the City Attorney’s
Oﬃce, the Bureau of Human
Resources and in the bureaus
that provide direct service in
order to identify and control
hazards, analyze loss trends
and develop prevention
strategies. These strategies are
designed to reduce risks for
employees and for the public,
as well as make best use of
public funds.
Once claims have been
closed, Risk Management
employees work with
the City’s managers and
supervisors to carefully analyze
the cause of the claim and the
course of events in the claim.
Together, they use these “afteraction sessions” to develop
strategies to prevent future
similar claims.
Laura Herring gives a flu shot to
Helping employees stay safe
Steve Morgan.
and healthy is a key goal, and
Risk Management conducts a variety of programs to address many of
the types of incidents that cause employee injury or illness. Defensive
driving courses and behind-the-wheel coaching help employees avoid the
most common serious risk. Risk Management staﬀ provides ﬂu shots to
City employees at several diﬀerent worksites and recently gained budget
approval to oﬀer them at no cost to employees. In addition, the staﬀ
works with injured City employees to help them get back on the job as
soon as it is medically safe for them to do so.

Job Opportunities
Risk Management has employees in
the following job classiﬁcations:
Claims Analyst
Claims Technician
Occupational Health Program Mgr.
Risk Specialist
Risk Supervisor
Workers’ Comp/Claims Analyst
Workers’ Comp/Disability Claims
Administrative Supervisor
Oﬃce Support Specialist
Senior Administrative Specialist
Risk Manager

Attracting New
Employees
Risk Management supports these new
strategies to attract new employees:
• Conduct expanded recruitment
marketing to associations and
personal networks.
• Conduct expanded recruitment
marketing using web-based job
posting websites.
• Review the current classiﬁcation
speciﬁcations and revise as
needed.
• Develop an internship program
to introduce people to career
opportunities in Risk.

Training and Support
Risk Management supports these new strategies to train, develop and
retain its employees:
• Require employees to attend at least 20 hours of training each year.
• Encourage staﬀ to pursue and achieve leadership positions in
professional associations.
• Use temporary training assignments and out-of-class rotations to
develop skills for advancement.
• Explore the use of rotational assignments or job shadows.
• Support employee recognition activities.
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Jamal AbuSneineh conducts an
ergonomic assessment.

Revenue Bureau
City of Portland Oﬃce of Management andFinance

What We Do
The employees who work
in the Revenue Bureau
provide consolidated revenue
collection services and
regulatory oversight. Revenue
is collected from business
license fees, business income
taxes, regulatory permits and
other fees. Staﬀ also manages
the City’s automated utility
billing system.
Revenue staﬀ initiates
improvements designed to
ensure that fees and taxes
are collected in an eﬃcient
and equitable manner, to
ensure that certain activities
are regulated for the safety
of the public, to achieve
high standards for customer
service and to implement
e-commerce solutions for
managing transactions.
Wendy Farrier helps business owners renew their licenses at the Revenue Bureau front counter.

License and Tax
Most employees in the Revenue Bureau’s largest division, License and Tax, collect business license fees and business
income tax from companies doing business in Portland and Multnomah County. Business license revenue is one of
the largest sources of General Fund revenue for the City, with receipts of $64 million for the City and $52 million
for Multnomah County.
In addition, License and Tax regulatory program staﬀ issues permits and enforces compliance with regulations and
contracts that govern second-hand dealers, pay and park lots, social games, amusement devices, taxicabs and other
for-hire ground transportation, towing, private property impounds, payday lenders and special event permits. Tax
specialists administer property management license programs and administer the hotel tax laws.

Operations
Staﬀ in the Operations Division provides auditing, management and administrative support to the Bureau. They
perform audits on a variety of license fees and taxes, manage current and delinquent installment payments, process
mail and provide overall management oversight.

Business Solutions
Employees in the Business Solutions Division lead business process and technology improvements to provide
eﬃcient and reliable billing systems for the City. These include web-based e-commerce transactions.
The Revenue Bureau also manages four separate funds: the Convention and Tourism Fund that receives hotel and
motel lodging tax for tourism marketing, the Property Management License Fund that receives fees from properties
in downtown and the Lloyd District for the Clean and Safe programs, the Business License Surcharge Fund
earmarked for schools, and the Private for Hire Transportation Safety Fund for cameras in Portland area taxicabs.
The Revenue Bureau measures its performance based on the gap between taxes owed and taxes paid, the cost
per fee and tax dollar collected, the total revenue collected, the number of e-commerce transactions, the rate of
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delinquency and the rate of unlicensed businesses through a tax gap survey.

How We’re Organized
Revenue Bureau

License & Tax

Operations
Business
Solutions

The 63 employees in the Revenue Bureau
work in one of three program areas.
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Kirsten Klym and Leigh Wheeler review options for on-line payments.

The Revenue Bureau is implementing new initiatives designed to facilitate e-commerce, to improve customer
service and to make the City’s license and fee collection systems more equitable.

E-commerce
To help customers with more convenient options to pay their licenses and fees, the Revenue Bureau is at the
forefront of developing on-line bill payment options for utility bills, business licenses and trade permits. In
addition, the Revenue Bureau created new tools to allow staﬀ to publish and update online forms used by the both
the public and employees.

Customer Service

Robert Strong checks on a customer at the lobby’s self-serve kiosk.

To improve customer service, the Revenue
Bureau created a call monitoring and coaching
program for its employees. Calls are recorded
and monitored by a training coordinator, and the
employee meets with the training coordinator to
listen to the calls. The coordinator coaches the
employee on additional techniques that could
be used on future calls and suggests follow up
training, if applicable.
Another customer service enhancement is to
continue to consolidate more of the City’s billing
and collections systems into a single agency. The
Revenue Bureau recently assumed responsibility
for managing the City’s board-up services to
make emergency repairs to buildings damaged
in burglaries or other types of incidents if the
owners are not accessible.

Equitable Fee Collection
The Revenue Bureau is also working on strategies to make license and fee collection more equitable. Improvements
were made to the business license tax fee structure, to increase the amount of money that could be claimed as salary
by the business owner. The Revenue Bureau also proposed making it an “After the Fact” tax, so that taxes would be
collected on the prior year’s revenue, similar to federal and state income tax.
In addition, the Revenue Bureau proposed and created an Unlicensed Compliance Team to identify unlicensed
businesses and bring them into compliance, process and manage exempt accounts, and follow up with companies
who should be licensed and paying business license fees. This initiative funds the staﬀ who works on the team, as
well as brings in additional revenue to to support other vital City services.
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Training and Support
Revenue Bureau
supports these
strategies to train,
develop and retain its
employees:
• Continue to invite
staﬀ to participate
in interview
panels.
• Continue to
support the use of
union-managed
professional
development
funds to
supplement
training
opportunities for
staﬀ.
• Support
employees in their
completion of
CPA and other
certiﬁcations.
• Once certiﬁed,
support employees in completing their requirements for continuing education.
• Continue to participate in the City’s Cooperative Leadership Institute.
• Propose that the City seek discounted tuition fees for City employees to take courses at a local college or
university.
• Research changes in tax codes and conduct internal training in forms, veriﬁcation and data entry into the
Bureau’s software application.
• Implement a new employee orientation with a workalong component in diﬀerent units. Open up the
workalong opportunity to current employees as well.
• Provide funds for subscriptions to industry-speciﬁc publications.
• Continue to use Bureau-wide work teams for projects.
• Continue the internal newsletter and internal website for employee communications.
• Expand the publication of commendation letters in the employee newsletter.
• Form a work team to update the public website content and make recommendations to improve the navigation
and search capabilities.
• Continue employee recognition awards.
• Continue to support fun activities that foster workplace camaraderie such as oﬃce potlucks and competitions.
Above: Frank Dufay talks with
a taxicab driver about the City’s
regulations and requirements.
Regulatory employees issue licenses
as well as manage the Private for
Hire Transportation Safety Fund.
Left: JoAnne Leigh, Linda Starr
and Robert Kienbaum discuss
changes in the City’s business license
fee collection processes. The License
and Tax Division manages about
60,000 accounts for companies
doing business in Portland and
Multnomah County.
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Attracting New
Employees
Revenue Bureau supports these strategies to
attract new employees:
• Participate in the annual Citywide Job
Fair.
• Host an intern through Portland State
University’s summer internship program.
• Review the language in job postings to
focus on customer service attributes, in
addition to technical skills requirements.
• Continue to partner with a temporary
agency to complete peak workload
assignments and to preview future
employees.
• Communicate with current employees
about future openings to continue to
support the use of employees’ personal
networks in recruitment.
• Continue to advertise job
announcements in community minorityfocused newspapers.
• Explore the use of work-study students
for part-time help.

Job Opportunities

Above right: Vivian Herring ensures that tax forms and records are properly
retained and stored within the secured facility of the Revenue Bureau.
Above left: Rhonda Etherly meets with a hotel employee as part of the Revenue
Bureau’s regulatory responsibilities. Tax specialists administer the hotel tax laws by
processing tax returns and assisting people with the regulations. A transient lodging
auditor works to ensure that funds are collected properly from guests. Fees collected
go to the City and County, and fund a City contract for tourism marketing.

30

Revenue Bureau has employees in the
following job classiﬁcations:
Accountant
Business Solutions Division Mgr.
Business Systems Analyst
Customer Service Accts. Specialist
Financial Analyst
License and Tax Division Mgr.
License and Tax Supervisor
Operations Division Manager
Printing and Distribution Tech.
Program Coordinator
Regulatory Program Administrator
Regulatory Program Specialist
Revenue and Tax Specialist
Revenue Audit Supervisor
Revenue Auditor
Administrative Assistant
Administrative Supervisor
Oﬃce Support Specialist
Senior Administrative Specialist
Revenue Bureau Director

Technology Services
City of Portland Oﬃce of Management and Finance

What We Do
Employees who work in the Bureau of
Technology Services (BTS) provide leadership in
the strategic planning and management of the
City’s telecommunications-related and information
technology equipment and systems. The Bureau
of Technology Services supports the City’s goal to
deliver eﬃcient, eﬀective and accountable municipal
services. They provide expert telecommunications
and information technology services to the City
and to other regional customers. Additionally, BTS
contributes to ensuring a safe and peaceful community
through its support for public safety response systems
provided by the radio shop, 800MHz Operations,
telecommunications, operations and strategic
technology programs.

Administrative Services
Employees in this division of BTS work in either
Administration or Stores and Order Fulﬁllment. The
overall objectives of this division are to deliver timely
and eﬃcient order fulﬁllment of IT products and
services, maintain eﬀective controls over the inventory
of IT equipment and stores, and provide consistent
administrative support of all bureau staﬀ needs.

Project Management Office
Employees in the Project Management oﬃce
are responsible to implement a consistent project
management methodology and approach across
numerous technical disciplines. They facilitate project
oversight including priority setting and resource
alignment across the organization.

Customer Relations
The mission of employees in the Customer Relations
division is to cultivate partnerships with the bureau’s
customers to develop strategies and service level
agreements aligned with business needs. They do this
by learning and understanding the customer’s business
and key challenges, collecting business requirements
The Bureau of Technology Services is responsible for the telecom
for new technology services, collaboratively developing IT
and network environment for the City and other partners.
Fiber optics infrastructure is being installed on an
work plans in conjunction with the annual budget process
equipment rack.
and reaching accord on customer service level agreements.

Police IT
Recognizing the signiﬁcance of public safety systems, employees in this division provide eﬀective application
development and support of police data systems. They provide quality infrastructure and ﬁeld support by
developing and maintaining police data applications, supporting systems and providing rapid response and
resolution of all police ﬁeld and infrastructure requests.
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Information Security
Employees in this division ensure the conﬁdentiality,
integrity and availability of all City data and communications
systems and assets. They develop and measure compliance to
information policies and procedures and implement eﬀective
technical, administrative and physical security controls to
minimize risk. They also develop and maintain the BTS
Business Continuity and Disaster Recovery Plan.

Support Center
Employees in the Support Center division are the single
point of contact for end-user technical support needs and
implement eﬀective system management tools. They respond
to and resolve the majority of oﬃce computing support
issues directly from the HelpDesk, and are the central point
for user account and access management across the City.
Additionally, Support Center employees are charged with
timely delivery of new and replacement desktop computers
to meet customer needs. They manage the desktop systems
administration and deployment tools, as well as maintain the
systems, tool and processes needed to accurately track service
requests and IT assets.

Infrastructure and Engineering
Employees in this division maintain a robust telecom and
network environment and engineer new and cost eﬀective
infrastructure technologies. They are responsible to eﬀectively
design and maintain the City’s telecommunications systems
and networks, engineer new IT infrastructure technologies in
support of customer business needs and provide response and
resolution for all voice, radio and network support issues.

Business Solutions
Business Solutions employees develop and support
applications and services aligned with a diverse set of business
needs. They deliver Citywide application development,
implementation and support; develop and maintain the
Bureau of Technology Services Five-Year Strategic Plan; and
provide oversight for any outsourced application development
and selection of third-party applications and services.

Production Services
Employees in this division are responsible to maintain a
fast, reliable and cost eﬀective server, storage, backup and
data base infrastructure and eﬃciently manage the state of
the art data center and facilities. Additionally, they maintain
the City’s mission critical production systems such as the
Enterprise Business System, the Cayenta Billing System,
Computer Aided Dispatch and the Portland Police Data
System.
The Bureau of Technology Services measure its
performance based on systems availability, percentage
of problems resolved by the Help Desk, number of days
from order to delivery of minor IT equipment purchases,
number of unique visitors to Portland Online, percentage of
equipment purchased through contracts or agreements and
overall customer satisfaction as measured in an annual survey.
32

Mike St. Clair monitors the City’s
data environment.

How We’re Organized
Bureau of
Technology Services
Administration
Business
Solutions
Customer
Relations

Information
Security
Infrastructure
& Engineering
Police IT
Production
Services
Project
Management
Support
Center

The 225 employees in the Bureau of Technology
Services work in one of nine program areas.

The Leading Edge
The Bureau of Technology Services is implementing
initiatives designed to support regional partnerships
for regional communication and data needs, to achieve
excellence in web-based communication services and to
foster greater stakeholder involvement in achieving business
objectives with new technologies.
Regional Partnerships
BTS supports multi-jurisdictional technology
applications for local and regional law enforcement
agencies to ensure availability of appropriate and timely
response to emergency call requests. They provide
leadership and expertise to implement the Citywide Public
Safety Systems Revitalization Project, a multi-year project
to ensure that vital public safety technologies are current
and available to law enforcement agencies in the region.
This project includes the replacement and upgrade of
the area 9-1-1 dispatch software, the police data system,
the radio communications system, emergency operations
center software and the ﬁre data management system. The
governance of the project also includes partnering with
many city and county public safety agencies that use or rely
on these systems.
In addition to the public safety systems, BTS also
provides communications services to other public entities
such as the Portland Public Schools District and State of
Oregon agencies through its Integrated Regional Network
Enterprise (IRNE).
Web-based Communications Recognition
The Bureau of Technology Services has an awardwinning Geographic Information Systems program called
Portland Maps that makes signiﬁcant data and records on

speciﬁc land parcels available to the general public
via the internet. The site includes demographic data,
location and type of reported crime, transit and bike
routes, capital projects, utility data and permitting
activity. Portland Maps was also the subject of a
featured article in the Wall Street Journal.
BTS maintains and develops new services for its
website called PortlandOnline. PortlandOnline
contains sections that allow users to search and obtain
many public records including policies, procedures
and code requirements. It also contains web-based
services to allow residents to pay utility bills on
line, to search for parks and recreation sites and to
allow businesses to obtain a business license and pay
business license taxes. In 2009, the City received
a Municipal Web Portal Excellence Award and was
ranked one of the top two cities in the 2008 U.S.
Municipal E-Governance Survey.
Stakeholder Involvement
As the provider of central support for all City
bureaus, divisions and political oﬃces, BTS
administers a workload equivalent to supporting
dozens of diﬀerent companies with competing
needs and requirements. To ensure good customer
relations, BTS formed a Customer Advisory
Committee to set service delivery goals and increase
involvement and transparency in how BTS provides
services and recovers costs. This committee has
representatives from the City bureaus as well as
citizens with a background in delivering IT services.

BTS is responsible
for support of public
safety systems. Mike
Darfler monitors
the radio network
controllers for the
public safety wireless
data system.
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Training and Support
The Bureau of Technology Services supports the
following strategies to train, develop and retain its
employees:
• Provide excellent training opportunities that keep
employees skills current within a rapidly changing
technology industry, particularly for specialty
classiﬁcations.
• Provide career path counseling to encourage
employee growth opportunities within the
organization.
• Establish mentoring programs to assist employees in
reaching their career path goals.
• Provide employees with opportunities for
networking with other IT professionals including
professional organization membership when
appropriate.
• Consider increased opportunities for staﬀ team
building and interaction such as “all hands” meetings
and employee recognition programs.

Job Opportunities

Adam Best installs a new radio into a Portland Fire &
Rescue vehicle.

Attracting New Employees
The Bureau of Technology Services supports the
following strategies to attract new employees:
• Support salary and beneﬁts packages that are
competitive with the private sector.
• Look for opportunities to provide and maintain
updated “cutting edge” technologies, equipment and
training that encourage employees to stay current in
evolving technology ﬁeld.
• Encourage employee participation with technology
related professional organizations to facilitate
networking with potential city employees.
• Encourage streamlining of citywide recruitment
policies and practices to decrease time lag from
recruitment to hire.
• Establishing a position within the bureau to act as a
recruitment manager who can establish and maintain
contacts with aligned schools and organizations that
would be good recruitment sources for BTS.
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The Bureau of Technology Services has employees in
the following job classiﬁcations:
Administrative Assistant
Applications Analyst
Assistant Chief Technology Oﬃcer
Business Systems Analyst
CAD Software Engineer
Chief Technology Oﬃcer
Comm Switch Tech
Comm Systems Administrator
Comm Systems Marketing Rep
Communications Engineer
ComNet Operations Manager
ComNet Tech. Project Coord
Electronic Tech – Comm
GIS Tech I
Information Systems Analyst
Information Systems Tech
Information Systems Manager
Information Systems Supervisor
IT Strategic Planning Manager
Oﬃce Support Specialist
Principal Information Systems Analyst
SAP Architect
Senior Administrative Specialist
Senior Information Systems Manager
Storekeeper/Acq Specialist
Technical Services Bureau Business Representative
Technical Services Customer Services Analyst
Technical Operations Manager
Technical Services Administrative Manager

Employee Resources
About the City

The City’s website, PortlandOnline.com, is a comprehensive repository for information on City services. The
following are all available on the City’s website:
• City Council meeting information and agendas (front page and Auditor’s Oﬃce, City Recorder).
• Human Resources Administrative Rules, a comprehensive list of policies and procedures governing workplace
rules and expectations (Bureau of Human Resources or City Auditor Portland Policy Documents).
• The City adopted budget with an overview of the mission, strategies and size of each City agency (front page
under Government, Budget or Oﬃce of Management and Finance, Financials).
• Portland Policy Documents, the repository for all binding City policies and administrative rules such as those
covering technology standards, budgeting and purchasing (City Auditor Portland Policy Documents).
• Property, crime, census and transportation systems maps and reports (front page, Online Maps and Data).
• Subscription services to announcements and news releases from City bureaus, oﬃces and elected oﬃcials;
users can also subscribe
to information for
certain geographic
areas (front page,
Subscribe).

About OMF
The Oﬃce of
Management and Finance
posts information to
employees under the
Employees tab oﬀ the
main OMF page (city
front page, see agency list
to look up OMF):
• Activities and events.
• Newsletters and other
resources.
• Policies.
• Resources and
services.
• Training.
• The OMF budget and
annual workplan.
Paul Wallman (right) discusses job responsibilities and upcoming applicable training
opportunities with his manager, John Acker.

Training
The Bureau of Human Resources posts information about City-sponsored training on the Human Resources web
page under Training and Development. In addition, employees can:
• Request that professional associations send notices on training opportunities.
• Network with co-workers in similar ﬁelds to learn of outside training.
• Contact local colleges and universities to learn about their course oﬀerings; many colleges and universities
oﬀer courses on-line as well.
• Discuss upcoming training interests with a supervisor or manager. This can be especially helpful when
training is geared to prepare an employee for a promotional position.
• Research the availability of on-line tutorials, particularly to learn computer software programs.
• Trade knowledge and skills with another colleague. For example, oﬀer to assist someone else in PowerPoint in
exchange for some coaching in Excel.
• Ask people for book or course referrals that they found to be useful in their work.
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Evaluation
The City has a formal personnel evaluation system; managers will provide employees with the appropriate forms
and information. Standard forms and information are posted on the Human Resources web page, forms library,
performance management. Employees can get the most out of this process by following a few key tips:
• View the performance appraisal process as an opportunity to communicate with your supervisor about past
accomplishments, future priorities and ways to meet your career goals.
• Thoroughly prepare for the self-evaluation submission. This is your opportunity to communicate your work
accomplishments.
• Take notes during the evaluation meeting on items that require your future follow-up.
• Ask for clariﬁcation, if something is not clear.
• If you discuss items for improvement, make a plan to meet again to follow up and receive feedback to see if you
are meeting the goals.

Career Development
Some positions in the City are part of a career ladder with a published list of promotional criteria to be eligible to
compete for the next step. Others are not part of a deﬁned career ladder. In either case, employees must do some
individual research and planning to determine the right career choice and prepare for future positions.
• Think of the people who you know who hold or have held a job that you aspire to have. What background do
they have? What qualities do they have? Use this as your guide to preparing for a new role or position.
• Consider requesting an informational interview with people to ask them what prepared them for their position
and what would they look for if they were hiring their replacement.
• Seek occasional advice from people you admire for their organizational or leadership abilities. This is often
how you can build your own network of mentors.
• Volunteer to play an organizing or leadership role in City-sponsored committees and task forces.
• Volunteer to assist in organizing a City-sponsored cultural event or celebration. Contact your bureau diversity
development committee for more ideas.

Self Development
Hiring managers are looking for more than just technical skills to meet the job requirements. They are looking
for employees with problem solving, cultural competency and customer service skills as well. In addition, hiring
managers are often looking for employees who have leadership qualities, who are knowledgeable or eager to
learn about their community and who are adept at forging eﬀective working relationships with diverse people.
Employees can also reach outside the workplace to gain skills and contacts that will be an asset:
• Volunteer to participate on the board of non-proﬁt organizations. The Oﬃce of Neighborhood Involvement
has information on applying for City boards, committees and commissions. In addition, Hands On Greater
Portland is an online resource that matches people interested in serving with organizations who are looking
for volunteers.
• Volunteer to complete a project for a non-proﬁt organization. Neighborhood associations are frequently
looking for volunteers. In addition, Hands On Greater Portland also provides a service to match people with
certain skill sets with organizations looking for a speciﬁc project to be completed.
• Serve as an organizer for a community event or celebration. Some projects are ongoing (neighborhood
association committee chair or neighborhood watch block captain) and some last only for a day
(neighborhood or park clean-up).
• Participate in diverse cultural events throughout the City, particularly those for communities you are less
familiar with. The Oﬃce of Neighborhood Involvement posts a calendar of neighborhood and community
events.
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Hiring Manager Resources
Reviewing Position Descriptions
It is important to periodically review job responsibilities and classiﬁcation speciﬁcations for the positions in your
units, and work with the Bureau of Human Resources to revise as needed to keep them current.
• If it has been quite a while since the position has been posted, these should be reviewed when a vacancy occurs
to ensure that the posting reﬂects the actual skills needed.
• If you receive fewer and fewer applications to a speciﬁc job posting, review the position descriptions with
Human Resources, and revise if needed.
• To be better able to answer questions, other good times to routinely review job responsibilities and/or
classiﬁcation speciﬁcations are in preparation for employee performance evaluations and in preparation for the
bureau budget submission.

Recruiting
Recruitment is an ongoing activity, even when no current vacancies exist, in order to remain competitive with other
employers and to build a diverse workforce.
• Networking within professional associations, speciﬁc higher education program staﬀ and other City colleagues
can net valuable contacts for future hiring opportunities.
• Attend networking opportunities within the community, participate in informational interviews and create
opportunities for interns, volunteers and part-time workers.
• The Bureau of Human Resources posts a Guide to Recruitment and Transfer Options under the Employment
and Development section on the website and posts the Recruitment and Selection Manual under the
Recruitment Process section. This is a complete description of the phases in the hiring process and the various
tools used to ﬁll positions.

Posting to Fill a Vacancy
It is a good idea to review the position posting to ensure that the language used supports the type of candidate
desired.
• To emphasize aptitude for a position rather than just experience, consider listing fewer required elements in the
To Qualify section, as failure to meet any one of these can disqualify a candidate. This will net a larger number
of resumes and cover letters to review, but it will not eliminate a candidate with four out of ﬁve qualiﬁcations
who is otherwise a very strong candidate.
Take a fresh look at the position description and To Qualify section to see if the terms used could encourage a
broader applicant pool to apply. This is particularly important when deciding what knowledge, skills and abilities
should be required and what should be preferred. For example:
• Does the position require municipal experience or government experience? Or, would private sector or nonproﬁt experience be transferable?
• Does the position require strong skills in one speciﬁc software program or a proﬁciency in using a type of
software program?
• Does the position require an expert knowledge or proﬁciency?
Review the range of tools that can be used to ﬁll a vacant position: an open competitive recruitment, a limited
recruitment, an expanded transfer or a training plan. A complete list of these options is contained in the Hiring
Packet for Managers and Supervisors posted on the Bureau of Human Resources website under Forms Library.

Evaluating Resumes
You will work with Human Resources to advertise the position and identify a diverse group of people to review and
rate the applications.
• Instead of rating resumes on a more complex scale for each required element, request to rate resumes with a
Pass/No Pass scale instead of a numerical score.
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Selecting Candidates
You will work with Human Resources to review options for how to structure the selection process. If that involves
an interview panel, you will need to identify a diverse group to serve as interview panelists and create a list of
interview questions. These questions should be reviewed to ensure that they focus on job-related subjects and do not
inadvertently contain gender, cultural or other biases.
• Meet with the interview panelists prior to the interviews to discuss the position requirements, the interview
questions and what would constitute a strong answer to each question.
• Consider rating applicant interviews based on a forced ranking or ordinal system (1st, 2nd, 3rd, etc.), rather than
on a numerical score. Because it does not include a ﬁnal numerical score, which can be skewed by having one
panelist give signiﬁcantly higher or lower scores than the other panelists, many managers have found the forced
ranking to be a useful method.

Welcoming New Employees
It is important to model practices that encourage a respectful and inclusive work environment and the ﬁrst day (or
week) in a new work unit sets a tone.
• Provide an orientation to City, bureau and work unit policies, procedures and management expectations, in
addition to the other components required in their speciﬁc new employee orientation packet.

Evaluating Performance
The City has a formal personnel evaluation system; standard forms and information are posted on the Human
Resources web page, forms library, performance management. Forms and process steps can vary among employees
in diﬀerent bargaining units; work with your Human Resources Coordinator to ensure you are using the correct
process for each employee. Get the most beneﬁt out of this process by following a few key tips:
• Encourage employees to keep their own notes during the year about the projects completed, training attended,
skills gained, commendations received, etc. and include this information in their self-evaluation.
• View the performance appraisal process as an opportunity to communicate with your employees about past
accomplishments, future priorities and ways you can support their career goals.
• If you identify items for improvement, make a plan to meet again to follow up and provide feedback to see if the
employee is meeting the goals.
• Ask your manager, another supervisor at your level or your Human Resources Coordinator to review the draft
evaluation before you share it with the employee, particularly if you anticipate that this will be an evaluation that
will contain sensitive issues.

Providing Training
Many employees view an organization’s commitment to ongoing training in both current and future job duties
to be a key indicator in their overall job satisfaction. In addition, training is an investment in the review and
improvement of your business practices, as employees return from training with new ideas and new ways to perform
their work.
• Be prepared to discuss individual training needs with your employees as part of the performance review process
or in separate meetings.
• Ensure that you have practices in place to share information that you have learned in training with your
employees. Consider using a portion of your staﬀ meeting time to share information and allow employees to
share information they have gleaned as well.
• Consider asking employees to oﬀer a mini-training or presentation to other employees when they return from
training. This can also help employees master the information as they prepare to share it with others.
• Advocate for an adequate budget for the time and funds to maintain your staﬀ’s proﬁciencies in the latest
technology and practices within their ﬁelds of expertise.
• As part of your own succession planning and emergency preparedness work, ensure that you have provided
training to back-up personnel in the essential functions of your work unit.
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Sam Adams, Mayor
Kenneth L. Rust, Chief Administrative Officer

City of Portland
1120 SW Fifth Ave.
Portland, OR 97204

www.portlandonline.com/jobs

