City of Davenport

Washington

City Administrator
$75,692 - $116,450 DOQ

Apply by
SEPTEMBER 3, 2026

(First Review, Open Until Filled.)

The City of Davenport seeks a dynamic and experienced
City Administrator to guide their small but vibrant
community taking over from a previous administrator of

long standing.




THE COMMUNITY

Davenport, a picturesque town nestled in the surrounding
wheat fields of Eastern Washington. Davenport is a blend of
natural beauty and rich history. A somewhat bedroom
community located 36 miles from Spokane. Davenport offers
an escape into a serene, forested landscape while remaining
connected to urban amenities. Davenport was established by
loggers and farmers who named the city after one of the founders in the late 1800s that enhances
the town's charm.

Historical landmarks in the area include Lake Roosevelt and the historic Grand Coulee dam that
created it. The city boasts a tranquil cemetery, 4 local parks including a Sports Complex and the
downtown City Park offering a playground, Water Park/Pool, a small skatepark, and a year-round
creek that is host to the annual fishing derby.

THE CITY

Located directly west of Spokane, Davenport is a low-density residential community with many
attractive amenities. Davenport is the Lincoln County seat and is host to the local school district,
County offices and fairgrounds and a WSDOT facility.

The City of Davenport offers a warm and welcoming atmosphere, rich history, a range of

recreational and cultural offerings, and stunning natural surroundings. With its strong sense of
community, Davenport is an ideal place for those seeking a
blend of tranquility, cultural richness, and community spirit

The City of Davenport operates under a Strong Mayor form &
of government. The Davenport City Council is composed of -
seven councilors elected at large, and a mayor that is elected
separately from the council positions. Council terms are
generally four years with one being a two-year term. The
mayor’s term is for four years.

The City of Davenport serves a population of approximately 1,750 people across one square
mile. The city has 8 FTEs and a 2026 total city budget of 8.1 million. City Departments include
Administration, comprised of the City Administrator, Clerk/Treasurer, and Deputy -
Clerk/Treasurer, and Public Works, comprised of the Public Works Superintendent, and four
Utility Workers. A 25-person volunteer fire department and part-time fire chief. City library with
part-time librarian. Police services, engineering, legal services, solid waste removal and building
enforcement/inspections are contracted out. The senior and general clerk positions provide
support to all departments.




oriented decision-making. Prior management or supervisory experience is essential, with public-
sector experience preferred but not required.

Strong interpersonal skills and a high level of emotional intelligence will be critical to success in
this role. The ideal candidate will communicate effectively in writing, in person, and in public
settings, enabling clear direction, active listening, and productive facilitation.

The ability to mediate disputes, resolve conflict and advocate for staff will help build trust across
the organization and within the community. A reputation for honesty, integrity, a positive
outlook, and visible community engagement will further strengthen relationships and reinforce a
healthy, collaborative organizational culture that supports retention, morale, and long-term

organizational stability.
EDUCATION & EXPERIENCE

« A bachelor’s degree from an accredited college or university in public administration or
business administration is preferred.

« A minimum of five (5) years of progressively responsible experience in local government
ﬁ which would ideally include experience in positions such as city
=== administrator/manager, assistant city administrator, finance director,

community development director, other department head, or a

& comparable position is desired.

» A master’s degree in public administration or business
administration is a plus.

« Any satisfactory equivalent combination of education and experience
which ensures the knowledge, skills and abilities to perform the essential functions of the
position may be considered.

To learn more about the City of Davenport, please visit: www.davenportwa.us
COMPENSATION & BENEFITS

> $75,692 - $116,450 DOQ

> Medical, Dental, Vision and Life Insurance for the employee.

> Washington Public Employees Retirement System.

> 96 Hours of Vacation Per Year, increasing with years of service.

> Twelve (12) days of Sick Leave per year. (Accrued at 8 hours per month)

> Ten (10) paid holidays.

> Up to Four (4) additional days of personal leave per year, which can be used as vacation,
personal business, or sick leave depending on years of service.

> Up to $5,000 for relocation expenses.




THE POSITION

Working under the supervision of the Mayor, the City Administrator provides general
management and administration for all City functions. This position is responsible for planning,

rgammr;g_d]rectmg and controlling the activities and operations of the City of Davenport, and
exercising supervision and leadership over the city’s employees,
contractors, and agents. The City Administrator also leads the
development of program and policy recommendations for presentation
-~ to the City Council and is responsible for facilitating the

implementation of the Mayor’s vision. The City Administrator also

serves as chief budget officer. To view a full job description, please
view the attachment found here.

~ OPPORTUNITIES & PRIORITIES

Secure supplemental grant funding to mitigate future water and wastewater capacity shortages as
development increases and the rate impacts those projects may have. The new City Administrator
will have an opportunity to actively pursue additional state and federal grant funding during their
tenure to reduce the overall financial burden on ratepayers and soften the impact of these
increases during the implementation periods.

Leverage the new improvements realized at the Davenport Municipal Airport as a long-term
operational and capacity asset: The recent airport improvements and available land positions the
airport for further development and is attractive to new general aviation interests and commercial
ventures.

Build upon a stable, aligned, and high performing municipal team: The City Administrator will
inherit a well-functioning organization of approximately 8 full-time employees with strong
morale and shared direction. This internal stability provides continuity and allows leadership
attention to remain focused on external financial and infrastructure priorities rather than internal
reorganization.

THE IDEAL CANDIDATE

The ideal candidate will bring a strong public sector
background and the leadership presence needed to guide
the City of Davenport with clarity, accountability, and
purpose. This individual will demonstrate the ability to
actively pursue State and Federal grant funding and pair
that skill with a solid understanding of public-sector
finance to support responsible budgeting, sound governance, and long-term planning.

The successful candidate will possess a working knowledge of public works, airport operations,
capital projects, and utility operations, allowing for informed oversight and practical, solution-




Updated November 2025

CITY ADMINISTRATOR, Department Head

GENERAL SUMMARY:
The position of City Administrator is appointed by the mayor and confirmed by the-city council.

The position must perform a variety of duties with an emphasis on finance; and administration.
Management, implementation and development of infrastructural projects relating to airport,
parks, street, water and sewer programs is paramount in the position. This position reports o

and supports the mayor.

PRINCIPAL DUTIES AND RESPONSIBILITIES:
1. Assists the mayor and assumes all additional duties and responsibilities assigned

by the mayor.

2. Verifies and approves vouchers and expenditures for accuracy and availability for
funding.

3. Prepares street reports as prescribed by state law.

4. Prepare annual and quarterly financial statements as needed and other financial
statements within the city accounting system.

5. Prepares requests for payment and reports of expenditures for grants and federal
revenue sharing while assuring compliance with regulations governing these
monies.

6. Invests in excess cash at the highest rate within allowable instruments, to mature
at appropriate times to meet the city’s financial needs.

7. Advises the mayor and eity-council on all financial matters including

- expenditures, revenues and identifies problems and provides options on
financially related matters.

8. Prepares routine ordinances, resolutions and legal notices and prepares each for
publication and codification.

9. Submits budget requests to department heads. Prepares the budget for the mayor
and city council. Publishes appropriate legal notices regarding the budget.

10. Pays and records interest and principal on bonded debt. Financially manages debt
and assists the city council on issuing debt.

11. Works with the State Auditor’s Office to minimize audit costs and documents and
implements recommendations when appropriate.

12. Represents the city in the budget process and implements approved budget.

13. Administers the insurance program for the city and keeps record on file. Works
with insurance representatives to ensure proper coverage to eliminate loss.

14. Research, write and coordinates grants as needed. Implements and administers
grant accounting procedures associated with the projects.

15. Plans, organizes, and implements airport, park, sireet, water, sewer and other
necessary projects, and programs.

16. Monitors all contracts and agreements for the city.
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17. Directs training for the city clerk/treasurer, including, but not limited to, financial

matters.
18. Performs notary service for the city and the public.

KNOWLEDGE, SKILLS, AND ABILITIES PREFERRED:
1. Experience in governmental management and administrative procedures, accounting,
investments and infrastructural projects and programs. This experience is normally
acquired through the completion of a college program in a related skill and/or at least
five years of responsible experience within a governmental agency.
At least-five years of supervisory experience preferably in a government position.
Experience in grant accounting, financial management and history of successful grant
writing and management of grants and programs.
4. At least five years® experience in development of infrastructural programs and projects.
5. Position requires excellent verbal and writing skills.Must be able to present programs and
projects in an articulate manner.
6. Knowledge of airport operations and maintenance; to include; General Aviation flight
rules and regulations, FAA/WSDOT guidelines, and homeland security requirements.
7. Expetience in parks and recreational programming, planning and implementation is
desirable.

w N

PHYSICAL DEMANDS:
The physical demands and work environment described here are representative of those that must
fully perform the essential functions of this job. Reasonable

be met by an employee to success
accommodation may be made to enable individuals with disabilities to perform the essential

functions.

Work involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or
controls and reach with hands and arms. Vision abilities required by this job include close vision
and the ability to adjust focus. The employee may be required to push, pull, lift, and/or carry up
to 20 pounds. The noise level in the work environment is usually moderately quiet; however,

printers and field inspections may cause additional noise exposure.

The statements contained herein reflect general details as necessary to describe the principal

functions of this job, the level of knowledge and skill typically required and the scope of
responsibility-but should not be considered an all-inclusive listing of work requirements.
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City of Davenport
CITY ADMINISTRATOR
Supplemental Essay Questions

To get a better sense of your writing skills and additional insights into your
experience, please answer the following questions. Limit your responses to no more
than a single page per question and upload your answers as part of your online
application by SEPTMBER 3, 2026 (first review, open until filled.)

1. What have you learned about the City of Davenport that interests you, and why is
now a good time in your career to consider this position?

2. Describe your experience managing major public infrastructure investments that
required significant financial impacts on residents or ratepayers. In your response,
explain your experience or approach to pursuing external funding opportunities,
maintaining affordability when possible, and communicating transparently with the
public while overseeing disciplined implementation of adopted rate or revenue

strategies.

3. Davenport is navigating a petiod of transition marked by financial success and
administrative longevity but has an aging infrastructure, evolving community needs,
and new executive leadership. Describe your approach to advancing a governing
body’s strategic vision while balancing fiscal responsibility, service expectations, and
long-term organizational sustainability.

4. This role requires leading complex initiatives that depend on strong internal
leadership, regional collaboration, and public confidence, including major
development projects, public safety services, and organizational capacity-building.
Describe your experience guiding cross-departmental or multi-agency efforts while
developing and supporting executive leadership. Include how you have fostered
collaboration, maintained accountability, and communicated effectively with elected

officials, partners, and the community.



APPLICATION FOR EMPLOYMENT

City of Davenport
411 Morgan Street
P.O. Box 26
Davenport, WA 99122
509.725.4352
FAX: 509.725.4300

AN AFFIRMATIVE ACTION
EQUAL OPPORTUNITY EMPLOYER

if you require accommodation to participate in the application or examination process, please inform the City Staff

by the closing date on the job announcement.

PLEASE TYPE OR PRINT - ANSWER ALL QUESTIONS - USE INK ONLY
An incomplete application may delay action or disqualify you.

Name:

Last First Middle
Address:

PO Box/Physical Address City State ZIP Code
Phone:

Home Work Message Cell Phone
SSANE:

You must notify the City of Davenport if you change your address

POSITION DESIRED

[ learned of this job opening through (check all that apply):

:City Employee EFriend or Relative Sdob Posting E:Other

Where:

Name:

Type of work you will accept (check appropriate boxes):

[ |FuiTime [ JPartTime [ vemporary SSeasonal

Please be sure that you complete all sections of this a?pﬁcation completely and accurately to the best of your ability.
Give us a clear description of your job duties, the time spent doing that work, the equipment you used, and anything else
which will help us understand the nature of your work. We will evaluate the information you provide to decide which
applicants will be invited to the examination for this position. Your application may be used as part of the examination
process; therefore, it should represent your best effort.




GENERAL INFORMATION

Have you ever been employed by the City of Davenport? Yes ] ™[ ]
Dates: From to

Do you have relatives employed by the City? Yes [:I No ::

separately for potentia! conflict

(There are some limitations on the employment of relatives. Each case is considered
of interest). If yes, indicate name and department

Have you been convicted of a crime o released from prison within the last 7years? Yes [ | No [ |
If yes, please explain (a conviction record will not necessarily be a bar from employment):

Do you possess a valid driver’s license? Yes [ | No 1

Commercial driver's license number:

State of Issue:

List any other licenses and certificates you currently hold:

Proof of U.S. citizenship or legal right to work in the U.S. will be required upon employment.

EDUCATION AND TRAINING

Have you graduated from high school or received a GED?  Yes [ 1 No
If no, highest grade completed:

POST HIGH SCHOOL EDUCATION

Name, City & State Degree Earned Specialization From To

College or University

Post-Graduate Work

Other

Which craft(s):

Have you completed an apprenticeship? Yes No




— SPECIAL SKILLS AND QUALIFICATIONS

What equipment do you operate?

What office machinery do you operate?
Doyoutype? Yes [ | No [ ] wpM
Do you take shorthand? Yes [ | No [ ] wpMm

n skills that you have gained from employment, training, experience as a

List any special technical or machine operatio

volunteer or through other means:

List any foreign languages that you speak andfor comprehend:

Check the appropriate skill level: Speak Fluent Comprehend: Fluent
Good Good
Fair Fair
REFERENCES
former employers or relatives who have a definite

Give name, address and phone number of three persons, other than
knowledge of your work.

Name Address Phone

AGREEMENT, CERTIFICATION AND AUTHORIZATION

(Please read carefully)
| certify that all statements made in this application are true, complete, and correct to the best of my knowledge and

that any false statement shall be considered sufficient cause for employment disqualification or discharge.

{ authorize my current or former employer(s) to provide to the City of Davenport representatives any information regarding

my current or former employment. | understand that such information may or may not help my application for employ-
ment with the City of Davenport. | hereby release any current or former employer, its agents or employees, from any and
all lfability resulting from the release of such information. My authorization to current or former employers o release
information, and my waiver of liability, which are written out above, are knowing, intelligent and voluntary acts.

| authorize schools and other educational and technical institutions which | have attended to release my scholastic
ratings or records to City of Davenport representatives. '

I am willing to have a pre-employment physical examination, if requested, at my expense.
| understand that, as a condition of employment and within 3 days of being employed, | must provide documentation to
prove employment eligibility and personal identification as required by the Immigration Reform and Control Act of 1986.

Signature of Applicant Date of Application

Notice: All applications must be signed and dated in order to be accepted for consideration.



EMPLOYMENT EXPERIENCE

List below all the jobs you have held in the past 10 years, beginning with your present or last employer.
unemployment periods. Attached supplementary pages, (this page may be duplicated) or use white paper.

Account for

Dates of employment (month, year) Exact Title of Position

from to
Name of employer and address: Average hours per week:
Salary/Earnings:
Starting: $
Final: B
Name of immediate supervisor:
Phone Number:
Kind of business or organization (manufacturing, accounting, etc.):
Reason for ieaving:
Description of duties and accomplishments in your work:
Exact Title of Position:

Dates of employment (month, year)

from to

Name of employer and address:

Average hours per week:

Salary/Earnings:
Starting: 9
Final: $
Name of immediate supervisor:
Phone Number:
Kind of business or organization (manufacturing, accounting, etc.):
Reason for leaving:
Description of duties and accomplishments in your work:
Dates of employment (month, year) Exact Title of Position:
from to
Name of employer and address: Average hours per week:
Salary/Earnings:
Starting: $
Final: $

Name of immediate supervisor:

Phone Number

Kind of business or organization (manufacturing, accounting, efc.):

Reason for leaving:

Description of duties and accomplishments in your work:




) VETERAN'S PREFERENCE

b e

ran's preference may be claimed if you received a discharge under honorable

ical reasons with honorable records, AND: (1) served in any branch of the
armed forces of the United States between World War | and World War H, or during any period of war; or; (2) served in
nditionary medal, or Marine

any branch of the armed forces of the United States and received the armed forces expe
Corps and Navy expenditionary medal, for opposed action on foreign soil. Veteran's preference must be claimed within
eight (8) years of release from active duty. (MILITARY RESERVE TIME DOES NOT QUALIFY).

Do you claim veteran's preference? Yes [ INo 1

Under Washington state law, vete
conditions, or received a discharge for phys

If yes, provide dates of service:

Date of release:

Date of entry:

Date of retirement:

Did you receive the Armed Forces, Marine Corps and Navy expenditionary medal or Southwest Asia Service Medal for
Yes t____l No [i'lf yes, where did you serve?

opposed action on foreign soil?
Yes 1 N [

Have you ever used veteran's preference to obtain employment?

If yes, which job(s):

Proof of military service or release from active duty papers (Form DD214) must be submitted with this application.



