Medford City Council
Medford, Massachusetts

MEETING DATE SPONSORED BY

September 30, 2025 Isaac Bears, Council President

AGENDA ITEM

25-149 - Resolution to Establish a Recruitment and Hiring Process for the City Clerk

FULL TEXT AND DESCRIPTION

Whereas, City Clerk Hurtubise has informed the City Council that he will resign from his position as
City Clerk effective December 31, 2025; and,

Whereas, the City Council thanks Clerk Hurtubise for his years of dedicated service to the residents
of the City of Medford and to this City Council; and,

Whereas, the City Council President has worked with the City Solicitor and Director of Human
Resources to outline a recruitment and hiring process for the appointment of a City Clerk for the City

of Medford; now, therefore:

Be it Resolved by the Medford City Council that we adopt the following process for recruitment and
hiring of a City Clerk.

Recruitment and Hiring Process for City Clerk

Step |I: Human Resources Requisition Form

e The City of Medford Human Resources Department will develop a job description for the
position of City Clerk with minimum and preferred qualifications and attributes for review and
approval of the City Council and Mayor.

e Timeframe: Completed. Description attached.

Step 2: Advertisement of Position
e The position will be posted on the City’s website and advertised externally as with all

department head positions and on specific industry sites such as Massachusetts Municipal
Association, Betterteam, and specialty sites if applicable.



e Timeframe: job posting will remain active on the City’s website for a minimum of two weeks.
If there is not enough interest in the position, we will keep it open until filled.

o After the two-week period, the position will be closed in BetterTeam, unless it becomes
designated as “open until filled,” in which case it will remain open until sufficient qualified
candidates have applied, then it will be closed.

e Human Resources will be responsible for reviewing applications received on BetterTeam. The
City Council President will have access to those applicant submissions that meet the minimum
qualifications and requirements of the position.

Step 3: Interview Process

¢ The City Council President and Director of HR will review all applications and finalize a list of
candidates to interview who meet the minimum requirements of the position. This list will be
provided to the HR Coordinator for scheduling of interviews.

¢ All names of candidates selected for interview will be kept confidential at this stage of the
process.

e Initial interviews are conducted by the Chief of Staff, Director of Diversity, Equity and
Inclusion, Elections Manager, and City Council designee.

o Specific questions and/or scenario questions prior to the |st interview must be developed for
approval by the Director of HR and DEI Director with input from City Council President
prior to approval.

o All candidates selected for interviews will be asked the same standard questions.

e The DEI Director will formulate the Interview Grid associated with the interview questions
prior to the interviews.

¢ A calendar invitation by the HR Coordinator will be sent to all interviewers which will include
a copy of the finalized interview grid/scoring sheet, questions, and applications/resumes of
those being interviewed.

¢ Following the interview process, all documentation and scoring sheeting will be collected and
tabulated by HR and kept on file.

e The HR coordinator will contact those candidates selected for a second interview and
schedule the time for the second interview.

e The second interviews will be conducted by the Director of HR and an interview panel which
will include a City Council designee, Building Commissioner, and City Solicitor.

o Specific questions and/or scenario questions prior to the 2nd interview must be developed for
approval in the same manner as the |st round process.

o All candidates selected for second interviews will follow the same process as |st round.

e The top-ranking 3 candidates will be notified of their selection, and after a reference check,
their names will be made public and submitted to the City Council for action.

Step 4: City Council Appointment

e Once the final candidates are selected, HR will schedule final interviews before the City
Council.

e The City Council will appoint one of the candidates by majority vote.

o A Conditional Offer is issued to the person appointed by the City Council by the Director of
HR at Salary Step |, subject to education and experience, and a CORI will be conducted.

e Required Education/License Credentials will be collected during the onboarding process.



e Upon receiving satisfactory results of all conditions, the candidate will be required to complete
the onboarding process.

RECOMMENDATION
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l. Job Description - City Clerk



