
AGENDA: 

1. CALL TO ORDER; PLEDGE OF ALLEGIANCE TO THE FLAG

2. ROLL CALL

3. CHANGES TO AGENDA

4. EXECUTIVE DIRECTOR HIRING PROCESS – Plan, strategize and develop a plan to go forward.

a. Go with previous finalists or Re-Interview previous finalists

b. Look back at all applicants and re-evaluate and re- interview

c. Start Hiring Process Over- 

i. SETD 

ii. SDAO

iii. Other Consultant Service

d. Create new Timeline for hiring process

5. DISTRICT NAME-  

a. Determine and finalize-which names the entities of the District will use and how. 

b. Diane Moody to discuss name issues with DHS.

6. PUBLIC COMMENT- 

 

 

 

 

 

 

Sunset Empire Transportation District Board of Commissioners meetings are open to the public and accommodations will be 

provided to persons with disabilities.  Alternative formats available on request. For assistance please contact Mary Parker at 503-861-5370. 

Sunset Empire Transportation District 
BOARD OF COMMISIONERS  

SPECIAL BOARD MEETING  
MONDAY AUGUST 18, 2014  

8:30-12:00 
Astoria Transit Center, 900 Marine Drive Astoria, OR 
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EXECUTIVE DIRECTOR 
SUNSET EMPIRE TRANSPORTATION DISTRICT 

Job Summary: 

The Executive Director will report directly to the Sunset Empire Transportation District (SETD) Board of 
Commissioners.  Under the direction of the Board, the Executive Director will be responsible for the 
overall planning, organizing, and financial matters of the transit district.  The position is responsible for 
the efficient operations of the District, which includes the implementation and coordination of all 
policies adopted by the Board.  The Executive Director may serve as the budget officer of the District.  

Reporting Relationships: 

The Executive Director reports directly to the Board of Commissioners of the Sunset Empire 
Transportation District.  The position is responsible for the development of an appropriate 
organizational structure that describes the reporting mechanism for all positions in the District. 

Essential Qualifications: 

Education   Associate Degree or equivalent experience in a related field.  

Experience  Two years of documented management level experience in transportation or related 
field. 

 STRONG background in municipal finances 

Demonstrated success in the researching, authoring, obtaining and managing of 
Federal, State, and local grants.  

Experience in partnering with local, State and Federal agencies 

Experience in administration and organizational planning 

Knowledge of principles, practices, and standards of public transportation systems 

Excellent oral, written and presentation skills 

Ability to work effectively with a governing board   

Ability to obtain and maintain a valid Oregon Drivers License 

Desired Qualifications: 

Bachelor’s Degree in financial, business, or public administration 

Ability to lead positive organizational progress 

Team builder and team player  

Superior time management skills with the ability to manage multiple tasks concurrently 
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EXECUTIVE DIRECTOR 
SUNSET EMPIRE TRANSPORTATION DISTRICT 

Essential Job Functions: 

Physical: Works primarily in an office environment.  Some travel may be required outside of 
Clatsop County during the day and evening hours.  Physical demands of the position are 
minimal, involving moving materials, books, files, etc. weighing up to 20 pounds. 

Mental: The Executive Director works in fast-paced office environment characterized by limited 
resources, frequent deadlines, interruptions, and complex management decisions. 

General Duties: 

1. Manages the acquisition, construction, maintenance, and operations of the transit
district which includes the Medicaid Brokerage/Northwest Ride Center.

2. Administers the District’s operational and personnel policies.
3. Prepares the District annual budget.
4. Ensures monthly expenditure and revenue reports are submitted to the Board for

review on a timely basis.
5. Communicates effectively to the Board on matters of the District.
6. Prepares all plans and specifications for acquisitions of equipment or construction of

improvements or facilities for the District.
7. Prepares draft agendas for monthly and Special Board meetings
8. Maintains an operational awareness of all Federal, State and local laws and

regulations that affect the operation of the District and informs the Board of
changes.

9. Prepares and recommends Policies for Board review and adoption and ensures the
Board Policy Manual is reviewed annually.

10. Prepares and submits to the Board by August 30th of each year, a complete report of
the District’s finances and administrative activities from the preceding fiscal year.

11. Ensures that all employees are evaluated on an annual basis.
12. Assists the Board of Commissioners in the development of strategic plans that

address the financial and service levels of the transportation district.
13. Represents the policies of the Board of Commissioners to media, citizens and local

organizations/groups regarding the transportation district.
14. Ensures that all operational activities are in compliance with Federal, State and Local

regulations.
15. Develops operational performance metrics for the analysis of bus and para transit

operations, ridership, customer service and employee relations.
16. Ensures the District’s website is maintained and updated
17. Ensures the District’s Drug & Alcohol Policy is maintained to Industry Regulations.
18. Other duties as required.
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EXECUTIVE DIRECTOR 
SUNSET EMPIRE TRANSPORTATION DISTRICT 

Salary Range: $ 55,000.00 to $ 70,000.00 depending on qualifications 

Benefits: Competitive benefit package for the region and subject to negotiation. 

SETD Policy requires all new employees pass a criminal background check and pre-employment drug 
testing. 

Adopted by the Sunset Empire Transportation Board of Commissioners, January 2014 
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SUNSET EMPIRE TRANSPORTATION DISTRICT 

EXECUTIVE DIRECTOR SEARCH TIMELINE 

May 18, 2011 

Updated July 11, 2011 

Date Task Who Complete 
May 13, 2011 Meeting 1PM  

Request ED position descriptions Rogue and 
Tillamook 

ED Search Committee 

Dan 
May 19, 2011 Job Description Process Benefit Package 

Complete ED Position Description  
ED Search Committee 

May 26, 2011 Board Meeting Agenda Item 
Public Input: ED Job Description, Selection 
Process, Benefit Package 

SETD Board  
ED Search Committee 

May 27, 2011 Summarize Recommendations finalize 
Position Description  
Complete ad for release and distribute 

ED Search Committee 
Mary 

June 1, 2011 Position Opening Posted Referral to Website 
for Job Description email apps to SDAO 

Mary 

June 24, 2011 Position Opening Closes 
All apps to SDAO 

Mary 

June 27, 2011 Initial Application Screening SDAO 

July 1, 2011 Screened Applications distributed to each 
Board Member for individual ranking 

SETD Board 
Mary 

July 14, 2011 Ranked applicants due to Mary for Matrix SETD Board 
Mary 

July 21, 2011 SETD Special Board Meeting and Executive 
Session: Select 5 candidates for interview 

SETD Board 

July 22, 2011 Phone notification of candidates for 
interview 

George Dunkel 

Aug 15, 2011 Special Board Meeting and Executive 
Session: Interview, Selection, Offer, Contract 
negotiation and Background check 

SETD Board and Panel 
SDAO 

Sept. 1, 2011 
thru 

Sept 15, 2011 

New Executive Director to Begin Work SETD Board  
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Sunset Transportation Services 
Executive Director Selection Process 

Timeline 2014 

February 3, 2014 Application period opens 

March 7, 2014  Application period closes 

March 11, 2014 Applications scoring completed by SDAO and packets sent to District 

March 11, 2014 Applications available for Board 

March 17, 2014 12 Noon Board top 7 applicant list due to Mary 

March 18, 2014 9:00 AM Special Board Meeting Executive Session Select 5 Finalists 

March 20, 2014 Candidates reference checks completed by SDAO 

April 7, 2014 8:00 AM-2:30 PM Technical Panel Interview/Panel  
2:30 -3:30 PM Technical Interview Discussion with Board  

April 7, 2014 4:00 to 6:00 PM Public “Meet and Greet” with Finalists, STS Conf Rm 

April 8, 2014 9:00 AM Special Board Meeting Executive Session Finalists Interviewed; 
Selection of Finalist and Contingent Offer?  

April 9-17, 2014 Contract negotiations with Finalist, evaluation completed, background 
check and reference checks completed. 

April 24, 2014 April Board Meeting- announcement of successful Executive Director 
candidate 

May  2014 Start date for new Executive Director 
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Sunset Empire Transportation District 
Executive Director Selection Process 

      PROPOSED OPTIONS FOR TIMELINE 

_______ 2014 Application period opens  

_______2014 Application period closes 

_______2014 Applications Scoring completed by __________  

_______2014 Special Board Meeting Previous Finalists or all Applications 
Reviewed. 

_______2014 Applicants contacted by HR and SETD application completed 

_______ 2014 Special Board Meeting Executive Session Select Finalists 

_______ 2014 Candidates/Finalists reference checks completed by HR 

_______2014 Finalists interviewed by panel or tech committee 

_______ 2014 Special Board Meeting Finalists Interviewed; Contingent Offer 

_______2014 Finalist background and reference check completed by HR 

_______2014 Contract negotiations with finalist, evaluation completed. 

_______ 2014 Board Meeting- announcement of successful candidate 

_______2014 Start date for new Executive Director  
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 w e have a

 NE W  LOO
K

 W e’re good to go!

 503.861.7433
 1.866.811.1001

 w w w .rideth ebus.org
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