
Exhibit C:  
Sample Manager Profile 
 
The development of the posi0on profile is an opportunity for the hiring authority to come 
together and discuss what they are seeking in their next manager/administrator.  If community 
members are asking to be included in the process, this is an excellent opportunity to obtain 
their feedback so it can be used in developing the profile and in screening applicants.  The 
following informa0on should be included in the profile: 

Community/County Informa/on – Marke0ng informa0on (popula0on, loca0on, regional 
aCrac0ons, recrea0onal opportuni0es, schools, retail/business climate) about your community 
or county.  What are the highlights?  This sec0on should ideally include links to your website, 
chamber of commerce informa0on, etc. 

The Organiza/on – This sec0on should include your form of government, the names of 
departments, number of employees and size of annual budget.  Again, links to your budget and 
any strategic planning documents would be helpful. 

The Posi/on – Specifics about the posi0on – who it reports to and who are the direct reports to 
this posi0on.  This sec0on should include high-level responsibili0es. Informa0on on key 
aCributes and experiences for interested candidates can be included in this sec0on.   

Opportuni/es and Challenges – What short- and long-term challenges and opportuni0es will 
the next person in this posi0on face? Typically, 4-5 issues are men0oned in this sec0on. 

Qualifica/ons and Leadership/Management Skills Desired – This should include what poten0al 
candidates must have and then what addi0onal qualifica0ons and skills are highly desirable.  
Flexibility with respect to requirements candidates must have should be minimized to assist in 
achieving a broad pool of candidates.    

Compensa/on and Benefits – It is very important to include a compensa0on range.  Using DOQ 
(Dependent on Qualifica0ons) will reduce the size of the candidate pool.  Salaries are public 
informa0on, so it is important for the hiring authority to discuss what range they expect to pay 
within and to adver0se that range. In addi0on, if residency is required, it is important to include 
that informa0on in this sec0on. 

Applica/on Process – Indicate applica0on deadline and how to apply.  This sec0on should also 
include contact informa0on for ques0ons. 

 

Note:  A full posi0on profile or brochure typically includes photos of the community/county and 
organiza0on and may also include relevant graphics/organiza0onal charts.  For adver0sing on 
websites, a shorter version of the profile that hits on an abbreviated version of these 
components will need to be developed. 


