Poulsbo Port District — Port Commission
Poulsbo Marina-18809 Front Street
Multi-purpose Building on ‘E’ Dock

| Subject | *HYBRID* Special Meeting Agenda

| 3/10/2025

- Recorder Cassidy Conners

5:00 PM

| Commission Chair Jay Lawrence

6:00 PM

o e i Jamie Green, Jeff Pfeil

| Staff Present

No. Topic

Action/Recommendation/Discussion

1. | CALLTO ORDER

2. NEW BUSINESS ITEMS

A. Port Manager Job Description

3. | ADJOURN

https://us02web.zoom.us/|/87487441022
Meeting ID: 874 8744 1022

One tap mobile
+12532158782,,89253011491# US (Tacoma)

+12532050468,,89253011491# US

The Port of Poulsbo provides a time for citizen input during, ‘Public Comments.’ Please limit yourself to three (3)
minutes per person. If you wish to address the Commission, please step up to the podium and speak clearly. The
Commission is committed to maintaining a meeting atmosphere of mutual respect and speakers are encouraged to
honor this principle. The Board will address public comments during ‘New Business Items — public comments.’ If
you wish to attend the Commission meeting and require physical accommodations in order to do so, please call
(360) 779-9905 by 9 a.m. the day of the meeting.




PORT OF POULSBO SPECIAL MEETING
MARCH 10, 2025
5:00 PM

Present: Commissioner Lawrence, Commissioner Green, Commissioner Pfeil
Call to Order 5:02pm

New Business [tem

Port Manager Job Description

Commissioner Lawrence said the purpose of the special meeting is to update the job
description for the new harbormaster position that’ll be posted. This needs to be done as soon
as possible for the job posting.

Everyone had a chance to read an updated version of what Port Accountant Tripp sent.
Corrections have been made. Discussion about salary began and it was suggested to start with a
$90k salary with percentage pay raises after a year of quarterly evaluations demonstrating
desired performance.

Commissioner Green said if the board isn’t sold on any one candidate, it’s ok to hold and go
through the process with another round of applicants. Last time there were 31 applicants, of
which 12 were interviewed. Those were narrowed down to six for the final interviews.
Commissioner Lawrence said he wants to interview more applicants. Commissioner Green said
it'll be interesting to see what kind of candidates they will get this time around compared to the
previous rounds. Changing the job description and the profile should yield different kinds of
candidates.

Commissioner Green looked up severance packages. To her knowledge, it isn’t required to have
one. Historically before Prothman’s, the individual could write their own contract or hire an
attorney to help write their own contract. That contract would then be presented to the board
for collaboration. Ultimately, it’s up to the board to agree to contracts. Commissioner Green
said there are pros and cons to severance packages but needs to check with the Port attorney.

Motion: Move to adopt the job description and with the $80k-$90k pay range.
Motion by: Commissioner Pfeil Seconded by: Commissioner Green

Motion passed unanimously.

Adjourn 5:23pm

Jay Lawrence, Commissioner & Chairman



PORT OF POULSBO SPECIAL MEETING
MARCH 10, 2025
5:00 PM
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Jamie Green, Commissioner

Teff- Pfecl

Jeff Pfeil, Commissioner

Cassidy Conners, Recording Secretary (Not in Attendance)



PORT OF POULSBO
Kitsap County, Washington
RESOLUTION 2025-05
DATED: March 10, 2025

A RESOLUTION of the Board of Commissioners of the Port of Poulsbo, Kitsap County
Washington establishing a job description for the Port Manager position and setting forth
procedures to establish the Port Manager salary.

WHEREAS, pursuant to RCW 53.08.170, the Port is required to establish positions, including
job descriptions and salaries by Resolution; and

WHEREAS, the Board of Commissioners now desires to adopt this resolution to establish a job
description for the Port Manager position and provides a process for setting the Port Manager’s

salary;

NOW, THEREFORE, BE IT RESOLVED by the Board of Commissioners of the Port of
Poulsbo as follows:

1. The Board of Commissioners hereby adopts the job description for the Port Manager of
the Port of Poulsbo attached to this Resolution as Exhibit “A” and incorporated here by
this reference as if set forth in full.

2. The Board of Commissioners shall establish the salary for the Port Manager, which will
be based upon qualifications, at the time an offer of employment is extended to the
proposed new Port Manager by motion of the Board at an open public meeting of the Port.

3. This resolution shall be effective upon passage by the Board.

ADOPTED by the Board of Commissioners of the Port of Poulsbo at the special meeting thereof
held this 10% day of March 2025 and duly authenticated in open session by the signatures of the
Commissioners voting in favor thereof.

PORT OF POULSBO
Kitsap County, Washington
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Exhibit A

PORT OF POULSBO
POSITION DESCRIPTION

Job Title: PORT MANAGER
Reports to: Port Commission

Principal Purpose of Job: Directs and is responsible for the overall operation of the Port of
Poulsbo including fiscal management, personnel administration, public relations, risk
management, short- and long-range planning and implementing the Port Commission's
comprehensive plan for the Port District. Monitors and evaluates the performance of the Port's
operations to ensure it is in compliance with the Port's mission and the Port Commission's
policies and goals.

Level of Authority: The Port Manager reports directly to the Port Commission with performance
reviewed for adequacy of professional judgment, compliance with policies and statutes, and
achievement of results consistent with objectives. Encourages autonomy and accountability for
all levels of Port staff. This person leads by example in a positive manner with excellent listening
skills and acceptance of others' input.

Decisions may have substantial impact on public safety, Port insurance ratings, legal liabilities,
public relations, costs and employee motivation and performance. Receives direction from the
Port Commission in public meetings and is specifically guided in level of authority by the Port's
Delegation of Authority, as adopted or amended by the Commission.

Work Environment: Work is primarily performed indoors in offices or meeting rooms. Some
work is performed outdoors at the marina with exposure to all the weather conditions and hazards
of these sites. Overtime and evening meetings may be required.

Essential Job Functions:

1. Organization success is achieved by inspiring and motivating staft success. Manage and
develop Port staff to ensure the operational success of Port services and the professional
development and satisfaction of the staff. For the staff, set clear goals and objectives and
regularly measure performance against them. Ensure authority is appropriately delegated
and staff is performing at optimal levels while being offered personal development and
professional challenge. Be a team builder and a team player.

2. Work with the Port Accountant to ensure the long-term financial success of the Port;
always improving income versus expense efficiencies; staying financially competitive
and adapting to changing market conditions and opportunities, while providing all
required/requested financial reports and filings.
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Align Port Services, to provide top quality customer service in all aspects of Port
operations, establishing departmental customer service performance criteria, measuring
against these criteria and demonstrating continuous improvement over time.

Guarantee that Port Operations meet required regulations, laws and all legal requirements
of day-to-day operations; provide required filings, reporting and documentation as
required; ensure Port staff is trained on and understand legal requirements of their duties;
regularly work with the Port Accountant to audit performance results and confirm legal
obligations are being met.

Ensure the Port maximizes the financial benefits from port assets and properties to the
benefit of the Port taxpayers and is seen as a positive contributor to the local community.

Supporting Functions to perform or manage:

10.

Establish with management staff the objectives for the Port within the overall goals
established by the Port Commission, prepare short- and long-range plans for the approval
of the Port Commission.

With the Port Accountant, prepare short and long-term (5 year) financial projections to
inform Port Commission strategic decisions.

Hire, ensure proper training, and at least yearly, evaluate performance of employees.
Encourage growth and training of staff. Maintain good morale and communications
within the staff.

With the Port Accountant and input from all management staff, prepare the Port's annual
budget and submit to the Port Commission and the County in compliance with state
statutes.

Determine what issues are appropriate to bring before the Port Commission, prepare the
Commission meeting agendas, brief Commissioners on issues as necessary, and ensure
there is an official record and history of the Port.

Prepare and monitor policies and procedures so there is consistent interpretation of Port
Commission expectations and consistent application of policies. Respond to questions or
concerns about policy from the Port Commission at public hearings.

With the Port Accountant, ensure that the Port maintains accurate financial records and a
clear accounting trail for all money received or spent by the Port.

Provide oversight of staff to prepare, manage or contract for work and services to be
provided by outside sources.

Manage the Port's construction projects, including grant preparation, budgeting,
monitoring, and documentation.

Develop and manage the Port and its facilities for maximum financial return, as outlined
in Port policy.
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With staff, ensure the float plane dock complies with airport safety and security plans and
regulations in accordance with FAA Regulations and Washington State Aeronautics
security recommendations.

Maintain working relationships and a liaison with local government, non- profit,
state and federal agencies.

Work with advisory committees established by or authorized by the Port
Commission to maintain positive communications with the community regarding the
impact of the Port and its operations.

Negotiate new contracts for goods and services, with the assistance of appropriate staff.
With the Port Accountant, monitor the Port's insurance needs and coverage.

Respond to callouts at the marina as needed and perform whatever assistance necessary
within level of training and ability. Evaluate the Port's responses to emergency situations
and make changes as needed.

Prepare and implement a Port Security Plan.

Designate employees responsible for safety and review safety programs.

Fill in for other staff as availability and abilities allow.

Develop marketing and advertising strategy and programs, as necessary contract for
advertising.

Organize regular meetings of all Port staff for purposes of training and information
sharing.

Understand government operations—private sector versus public sector—be familiar
with the Open Public Meetings Act, Revised Code of Washington chapter 53 specifically,
and due process of restrictions.

Additional Job Functions

The essential functions should not be considered an all-inclusive listing of work requirements.
Individuals may perform other duties as required, including work in other functional areas to
cover absences or relief, to equalize peak work periods, or otherwise balance out the workload
and meet the emergency and ongoing needs of the Port District.

Qualifications/Competencies

1.

As the public face of the Port in the community, the Port Manager must set a tone of
honesty, faimess and open communication.

Ability to anticipate future trends and possible revenue streams and work proactively to
promote and efficiently run the Port and to move forward proactively in a strategic
manner.

Desirable to have prior experience with state and federal laws related to Port operations
and know how the laws affect this Port District; must acquire knowledge of federal and
local laws.
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Desirable to have prior experience working with marina operations and management,
such as might be acquired through experience as, for example, Assistant Port Director in
a larger or similar sized port, airport manager, cruise ship operation manager, resort
manager or public utilities manager.

Demonstrated prior experience in revenue-producing management and familiarity with
the concept of "triple bottom line", taking into consideration the organization's fiscal,
social and environmental areas of responsibilities.

Desirable, but not mandatory, to have at least four years of college with emphasis on
management and finance.

Must have or be able to obtain a valid Washington State driver's license.

Must be willing to participate in Washington Public Ports Association conferences and
trainings, with Port Commission approval.

Physical Capabilities

1.
2.

Ability to traverse Port facilities in the course of everyday responsibilities.
Ability to maintain visual surveillance of marina facilities and be able to recognize unsafe
or undesirable conditions and conditions that are not in accord with Port policies.

Other Capabilities

N =

Must have computer and office equipment skills.

Must be willing to participate in ongoing job training as required.

Must be willing to work evenings and to respond to emergency call outs as necessary.
Must have reading ability, sufficient to read legal and technical materials, interpret and
apply them to Port businesses.

Must have writing ability, sufficient to write a variety of business materials, including
correspondence and policy and procedure manuals. Must be able to edit written
documents from others.

Must have oral communications skills to make oral presentations to groups and to
maintain excellent relations with customers. Must on occasion, deal effectively with
difficult customers or community members. Must have management communications
ability and leadership skills.

Have a working knowledge of positive human resources practices.

Must have or be willing to acquire skills related to the day-to-day operation of a marina.



