
Resume Evaluation Matrix  
 
Candidate Name __________________________________________________        Date  ___________________________ 
 
Evaluator Name __________________________________________________  Evaluator Signature ____________________________________________________ 
 
 

ATTRIBUTE 
Candidate 

Score 
(0-5) 

Evaluator Comments Definitions 

Education and 
Professional 
Experience   

Have a graduate degree in Public Administration or related field and/or equivalent experience. 
 
Possess substantial management experience in a municipality/public agency, and have demonstrated 
experience in supervising and managing city services, including working with a police department and with 
community oriented policing. 

Budget and 
Financial 
Management   

Possess demonstrated experience in managing budget development process, budget management and 
administration, and financial management systems, including experience with revenues, capital 
improvements, and expenditure controls.  Familiarity with results oriented budgeting and/or performance 
based budgeting is desirable. 

Metropolitan Issues 

  

Have knowledge and demonstrated experience in and understanding of issues related to a major  
metropolitan area, including crime prevention, landlord-tenant and rent control issues, town/gown issues, 
historic development issues, transportation, environmental sensitivity, and issues related to racial, ethnic and 
socio-economic diversity. Have an understanding of emergency preparedness issues. 

Intergovernmental 
Relations   Have demonstrated experience in working with and achieving results with various levels of government 

(federal, state, county, municipal, regional, etc.) to further the city's interests. 
Infrastructure 
Management   Have working knowledge of and/or experience with infrastructure issues including project management, 

maintenance, and annual assessments of capital improvement needs. 
Economic 
Development   Have working knowledge and/or experience in economic development including small business development, 

and experience in developing alternative sources of revenue. 
Information   Have working knowledge of information management technologies related to city management. 



Management Skills 
Management and 
Leadership Skills 

  

Be able to provide leadership and direction to city staff, delegating responsibility while holding staff 
accountable for their performance to ensure the achievement of city goals and to ensure responsiveness to 
resident needs and concerns. 
Be a leader with the ability to recognize the overall picture and have demonstrated ability to anticipate rather 
than react to municipal problems, concerns and opportunities. 
 
Have demonstrated experience in employee relations in a union environment and with modern personnel 
administration practices. 
 
Be able to create and maintain and open and respectful work environment, encourage staff to develop and use 
effective communication skills (oral, written, listening), and embody high standards of professional ethics and 
integrity in approach to management issues. 

Internal 
Communications 
Skills 

  

Maintain a positive and healthy relationship with the City Council, and be able to present professional 
perspectives, concerns and implications of proposed policy actions, and the perspectives of City staff to the 
City Council in a timely manner, while being committed to carrying out Council decisions in a timely, 
professional, and impartial manner. 
  
Be responsible for and active in developing policy initiatives and alternatives for consideration by the City 
Council, and keep the City Council informed of major activities and operations on a fair and equal basis, with 
particular sensitivity towards activities which have policy or community impact, with special attention given 
toward avoiding surprises. 

External 
Communications 
Skills/Constituent 
Services   

Have demonstrated experience in working with politically active and environmentally sensitive residents and 
also at utilizing resident input.   
 
Encourage and support community participation in improving the quality of government service and quality 
of life in Takoma Park, and interact effectively with all major stakeholders, including individual residents, 
resident groups, and businesses, with an awareness that municipal government is there to serve the residents. 

TOTAL SCORE    
 


