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City of Gautier
Office of Human Resources
3330 Highway 90 
P.O. Box 670 
Gautier, MS 39553

(P) 228.497.2539 / (F) 228.497.9984
Email: vbarnett@gautier-ms.gov  

Employment Application Process
City Manager
The City of Gautier’s goal is to retain highly talented and engaged individuals in support of our vision to uplift and promote our priceless gem as the city of choice for new businesses and residents along the Mississippi Gulf Coast. 
All persons interested in employment with the City of Gautier must have a current application on file in the Office of Human Resources located at 3330 Highway 90, Gautier, MS 39553. Your application will remain on file for one (1) year. It is your responsibility to keep your application up to date with your most recent address, phone number, or employment information. 
Applicants MUST meet the following Qualifications:

· Be eligible to work in the United States
· An elector of the county in which he/she resides, if registered outside of State of Mississippi; proof of registration is required.
· Valid Driver’s License (driver’s license number must be listed on application)
All Managerial/Supervisory applicants MUST:

· Be deemed eligible according to the educational background stated in the job description enclosed; and
· Provide our office with proof of a credible track record of qualifications, certifications, educational background, etc. so that our records may reflect your qualifications accurately.
Applications may be obtained in person from the Office of Human Resources, located at 3330 Highway 90, Gautier, MS 39553; or visit us at: http://www.gautier-ms.gov to download the necessary forms. 
Instructions:

· Please type or legibly print your application in blue or black ink only.

· List the position to which you are applying for.

· Complete and sign all sections on your application. 
· The Human Resources’ office hours are Monday – Thursday, 7:30 a.m. – 5:00 p.m. and Friday 8:00 a.m. – 12:00 noon.
· To apply, please submit an employment application with resume and complete references to:
City of Gautier

Attn: Office of Human Resources

3330 Hwy 90

Gautier, MS 39553

Phone: (228) 497-2539

Fax: (228) 497-9984

Email:  vbarnett@gautier-ms.gov
The City of Gautier is an Equal Opportunity Employer. Persons are considered for all positions without regard to race, color, religion, national origin, veteran or handicapped status. The City of Gautier will attempt to meet any reasonable request for accommodation in the hiring process in accordance with Title II of the ADA.
Thank you for your interest in employment with The City of Gautier!
City of Gautier, Mississippi

City Manager

Job Description

Job Description:
The city manager is the chief administrative officer of the municipality and is responsible to the council for the entire administration of the city government.  (Gautier operates under the Council-Manager form of government with a mayor and six councilmen.)

Job Requirements:
A Bachelor’s Degree in public administration, human resources, business management or a closely related field is required.  A master’s degree is preferred. At least seven (7) to ten (10) years of previous executive-level experience administrating a full service city of similar size and complexity is preferred. The ideal candidate will be known as a consensus builder able to quickly build productive relationships.  Communication (verbal and written) skills, negotiating techniques, financial analysis, marketing strategies and fully developed time management routines are needed to successfully meet basic job demands.

Job Responsibilities:
The manager shall be the chief administrative officer of the city.

The city manager shall:

· Be responsible to the council for the entire administration of the city government.

· Prepare and recommend to the council, an annual budget.

· Administer and secure the enforcement of all laws and ordinances of the city.

· Appoint and remove all department heads and other employees of the city, except that notwithstanding any other provision of the chapter, the council shall appoint the city attorney, the auditor, and the police justice, if any, and the council may, in its discretion, appoint the city clerk and treasurer.

· Supervise and control all department heads and other employees and their subordinates.  

· Negotiate contracts and make all purchases for the city, subject to existing laws and subject to the approval of the council.

· See that all terms and conditions imposed favor of the city and its inhabitants in any statute or municipal ordinance regarding public utility franchises or other contracts are faithfully kept and performed, and upon knowledge of any violation thereof call the same to the attention of the council.

· Make such recommendations to the council as he/she may deem expedient or necessary. 

· Make reports or recommendations to the council upon requests, and at least once a year present a written report of his/her work and the financial condition of the city for the information of the council and public.

· Perform such other duties as may be required by ordinance or resolution of the city council.

Community Characteristics:  The City of Gautier (estimated population of 17,154 citizens) completed an annexation process in February 2002.  The city boasts a four-year university program, a community college, and a regional 600,000 square foot shopping mall.  Retirees and families are drawn to the area and enjoy two excellent 18-hole golf course, state park and festivals, senior citizens center and new gated residential areas.

Gautier is located one hour west of Mobile, Alabama and less than two hours east of New Orleans, LA.  Adjoining cities are Pascagoula (the largest industrial area of Mississippi) and Biloxi-Gulfport (a high concentration of tourism-related jobs).Gautier is home to many of the employees of these enterprises.

The city contains an area of 32 square miles and water frontage of 76 miles along the Mississippi Sound and the bayous of the Singing River basin. The annual budget for the City of Gautier is approximately $16.5 million and the city employs 155 people. (Please view the website for more detailed information: www.gautier-ms.gov .)
Compensation:  Salary is competitive to the area and will be finally determined by compatible experience.  The benefit package includes health insurance for the individual, vacation, retirement, and 10 holidays per year and a city car.

Closing Date:
Open until filled. 
CITY OF GAUTIER
We consider applicants for all positions without regard to race, color, religion, gender, national origin, age, marital or veteran status, the presence of a medical condition or handicap, or any other legally protected status.

3330 Hwy 90* GAUTIER, MISSISSIPPI * 39553-5124 * TEL: 228-497-8000 * FAX: 228-497-8028

PLEASE PRINT OR TYPE * PROVIDE ALL INFORMATION REQUESTED

	Position Applied For (list only ONE per application)


	Date of Application



	Last Name
First Name
Middle Name   



	HOME ADDRESS: (STREET, CITY, STATE, ZIPCODE)



	Daytime Phone #:  _________________                                  Evening Phone #:   ___________________

Email (if checked daily):

	Have you ever been employed with us before?      FORMCHECKBOX 
 NO   
 FORMCHECKBOX 
YES     DATES:

	Are you eligible to work in the United States?      FORMCHECKBOX 
 NO
 FORMCHECKBOX 
YES

Are you registered to vote in the county in which you reside?      FORMCHECKBOX 
 NO   FORMCHECKBOX 
YES

	Do you have a valid driver’s license?     FORMCHECKBOX 
 NO    FORMCHECKBOX 
YES      License #:                                    State:
Commercial –Class:

	Are you employed now?     FORMCHECKBOX 
 NO      FORMCHECKBOX 
YES        Date available for work:

	Have you been convicted of a felony within the last seven (7) years?          FORMCHECKBOX 
 NO         
 FORMCHECKBOX 
YES
(Conviction will not necessarily disqualify an applicant from employment)

	If Yes, please explain.



	Have you ever had any job-related training in the United States military?        FORMCHECKBOX 
 NO        FORMCHECKBOX 
YES

	If Yes, please describe.



	Do you have any relatives currently employed with the City of Gautier?           FORMCHECKBOX 
 NO            FORMCHECKBOX 
YES

	If yes, please give name(s) and relationship(s).




EDUCATION If you have a GED, please note last year of high school completed and date GED acquired.  You will be asked to provide diplomas, certificates, and/or official transcripts to document education and training. 

	School
	Address
	Course of Study
	Diploma/Certification

	
	
	
	

	
	
	
	

	
	
	
	

	Describe any specialized training, apprenticeship, extracurricular activities and honors received




EMPLOYMENT EXPERIENCE Please begin with your present or last job. Include all employment history and any job-related military service assignments and volunteer activities.  An additional sheet will be provided upon request. Resumes may be attached   

	1.
	Employer
	Dates Employed
	Work Performed

	
	
	From
	To
	

	
	Address


	
	
	

	
	Telephone Number(s)
	Hourly Rate/Salary
	

	
	
	Starting
	Final
	

	
	Job Title


	Supervisor


	
	
	

	
	Reason for Leaving
	
	
	


	2.
	Employer


	Dates Employed
	Work Performed

	
	
	From
	To
	

	
	Address


	
	
	

	
	Telephone Number(s)
	Hourly Rate/Salary
	

	
	
	Starting
	Final
	

	
	Job Title


	Supervisor


	
	
	

	
	Reason for Leaving
	
	
	


	3.
	Employer


	Dates Employed
	Work Performed

	
	
	From
	To
	

	
	Address


	
	
	

	
	Telephone Number(s)
	Hourly Rate/Salary
	

	
	
	Starting
	Final
	

	
	Job Title


	Supervisor


	
	
	

	
	Reason for Leaving
	
	
	

	4.
	Employer


	Dates Employed
	Work Performed

	
	
	From
	To
	

	
	Address


	
	
	

	
	Telephone Number(s)
	Hourly Rate/Salary
	

	
	
	Starting
	Final
	

	
	Job Title


	Supervisor


	
	
	

	
	Reason for Leaving
	
	
	


	5.
	Employer


	Dates Employed
	Work Performed

	
	
	From
	To
	

	
	Address


	
	
	

	
	Telephone Number(s)
	Hourly Rate/Salary
	

	
	
	Starting
	Final
	

	
	Job Title


	Supervisor


	
	
	

	
	Reason for Leaving
	
	
	


	Please list any additional skills or qualifications that relate to your ability to perform the job for which you have applied such as licenses, software proficiency, professional types of machinery or equipment you operate, etc.




REFERENCES (Do not include relatives)
	Name
	Address
	Phone Number
	Occupation

	
	
	
	

	
	
	
	

	
	
	
	


	I certify that all foregoing statements are complete, true and correct, and that I have not knowingly withheld any facts or circumstances that might, if disclosed, affect my application unfavorably.  I understand that this employment application is not an employment contract.  I understand that misrepresentation or omission of fact within this application is cause for rejection of said application, or termination, if discovered after I am hired. 

I hereby authorize the City to investigate all statements contained in this application.  I hereby authorize all previous employers, references, persons or entities that the City of Gautier may contact to furnish information concerning my personal character or employment records, and I release them from any and all liabilities or damages incurred as a result of furnishing this information. 

I agree to submit to pre-employment drug testing and understand if hired I may be subject to future drug testing pursuant to the written policies of the City of Gautier.  I understand and agree to a pre-employment review of my motor vehicle record; and if I am employed and operate City vehicles or similar equipment, to a periodic review of my motor vehicle record.  I agree to conform to the rules and regulations of the City of Gautier.

I hereby understand and acknowledge that, unless otherwise defined by law, any employment relationship with this organization is of an at will nature, which means the Employee may resign at any time and the Employer may discharge Employee at any time without cause or notice. It is further understood that this at will employment relationship may not be changed by any written document or by conduct.  I understand that if I am offered and accept a job, the City of Gautier reserves and retains the right to make changes in the terms and conditions of my employment as the City of Gautier determines to be necessary or appropriate.

I hereby understand and acknowledge that this application shall remain valid for consideration for a period of twelve weeks from the date of this application. In the event I have not been contacted prior to expiration of the stated period, it will be necessary for me to submit a new application for consideration.

I hereby acknowledge that I have read the foregoing and understand the same.

Signature of Applicant:   _____      _                                                                                    __             Date:  _____      _ _____________                   __



Screening Schedule Received _____      _____                                        Application Received ____ _           _    Date _____      _                    ___          
City of Gautier

Office of Human Resources
3330 Highway 90 ( Gautier, MS 39553
228.497.2539/ (Fax) 228.497.9984
Email: vbarnett@gautier-ms.gov  

VERIFICATION OF PREVIOUS WORK EXPERIENCE

Note to Applicant:     Complete this section and submit to your previous employer for verification of your work experience.

DATE:     _______________



Position 




Applied For: 
___________________________________
TO:                    _______________________________

FROM:                 ___________________________________
                                                                                                                                                                          (Applicant Name)

COMPANY:     _______________________________

Previous Name:






(If applicable)       ___________________________________

ADDRESS:       _______________________________
                           _______________________________


I have been requested to furnish verification of my service while in your employment. Please complete the section below and mail directly to the City of Gautier.

______________________________
______________________
_________________________

                                   Applicant Signature
                     Social Security Number
      
            Date(s) of employment
Note to Employer:
Complete the information requested below and mail directly to:






City of Gautier





Office of Human Resources 






3330 Highway 90





Gautier, MS 39553
Date of Employment: ___________________

Last Date of Employment: ____________________

Did He/She Resign:  FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO If yes, was notice given?  FORMCHECKBOX 
 YES    FORMCHECKBOX 
  NO   Is applicant eligible for rehire?    FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO
If No, please explain: __________________________________________________________________________________________
____________________________________________________________________________________________________________

Please list below all positions held by the applicant while in your employment. If more space is needed please attach additional documentation. 
	Employee’s Position/Title
	Briefly describe duties of position
	Date employee
began position
	Date employee
ended position
	Indicate if Full-Time or Part-Time Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please rate the applicant’s overall performance in each of the following areas:
	Work Ethic
	Excellent
	Good
	Average
	Below Average
	Poor

	Quality of Work
	Excellent
	Good
	Average
	Below Average
	Poor

	Attendance
	Excellent
	Good
	Average
	Below Average
	Poor

	Conduct
	Excellent
	Good
	Average
	Below Average
	Poor

	Customer Service
	Excellent
	Good
	Average
	Below Average
	Poor

	Initiative
	Excellent
	Good
	Average
	Below Average
	Poor


Additional Comments: ____________________________________________________________________________________________________________
Completed by:
_______________________________________________ Title: ________________________________

Signature:
_______________________________________________ Date Completed: ______________________

PERSONNEL USE ONLY
Received by: ______________________________________________
Signature: ____________________________________




(Print Name)

Title: 
        ______________________________________________
Date/Time Received:  ______________/___________
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