
City of Newport 
Job Description 

 
Job Title: City Councilmember 
Reports To: Citizens of Newport 
 
SUMMARY 
 
The City Council is the policy making body for the City of Newport.  The City Council’s principal job is 
to provide a forum for the discussion of community issues, build consensus and to adopt policies.  It is 
legislative in nature, and is accomplished primarily though ordinances, resolutions and motions and 
define community policies and standards to guide program development and implementation.  
Administrative functions are the responsibility of the City Administrator and staff.  Councilmembers 
exercise their authority only when acting in concert with other Councilmembers at publicly advertised 
meetings.  Individual Councilmembers have no authority to act independently or to give direction to City 
employees. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  (Other duties may be 
assigned.) 
 
Is a team player with the Mayor, other City Councilmembers, City Administrator and city staff by 
interacting in a courteous, efficient and helpful manner. 
 
Attend council meetings on the first and third Monday of each month (Tuesdays in the event of a holiday) 
at 6:00 PM and any special hearings or meetings, unless excused for good cause. 
 
Listen to both the requests and grievances of local citizens, and respond to the needs of residents of the 
community within the realm of local decision making powers. 
 
Become educated to the City of Newport government and policies, procedures and practices to include the 
annual financial budget and ensuring adequate physical development to keep pace with the growth of the 
City of Newport. 
 
Councilmembers are responsible for reading the Council agenda packet materials and should come to the 
council meetings prepared to discuss materials and/or make decisions for the benefit of the City at large. 
 
Councilmembers should contact the City Administration staff with questions or comments in regard to the 
agenda packet prior to Council meetings. 
 
Ensure that promises or quick answers are not given to citizens without getting all of the facts and 
information from all persons involved and affected. 
 
Ensure that information or decisions made regarding the city complies with city procedures, policies or 
that the City is in a position to honor the promise or answer. 
 
Know the Open Meetings Law to preserve the quality of local government proceedings by not making 
decisions or discussing the business of Council except in a meeting which is open to the public. 
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City of Newport 
Application for City Council Position 

 
Thank you for applying for a position on Newport City Council.  To learn a little more about you and 
your reasons for applying for this position, the Mayor and City Council would like you to complete the 
following information: 
 
Name: ________________________________________________  Date: _________________________________ 
 
Physical Address: ____________________________________________________________________________________ 
 
Mailing Address: ____________________________________________________________________________________ 
 
Telephone Numbers:  _______________________________           __________________________________ 
 
Email Address: _______________________________________________________________________________________ 
 
 
Have you lived within the City of Newport for the last 12 months? ______ Yes ______ No 
 
(Note:  Council Members must live within the City of Newport and must have resided within the City 
for the 12 months previous to appointment) 
 
EMPLOYMENT HISTORY: 
 
Current or Last Employer: ___________________________________   Position Held: ______________________________________ 
 
Time in Position:       
 
QUESTIONS: 
 
1. Why are you interested in becoming a Newport City Council Member? 

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
2. What do you feel is the City’s most pressing need or problem? 

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
3. What do you believe are the three most important responsibilities of a Council Member? 
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_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
4. How do you see your role as a Council Member in relation to City employees and/or the 

Administration? 

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
5. How would you rate our City government? 
 
     _____  Great 
     _____  Good 
     _____  Fair 
     _____  Poor 
 
Please explain your rating: 

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
6. Do you have any previous experience in City government? _____ Yes _____ No 

If yes, please list: 

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
7. List any other involvement that you have had in the community aside from Boards or Commissions. 

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
8. List anything else that you feel would assist us in determining if you are the best suited applicant for 

this position. 
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_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________ 

 
 
Please return to City Hall at 200 S. Washington Ave or Email: Clerk@newport-wa.org.  Thank you very much for 

your interest! 


	Councilmember job description.pdf
	Council Application.pdf

