
CITY OF TANEYTOWN
ORDINANCE II-2025

EXECUTIVE ADMININSTRATIVE ASSISTANT

WHEREAS, the Mayor and City Council have decided it is in the best interests of the citizens of
Taneytown to create the position of Executive Administrative Assistant to support the Office ol
the Mayor, and the City manager, thus necessitating a change to various provisions of the City
Code.

NOW THEREFORE. BE IT ENACTED AND ORDAINED BY THE COUNCIL OF THE CITY
OF TANEYTOWN THAT:

SECTION ONE: That section 34-8 ofthe Code ofthe City of Taneytown be added as follows:

34-8. Executrve Administrative Assistant

B. Duties.
The Executive Administrative Assistant shall

Faciiitate effective communication and collaboration between the Mayor, or City Manager

Receive, manage, and forward public or resident inquiries and communications to the
appropriate department head, Mayor, or City Manager, as applicable.

Maintain working knowledge of the functions and responsibilities of all City departments in order
to orient themselves as a versatile support officer.

Advance administrative priorities and ongoing taskings originating from the Mayor, or City

Manager.

Serve, rn the event of a department head vacancy, as the interim department head until such

time that a temporary or permanent appointment is made by the appropriate authority, in order

to ensure uninterrupted city services and operations.

WHEREAS, Chapter 34 of the Code of the City olTaneytown contains various provisions relating
to the officers and employees of the City of Taneytown; and

A. Establishment and Purpose.
The positjon of Executive Administrative Assistant is hereby established as a supplemental
officer of the City. The role is intended to support the continued efficacy of municipal operations
and enhance coordination across executive functions of government.

Complete assignments and administrative tasks as directed by the Mayor, or City Manager.



C. Appointment.
The Executive Administrative Assistant shall be appointed by the Mayor and confirmed by a
majority vote of the City Council. The appointee shall serve at the pleasure of the Mayor unless
otherwise provided by ordinance or Charter.

D. Compensation.
Compensation shall be based on experience and qualifications and shall align with the City's
established pay scale.

SECTION 2:

Severability.
lf any provision of this ordinance or the application thereof to any person or circumstance is held
invalid, such invalidity shall not affect other provisions or applications of the ordinance which
can be given effect without the invalid provision or application.
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