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Local, County, State and National Social and Poliical Issues

Knowledge is power
and elections have consequences!



        

Earnestine D. Pittman   http://www.earnestinedpittman.com   edpittman26@bellsouth.net (404) 344-3710

April 6, 2026
To: East Point Mayor & Council

From: Earnestine D. Pittman, Former East Point Mayor & Council Member

Re: Duties of the Mayor’s Office and Duties & Responsibilities of the Mayor

East Point City was granted its first City Charter on August 10, 1887, over 138 years ago. Since then, there have been thirty-four Mayoral Elections every four years. However, there has been exactly one Mayor’s Office designation. The Mayor’s Office and a City Hall are requirements and the Mayor’s Office has always been in City Hall. City Hall and the Mayor’s Office, regardless of what form of government a municipality may have, represent the face of the city. The Mayor’s Office is the first-place residents and visitors can go to for information about the city. Businesses and residents with administrative concerns will go to City Hall first. 

The Mayor’s Office is a destination open to the public daily from 8:00 AM-5:00 PM. It is staffed and maintained by the City. The number of staff positions is determined by the form of government the City has. East Point has a Council-Manager Form of Government. East Point Mayor is a part-time elected official. That means he/she is not expected to be in the Mayor’s Office daily from 8:00 AM to 5:00 PM. The Mayor also has “no management authority or responsibility with respect to the operations and administration of city government”. Hence, the City is responsible for ONE full-time paid staff position.  A part-time Mayor does not mean that the City has a part-time Mayor’s Office. 
The ONE full-time paid staff position is totally under the SUPERVISION of the Mayor and is identified in the listing of Council approved positions as an “EXECUTIVE ASSISTANT” formerly called “SECRETARY”. The Mayor can bypass the posting of the position for an Executive Assistant by pre-selecting his/her choice or requesting a transfer of a current employee who has agreed to accept the position if it can be arranged. A current employee has 
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the OPTION of resigning and then being rehired by the Mayor with no loss of benefits with proper notice to the City.  The City Council has absolutely no authority over the person whom the Mayor hires/selects/appoints for the Executive Assistant in the Mayor’s Office. The City Manager upon request from the Mayor may help assist the Mayor with hiring/selecting/appointing a current City employee under his administration’s supervision. Other than a request from the Mayor, the City Manager has absolutely no authority over whom the Mayor hires/selects/appoints.  
The duties and responsibilities of the Mayor’s Office Executive Assistant include basic office operations for setting up the office with equipment and supplies provided by the City. The Executive Assistant is the City’s official public greeter and ambassador in the absence of the Mayor. He/she provides general information about the City such as:
1) The operation and duties of the Mayor’s Office

2) Telephone numbers of the City Departments or transferring calls to a specific Department.

3) Maintaining a directory of Managers of all apartment/townhomes.
4) Maintaining a directory of all churches.

5) The telephone numbers of the City’s library and the Bowden Center.
The basic Mayoral duties of the Executive Assistant are specific to the duties and responsibilities of the Mayor which are stated in the City Charter.

The mayor shall serve as the chief spokesperson for the city and chief advocate of formally approved and adopted city policy. In addition, the mayor shall preside at all meetings of the city council and shall be recognized as the head of the city government for all ceremonial purposes and by the governor for purposes of military law. The mayor shall sign ordinances and resolutions only on their passage; shall sign deeds, bonds, contracts, and other instruments approved by the city council as required by law; and shall appoint city council committees and such other committees subject to city council approval and as provided by law. The mayor shall serve the city in a part-time capacity. Unless otherwise expressly provided by law or this Charter, the mayor shall have no vote on any question before the city council except in case of a tie.
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Based on the City Charter, the Executive Assistant’s duties and responsibilities include: 
1) Keeping track of the Mayor’s calendar.

2) Maintaining copies and tracking of all signed ordinances and resolutions; deeds, bonds, contracts, and other instruments approved by the city council as required by law.
3) Notifying the Council and City Manager of all checks sent to the Mayor’s Office and forwarding the checks to the City Manager’s Office. A copy of the checks is kept on file in the Mayor’s Office.
4) Maintaining a record of all requests for public appearances at various Events in the City and out of the City. The mayor shall serve as the chief spokesperson for the city and chief advocate of formally approved and adopted city policy.
5) Planning for the South Fulton Municipal Association dinner meeting hosted by the Mayor. 

6) Preparing all requests for PROCLAMATIONS.
The Mayor shall be recognized as the head of the city government for all ceremonial purposes:
a)  That means all PROCLAMATIONS bearing the Mayor’s signature must be presented by the Mayor in the Council Chamber, or by his/her designee if the Mayor is physically unable to do so.
b) If the PROCLAMATION is for one of the EVENTS listed below. It will be up to the organizer to identify the Presenter of the PROCLAMATION on behalf of the Mayor with the Mayor’s approval.
PROCLAMATIONS FOR APPROVED EVENTS
1) Residential/Community Achievements

2) Grand Business Openings

3) Recitals, Anniversaries, Retirements, funerals, Academic Programs, etc.
4) Ribbon Cuttings
MAYOR’S APPEARANCES FOR EVENTS
1) Graduations (Daycare, Elementary, Middle and High Schools)

2) Parades
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3) Special invitations from other governing bodies (Swearing in Ceremonies, Lunch/Dinner at the Governor’s Mansion, Anniversaries, etc. 
4) Special invitations from City’s partners (Sororities, Fraternities, Community Organizations, Churches, Businesses, Educational Groups, etc.

The Mayor is the City’s Greeter, Ceremonial Head, Ambassador and authorized Signatory on all legal City’s documents passed by the Council. The Mayor serves as the official representative of the City to its residents, visitors, businesses, and other governmental entities.
It is a violation of the City’s Charter for the Council or City Manager to intervene into the operations of the Mayor’s Office by Ordinance or Resolution. The Council does not possess the authority to dictate any duties or responsibilities for the Mayor’s Executive Assistant. The Mayor is totally responsible for what happens or does not happen in the Mayor’s Office. 
Madame Mayor, do your job and staff the Mayor’s Office now! You have waited far too long to fill that position. You have become the problem, and you need to fix it. There is not anything that the Council or City Manager can do to keep you from doing your job. YOU are the City’s elected Mayor. Act like it!   
