
CITY OF  
Cotati, CA

INVITES YOUR 
INTEREST IN 

THE POSITION OF

Director of 
Administrative 

Services

THE COMPENSATION
The annual salary range for the Director of Administrative 
Services is competitive and open to negotiation, DOQ. The 
City also offers an attractive benefits package including:

California Public Employees Retirement System (CalPERS) 

• Tier 2 - 2% at 60 for newly hired employees who are al-
ready members of CalPERS. Employee contribution to be 
paid by employee; city pays employer share for employees. 

• Tier 3 – (PEPRA) 2% at 62; average highest years’ formula; 
employee contribution to be paid by employee 

• Membership in 457 deferred compensation plan through 
ICMA Retirement Corporation – employee can contribute up to 
maximum amount defined by law, tax deferred; Full time employees 
in the Tier 2 or Tier 3 (PEPRA) pension benefits are eligible to 
participate in a City-matching deferred compensation plan. 

• Medical insurance coverage through Blue Cross or Kaiser Perma-
nente. City monthly contributions are 90% of premium cost; 
Employee pays 10%. 

• Dental insurance coverage currently through Delta Dental Plan; 
City pays premium; 

• Vision insurance coverage currently through VSP if primary medical 
coverage is with Blue Cross or through Kaiser Permanente as 
part of medical insurance coverage; City pays premium; 

• $100,000 life insurance; City pays premium, Employee is taxed 
on IRS imputed benefit for amounts over $50,000; 

• Long term disability insurance, premium paid by City; 

• Employee Assistance Program, premiums paid by the City; 

• Flexible Spending Account available under IRC Section 125 
for un-reimbursed medical or 
dependent daycare expenses; 

• Medicare; 

• Health Club mem-
bership available at 
reduced rates; 

• Other terms and benefits de-
scribed in the Non Represented 
Compensation Plan 

TO APPLY
If you are interested in this out-
standing opportunity, please visit 
our website at:

www.bobmurrayassoc.com

to apply online. 

Filing Deadline: 
November 25, 2018

Following the closing date, resumes 
will be screened according to the 
qualifications outlined above. The 
most qualified candidates will be 
invited to personal interviews 
with Bob Murray and Associates. 
Candidates will be advised of the 
status of the recruitment following 
finalist selection. Finalist interviews 
will be held with the City of Cotati. 
A select group of candidates will 
be asked to provide references 
once it is anticipated that they 
may be recommended as finalists. 
References will be contacted only 
following candidate approval.

If you have any questions, please 
do not hesitate to call Ms. Valerie 
Phillips at:

(916) 784-9080



 

THE CITY
The City of Cotati (approximate popu-
lation 7,500) has long been considered 
the “Hub” of Sonoma County, by virtue 
of its central location, and its distinct and 
historic hexagonal plaza. Surrounded by beautiful 
vistas of hills, vineyards, majestic oaks and redwoods, Cotati 
offers all the benefits of living in a small city, with the cultural 
advantages of being located near major urban centers and a highly 
acclaimed state university. Cotati’s roots are steeped in agriculture 
and music, and our citizens are proud of the diverse and charming 
community that has been shaped by over 100 years’ history.

Cotati is home to a very clean light industrial area and is proud of its 
mixed-use development and “green” building programs. We have an 
energetic and involved business community and a variety of retail experi-
ences. There are a number of events and celebrations that take place 
throughout the year that offer something for everyone. The annual Kids’ 
Day Parade and Festival, the wonderful summertime Farmers’ Market, 
the Cotati Music Festival, Oktoberfest, the annual Holiday Tree Lighting 
Celebration, and the Cotati Accordion Festival, the largest Accordion Festival 
in California, all take place in historic La Plaza Park, in the heart of Cotati.

THE POSITION
Under administrative direction of the City Manager, the Director of 
Administrative Services serves as the City Treasurer and plans, 
manages, oversees, and directs the operations and services of  
the Administrative Services Department, including treasury,  
general accounting, auditing, cash management, purchasing,  
accounts payable/receivable, payroll processing, utility billing, 
budgeting, financial forecasting, 
information systems admin-
istration, and business 
licenses. 

Essential functions of 
the Director of Ad-
ministrative Services 
include, but are not 

limited to: responsibility for all 
Administrative Services Department 
activities and services; working 
closely with the City Manager 
and department heads to create 
and maintain the city budget;  
coordinating the City’s investment 
portfolio as authorized; acting as 
a financial advisor on City projects 
and initiatives for the City Manager 
and department heads; serving 
as the finance officer for the Cotati 
Redevelopment Successor Agency; 
developing, implementing, and 
maintaining departmental goals, 
objectives, policies, and procedures; 
reviewing and evaluating work 
methods and procedures for  
improving organizational perfor-
mance, enhancing services, and 
meeting goals; serving as liaison 
with federal, state, regional, county, 
city, and special district agencies; 
overseeing the selection, training, 
and evaluation programs for all 
Administrative Services personnel; 
providing and coordinating staff 
training; preparing the Adminis-
trative Services Department 
budget; administration of cus-
tomer accounts and billing for 
the City’s water and sewer utility; 
ensuring timely and accurate 
processing of City payroll; preparing 
forecasts of necessary funds;  
and attending and participating in 
professional and community 
meetings.

THE IDEAL 
CANDIDATE
The City of Cotati is 
seeking a confident 
leader and a skilled 
administrator to serve 
as the Director of  
Administrative Services. 
The City desires a candidate 
who will maintain and support 
the Department’s positive working 
environment and seek opportunities for professional development 
for staff. The ideal candidate is a self-starter. An innovative and forward-
thinking professional who will be able to analyze and evaluate the 
Department’s current policies and procedures and identify areas where 
there is a possibility for greater efficiency, clarity, or consistency is sought. 

This is an outstanding opportunity for a hands-on Director with a 
breadth of financial services experience and skill in strategic planning. 
Excellent project management and communication skills are 
essential to this position; the ideal candidate will exhibit 
an aptitude for clear, concise, and direct communication, 
as well as the ability to succinctly summarize complex 
financial information. The new Director will be expected 
to maintain positive relationships with and provide 
presentations to key City stakeholders including 
the City Council, City Manager, other department 
heads, and citizen commissions, as well as other 
members of the public. 

The City is seeking a Director of Administrative Services 
who thrives in a position that requires great attention to detail 
and organizational skills and has the ability to take on difficult 
task workloads and equally difficult decision making. There 
is a strong need for a Director who can bring a unified 
strategic approach to financial and administrative functions. 
A candidate with experience in municipal finance and 
forecasting, information system administration, and 
payroll will be valued.

It is expected that candidates will 
possess knowledge of: modern 
principles, practices, and techniques 
of finance and information system 
administration, organization, and 
operation; GAAS and GAAP; 
principles and practices of general, 
fund, cost, and governmental  
accounting; principles and prac-
tices of auditing and financial 
control; applicable federal, state, 
and local laws, codes, and regu-
lations, including those related to 
investments, purchasing, and utility 
billing; principles and practices of 

budget administration; and 
methods and techniques 

for record keeping and 
report preparation 
and writing.

Candidates must 
possess five (5) 

years of broad and 
extensive experience 

in financial manage-
ment, including at least 

two (2) years in a management 
or supervisory capacity. A Bachelor’s 
degree in Accounting, Business 
Administration, Finance, or similar 
is required; a Master’s degree or 
CPA as well as prior experience 
in municipal finance is highly  
desired.

Cotati’s roots  
are steeped in agriculture  

and music, and our citizens 
are proud of the diverse and 

charming community that  
has been shaped by over  

100 years’ history.

The City  
desires a candidate  
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for staff. 
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