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responsible clerical experience including office man-
agement. Experience in a City Clerk’s Office or other 
public agency is highly desirable.

THE COMPENSATION
The annual salary range for the Deputy City Clerk is 
$100,089-$121,638; placement within this range is dependent 
upon qualifications and experience. The City also offers an  
attractive benefits package, including:

Retirement – The City participates in the California Public  
Employees’ Retirement System (CalPERS) under a 2.5% @ 55  
formula for Classic Members. A 2% @ 62 formula applies to New/
PEPRA Members. The City does not contribute to Social Security.

Medical Insurance – City contracts with CalPERS for Medical; please 
visit https://www.calpers.ca.gov/docs/2019-health-rates-bay-area.pdf 
for plan costs.

Retiree Medical – City pays $274.72 per month allowance towards 
medical.

Dental Insurance – Delta Dental or United Concordia.

Vision Insurance – Vision Service Plan (VSP).

Short- and Long-Term Disability – City provided coverage through 
The Hartford (66 2/3% of salary).

Life and AD&D Insurance – City provided at one times employee’s 
annual salary. 

Vacation – Employees accrue based on years of services as follows:
1 year = 80 hours
5-9 years = 120 hours
10 years = 160 hours
20 years = 200 hours

Holidays – 14.5 paid holidays per year.

Sick Leave – Employees accrue up to 96 hours per year. Unlimited 
max accumulation. 

Educational – Reimbursement up 
to $1,000 annually. 

Personal Development – Reim-
bursement up to $500 annually.

Health & Wellness – Reimburse-
ment up $50 per month.

TO APPLY
If you are interested in this out-
standing opportunity, please apply 
online at:

www.bobmurrayassoc.com

Filing Deadline: 
February 7, 2022

Following the closing date, re-
sumes 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 Hayward. 
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. Carmen 
Valdez at:

(916) 784-9080



THE COMMUNITY
The City of Hayward (estimated pop-
ulation 159,000) is located in Alameda 
County, on the eastern shore of the San 
Francisco Bay, 25 miles southeast of San 
Francisco, 14 miles south of Oakland, 26 
miles north of San Jose, and 10 miles west of the 
Livermore Valley. Encompassing 61 square miles that 
unfold from the Berkeley-Oakland Hills onto the Bay shoreline, 
Hayward is strategically positioned at the epicenter of a  
metropolitan area synonymous with innovation, bold thinking, 
and entrepreneurship.

Hayward is the sixth-largest municipality in the Bay Area and a 
thriving regional center of commerce, manufacturing activity, and 
trade. With three international airports—Oakland, San Francisco, 
and San Jose—within 25 minutes, its own executive airport, two 
Bay Area Rapid Transit (BART) stops, a central Amtrak station, Union 
Pacific freight rail, and Port of Oakland facilities, Hayward is perhaps 
the most connected city in the region. 

Known as the “Heart of the Bay,” Hayward has capitalized on its 
unparalleled location, relative affordability, and a wide range of 
quality-of-life benefits to catch the eye of everyone from Fortune 
500 companies to young professionals, families, tech startups, and 
major developers. Hayward is home to California State University, 
East Bay; a modern City Hall adjacent to BART; historic downtown 
buildings; a PGA stop championship golf course; an ideal climate, 
and easy access to the rest of the Bay Area. The City is also home to 
10,263 businesses, including 400 biotech, biomed, and life sciences 
businesses throughout Hayward’s “Industrial Crescent” that provide 
95,777 local jobs.

The City continues to plan for the future, maintaining a balance between 
the needs of its diverse residents and a growing business community. 
The City is drafting a new Downtown Specific Plan that seeks to 
create a more pedestrian friendly central core and healthy balance 
of housing, retail, offices, and restaurants, and updating its industrial 
zoning to support an existing manufacturing base while meeting 
the needs of new information, technology, 
and advanced-manufacturing 
companies and startups.

Hayward ranks among 
the most diverse cities 
in the entire state of 
California and boasts 
a vibrant mix of  
cultures and cus-
toms. A wide range 
of community-wide 

events, supported by volunteers 
and civic organizations, provide 
countless opportunities to unify 
residents in a celebration of com-
munity spirit.

To learn more about this dynamic 
city, visit the City’s website at:

www.hayward-ca.gov

THE ORGANIZATION
Founded in 1852 and incorporated in 
1876, Hayward is a Charter City 
(adopted in 1956) and operates 
under a council-manager form of 
government. The City Council is 
comprised of seven (7) members, 
including the Mayor, who are 
elected at large to serve four-
year, overlapping terms. The City 
Council is responsible for the leg-
islative function of the City, such 
as reviewing public policies and 
adopting policies responsive to 
the community. 

The City of Hayward is organized 
into 12 major departments including 
City Attorney’s Office, City Clerk’s 
Office, City Manager’s Office,  
Development Services, Finance, 
Fire, Human Resources, Information 
Technology, Library & Community 
Services, Maintenance Services, 
Police, and Public Works (Engineer-
ing & Transportation) and Utilities 
& Environmental Services. The City 
has 909 full-time equivalent posi-
tions and a FY 2022 all funds city-
wide budget of $349.5 million

THE POSITION
Under general direction of the City 
Clerk, the Deputy City Clerk provides 
highly responsible administrative 
and technical assistance in the 
Office of the City Clerk involving 
maintenance of official City docu-
ments and records and execution 
of official functions and activities; 

assists in problem solving, 
developing organizational 
priorities and objectives; 
provides information to 
members of the City 
Council, public, and City 
staff.

Essential duties may in-
clude but are not limited to:

• Compile agenda items 
for City Council meetings 
and prepare agendas; dis-
tribute the same in accordance 
with the provisions of the Brown 
act; prepare “Call to Special Meeting” as 
required; ensure the provision of official notification of public hearings, 
including legal notices in accordance with City, State, and Federal 
laws. Prepare and distribute Annotated Agendas and Council minutes. 

• Verify material submitted for the Agenda Packet is complete, accurate, 
presentable, and contains all necessary signatures and attachments 
- notify appropriate department and secures corrections/changes 
as necessary. 

• Conform all Resolutions and Ordinances and distribute as required 
and prepare for recordation and/or publication of resolutions of intent 
and ordinances as necessary. 

• Prepare and monitor department budget under City Clerk’s supervision. 
Oversee petty cash drawer and regular expenditures and billing in order 
to ensure that they are within budget. 

• Assist the City Clerk in arrangements for municipal elections and 
accepting and processing petitions for referendums and initiatives, 
and registers voters. 

• Assist the City Clerk in administration of legal require-
ments relating to conflict-of-interest statements, 
campaign statements, and designated employee 
statement pursuant to the Political Reform Act 
of 1974.

THE IDEAL CANDIDATE
The City of Hayward is seeking a reliable profes-
sional with a strong work ethic to be the new 
Deputy City Clerk. The ideal candidate will be a 
strong communicator and team player with the 
ability to demonstrate flexibility and adaptability in 
a complex and ever-changing environment. The ideal 
candidate will be committed to excellence in customer 
service and will demonstrate strong organizational skills, 
time management skills, and attention to detail. 

The new Deputy City Clerk will have 
excellent interpersonal skills, be 
comfortable with public speaking, 
and have a history of successful 
relations between the City Clerk’s 
office and other City depart-
ments, and elected officials. A 
successful team builder is desired 
who will be able to supervise,  
develop, motivate, and mentor 
the department staff. He/she will 
be approachable, engaging, and 
committed to creating an open 
atmosphere where ideas and 
feedback are encouraged, sup-
ported, and valued. 

Competitive candidates will pos-
sess proven administrative and 
supervisory experience in and 
have a strong understanding of 
the City management form of 
government. Candidates who are 
technically savvy is highly sought. 
The successful candidate should 
be able to prioritize and work in-
dependently on a variety of proj-
ects with minimal direction in a 
fast-paced and dynamic work 
environment. The ideal candidate 
will lead with integrity and be the 
up most honest and impartial 
professional in all interactions.

QUALIFICATIONS
The typical candidate will 

possess the equivalent 
to the completion of  
the twelfth (12th) grade 
including or supple-
mented by specialized 
clerical courses. An 

Associate of Arts de-
gree in office manage-

ment, supervision, business 
administration or a related 

field is desirable. Qualified  
candidates should also possess 
three (3) years of increasingly  
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