BoB MURRAY
& ASSOCIATES

EXPERTS IN EXECUTIVE SEARCH




THE COMMUNITY

Located in the heart of South Orange
County, Lake Forest encompasses 17
sguare miles and is home to more than
87,000 residents. City of Lake Forest is a
vibrant, family-friendly community recognized
for its exceptional quality of life and beautiful
natural surroundings. The City combines established
neighborhoods, master-planned communities, thriving
business districts, and abundant parks and open space, making
it one of the region’s most desirable places to live and work.

Lake Forest is known for its outstanding quality of life and strong
sense of community. Residents enjoy 32 parks located throughout
the city, along with exceptional recreational amenities. Highlights
include the Lake Forest Sports Park, the nationally recognized Etnies
Skatepark of Lake Forest, and the Civic Center campus, which
features a Senior Center, Community Center, and Performing Arts Center.
From youth sports and recreational programs to cultural events and
activities for all ages, these amenities provide opportunities for residents
to stay active, connected, and engaged year-round.

THE ORGANIZATION

Incorporated in 1991, the City of Lake Forest is a contract city operating
under a Council/Manager form of government. The City Council consists
of five members elected by district to staggered four-year terms, with
the Mayor selected annually from among the Council Members.

The City operates with a FY 2025-26 Budget of S69.1 million and employs
a workforce of 82 full-time and 93 part-time employees. City services
are delivered through six departments: City Clerk, City Manager’s Office,
Community Development, Finance Management Services and Public
Works.

Lake Forest is recognized as a fiscally stable, well-managed organization
that prioritizes consistent service delivery, transparency, and accountability.
The City maintains a balanced budget, healthy financial reserves,
and no long-term debt, reflecting its dedication to long-term financial
stability.

THE POSITION

The Assistant City Manager plays a key role in supporting the City
Manager in implementing the City Council’s goals and priorities and
in leading city-wide operations. This position reports directly to the
City Manoger and serves as a key

member of the City’s executive
team. The position oversees the
Economic Development;
Information Technology;
and Communications and
Marketing divisions; and
assists with special
city-wide projects.

Key responsibilities of this position
include:

e Assists the City Manager in
developing and implementing
strategic goals, priorities, policies,
and special initiatives, while
supporting the day-to-day exec-
utive operations of the City.

e Analyzes and directs complex,
high-profile, or sensitive projects and
initiatives, providing leadership
and guidance to staff.

® Provides executive leadership
and coordination for development-
related functions across the
organization.

e Assumes full responsibility for the
Economic Development, Information
Technology, and Human Resources
divisions, including programs,
services, and operations.

® | eads business attraction, retention,
and expansion efforts by cultivating
partnerships with brokers, develop-
ers, property owners, businesses,
and regional economic develop-
ment partners.

¢ Directs and evaluates division work
plans, assigning responsibilities,
reviewing performance, and re-
solving operational issues in
collaboration with staff.

e Develops, implements, and evalu-
ates departmental goals, objectives,
policies, and procedures to improve
efficiency and service delivery.

® Assesses organizational systems,
workloads, and reporting struc-
tures, identifies opportunities for
improvement and implements
necessary changes.

® Recruits, selects, trains, supervises,
and evaluates staff, provides
coaching and corrective guidance;
and ensures accountability and
performance standards are met.

® Provides high-level administrative
support to the City Manager,
including preparation of reports,
presentations, correspondence,
and other materials.

® Represents the City Manager’s
Office in meetings with depart-
ments, elected officials, regional



partners, and community
organizations.

e Communicates and de-
fends City programs,
policies, and initiatives
while negotiating and
resolving complex or
sensitive issues.

® Represents the City in
public forums, professional
associations, commissions,
and community meetings,
ensuring effective communi-
cation with diverse audiences.

® Monitors emerging trends in
economic development, housing,
and municipal operations, integrating
best practices as appropriate.

® Responds to and resolves complex or sensitive public inquiries and concerns.

e Participates as a member of the executive management team and
serves as Acting City Manager when required, overseeing City operations
in the City Manager’s absence and supporting City Council priorities.

e Attends City Council and other meetings as needed, including making
presentations and responding to questions.

e Collaborates with department directors to ensure coordinated, efficient,
and mission-aligned City operations.

THE IDEAL CANDIDATE

The City of Lake Forest is seeking a collaborative and decisive leader with
comprehensive knowledge of modern municipal management principles,
practices, and emerging trends. The ideal candidate will possess strong

expertise in administrative services, contract administration,
budgeting, purchasing, capital improvement planning,
program evaluation, and organizational operations.
Experience in community development is highly desirable.

The successful candidate will demonstrate a solid
foundation in management employee supervision,
staff development, and performance management.
They will have the ability to analyze organizational
needs, evaluate programs and policies, and implement
effective solutions that enhance operational efficiency
and service delivery. A commitment to staying current
with industry best practices, innovations, and evolving
municipal trends is essential, along with proficiency in
preparing and presenting clear, concise technical and
administrative reports utilizing modern office technologies
and software applications.

The Assistant City Manager will be an effective problem solver
with the ability to analyze complex issues and navigate
competing priorities and build consensus among diverse
stakeholders. They will be comfortable leading special
projects and organizational initiatives and results oriented
approach to addressing both operational and strategic
challenges.

The ideal candidate will have a
proven track record of negotiating
complex agreements with devel-
opers, brokers, business owners,
contractors, and other stakeholders.
They will be experienced in manag-
ing special projects and strategic
initiatives, while effectively leading,
mentoring, and evaluating staff.
The ability to delegate responsibility,
promote accountability, and foster
a collaborative and high-performing
workplace culture is critical.

The selected candidate will be
serving as the primary liaison to the
Sheriffs Office, they will demonstrate
the ability to cultivate productive
interagency  relationships and
address sensitive operational issues
with professionalism and sound
judgment. They will also be capable
of developing, administering, and
monitoring complex budgets, moni-
toring capital improvement programs,
ond overseeing related projects
from planning through completion.

Strong communication and inter-
personal skills are essential. The
successful candidate will be an
effective public speaker who can
confidently present information,
respond to inquiries from diverse
audiences, and oversee the prep-
aration of clear and compel-
ling written materials. They
will build and maintain
positive working relo-
tionships with elected
officials, staff, commmunity
members, business
leaders, and external
partners, fostering trust,
collaboration, and or-
ganizational success
through professionalism,
integrity, and sound decision-
making.

QUALIFICATIONS

A typical way of obtaining the
knowledge, skils and abilities
outlined above is graduation from
a four-year college or university
with a Bachelor’s degree in public
administration, business adminis-
tration, or a closely related field and



eight years of progressively responsible general
management, finance, human resources, contract
administration, capital improvement projects and related
programs experience including three years of manage-
ment and administrative responsibility;, or an equivalent
combination of training and experience. A master’s degree in
public administration is desirable.

COMPENSATION AND BENEFITS

The City of Lake Forest offers a competitive salary and benefits.
The annual salary range is $213,000 to $277,368. Placement within
the range is dependent on qualifications and experience.

The City also offers an excellent benefits package, including but not
limited to:

Retirement - The City participates in the California Public Employees’
Retirement System (CalPERS). Classic Members are enrolled in the 2%
@ 55 retirement formula with a 7% employee contribution. New Mem-
bers are enrolled in the 2% @ 62 retirement formula with a 7.75% em-
ployee contribution. Employees may also enroll in to a voluntary 457
Deferred Compensation Plan. The City does not participate in Social
Security.

Health Insurance - The City contributes 90% of the cost of the highest
HMO plan offered through CalPERS medical for employees and eligible
dependents. Employees who provide proof of enrollment in an alternative
group medical plan may opt to receive a cash-in-lieu benefit of $450 per
month (taxable income).

Dental and Vision - 100% premium coverage for employees and eligible
dependents

Vacation Leave - Starting at 120 hours annually, increasing to 160 hours
beginning the third year of service

Management Leave - 56 hours credited each January (prorated based
on hire date)

Sick Leave - 96 accrued annually
Holiday - 10 paid City holidays per year

Allowances - $S400 per month for Auto Allowance, and $80 per month
for Cell Phone Allowance

Life Insurance - City paid coverage equal to 1x annual base salary

Disability Insurance - The City
provides short-term and long-term
disability insurance coverage, with
100% of the premiums paid by the
City

Annual Bonus - Employees may
be eligible to receive an annual
performance-based bonus, subject
to City policy and approval.

Health & Wellness - Employees
have access to the City’s on-site
fitness center and a variety of
wellness initiatives that support
physical, mental, and overall well-being.

TO APPLY

If you are interested in this outstanding
opportunity, please apply online at:

www.bobmurrayassoc.com

Filing Deadline:
July 5, 2026

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 & Associates. 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. Findlist interviews
will be held with the City of Lake
Forest. Candidates will be advised
of the status of the recruitment
following selection of the Assistant
City Manager.

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

(916) 784-9080
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