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Classic employees also pay 2% of annual salary toward 
the Employer Contribution Rate.

*The City does not participate in Social Security.

Deferred Compensation – 

457 Plan – Employees may defer up to the IRS established 
limits each year through payroll deduction.

401 Plan – A mandatory 1% of salary contribution by the em-
ployee is matched by a 1% of salary contribution from the City.

Health Benefit – City provides health insurance through the CalPERS 
Health Insurance Program. City contribution is the equivalent of 80% 
of the Kaiser HMO premium at the employee’s level of coverage 
(EE, EE+1, or EE+2+).

Vision Benefit – City provides a $250 annual (fiscal year) vision 
benefit for employees only, for the purpose of reimbursing actual 
costs for vision exams, prescription eyeglasses, and contact lenses.

Life Insurance – City pays premiums to provide $50,000 of term life 
insurance to employees. 

Dental Benefit – City will provide a fundamental dental plan and will pay 
the full cost for each level of dental insurance (single and family) for such 
plan. Beginning in July 2005, the City made available a supplemental 
dental fund. This fund shall make available up to $1,000 per plan year for 
dental expenses incurred by a full-time employee, once employee has 
reached the annual maximum provided for the fundamental dental plan. 

Retiree Health – City contributes equivalent of 3% of base annual 
salary to a Retiree Health Savings Account. Employee vests to ownership 
of this account after one year of employment. Upon retirement from 
the City, eligible employees may continue to participate in the CalPERS 
Medical Program. The City contributes the Minimum Employer Contribution 
toward the retiree’s premium.

Other Benefits – Hybrid Work Sched-
ule, Long-Term Disability, Employee 
Assistance Program (EAP), Auto-
mobile Expense Allowance, Flexible 
Spending Accounts, Administrative 
Leave (with option to convert un-
used leave to cash)

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

www.bobmurrayassoc.com

Filing Deadline:
April 3, 2023

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. Refer-
ences will be contacted only follow-
ing candidate approval. Finalist 
interviews will be held with the 
City of Larkspur. Candidates will be 
advised of the status of the recruit-
ment following selection of the 
Administrative Services Director.

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

(916) 784-9080 



THE COMMUNITY
The City of Larkspur is a suburb of San 
Francisco, located just two miles south 
of San Rafael, with a population of 12,500. 
Incorporated in March of 1908, Larkspur 
was voted one of the best places to live in 
California, offering residents an urban suburban 
mix feel with many fantastic restaurants, coffee shops, 
and recreation opportunities. Nestled at the base of beautiful 
Mount Tamalpais, the City has a quaint and small town feel 
with several parks, sporting options, and world-renowned hiking 
trails (like Dawn Falls). Larkspur also offers an excellent school 
system where children receive a top-quality education.

Locals appreciate stunning views of the iconic Golden Gate Bridge 
and enjoy many attractive shopping centers along with the Larkspur 
Ferry that whisks commuters and visitors across the bay to Downtown 
San Francisco. The Marin County Mart is also held at the ferry dock 
at Larkspur Landing. This is an outstanding open-air shopping and 
dining destination with noteworthy boutiques, farm-to-table eateries, 
and a myriad of events for adults and children.

With its early Queen Anne Victorians, false-front store facades, and 
beautiful City Hall, it’s easy to see why downtown Larkspur is listed 
on the National Register of Historic Places. The City offers a warm 
Mediterranean climate with average temperatures ranging from 55 
degrees in winter to 84 degrees in summer. Residents are actively 
involved in important local decisions about quality-of-life issues and 
the future direction of the City, and the City Council encourages a 
high level of interaction between its citizenry and government to 
ensure important issues are thoroughly discussed. This, along with 
its small-town charm and beautiful scenery, makes Larkspur the 
perfect place to live, work, and play. 

THE POSITION 
Under the direction of the City Manager, the Administrative Services 
Director provides direct supervision to the staff of the Finance 
Division, Human Resources, and Risk Management. This position 
also advises the City Manager and 
City Council on administrative 
matters and serves as the 
City Treasurer. At times, 
the Director may provide 
functional input to pro-
fessional, technical, 
and clerical staff 
members in other 
departments, and to 
consultants retained 

by the City. The incoming Director 
will work closely with the City 
Manager and will act as the Fi-
nance Director for the Central Marin 
Police Authority and the Ross Valley 
Paramedic Authority.

This is a department director level 
position that is responsible for 
planning, directing, and obtaining 
resources for all operations and pro-
grams of assigned administrative 
divisions. The incoming Director 
will exercise significant discretion, 
within legal and general policy 
and regulatory guidelines, and will 
independently develop and imple-
ment departmental policies, pro-
cedures, and services. They will 
have responsibility for the lawful, 
effective, and prudent disbursement, 
investment and management of 
City funds, and municipal financial 
recordkeeping and reporting. 
Familiarity with the principles of 
human resources management 
and concepts of risk management 
is essential. Other responsibilities 
include but are not limited to:

• Monitoring and evaluating the 
efficiency and effectiveness of 
financial methods and procedures, 
administrative, and support sys-
tems; identifying opportunities 
for improvement; directing the 
implementation of changes. 

• Serving as the internal auditor 
and financial advisor. 

• Preparing financial statements 
in accordance with generally 
accepted accounting principles.

• Participating in and making pre-
sentations to the City Council 
and a wide variety of committees, 
boards, and commissions. 

The incoming Director should have 
a working knowledge of financial 
reporting, budget preparation, debt 

administration, and revenue 
management. They will pre-
pare and present reports 
to the City Council and 
various committees and 
commissions regarding 
administrative matters. 
The Administrative Ser-
vices Director must have 
knowledge of service 
needs, issues, and the 
culture of the extremely 
engaged Larkspur community. 
A strong and collaborative candi-
date with excellent communication 
skills is essential. 

THE IDEAL CANDIDATE
The City of Larkspur is seeking a knowledgeable, confident, and highly 
engaged Administrative Services Director. The City desires a candidate 
who will apply strong ethical, professional, and service oriented leadership. 
The City Manager will rely on a Director that can inspire continuous 
improvement and provide excellent customer service to the highly 
engaged members of the community, as well as all city departments. 

The successful candidate will assist the City Manager and Department 
heads with the City’s Risk Management Program and the City’s Human 
Resources functions. The ability to select, train, motivate, and direct 
department personnel; evaluate and review work for conformance 
with departmental standards is essential. Candidates must 
also possess experience supervising the maintenance 
of the General Ledger and must have the ability to 
respond to complaints and requests for information 
from a variety of sources. Excellent project man-
agement and communication skills are essential. 

The ideal candidate will exhibit skill in analyzing 
information logically to identify problems, draw 
valid conclusions, and develop effective solutions 
to problems. Having the ability to develop, review, 
and implement policies and procedures to meet 
legal requirements and City needs is key in this role. A 
candidate who thrives in a position that requires great 
attention to detail and organizational skills with the ability to 
take on difficult workloads and equally difficult decision 
making will do well. The incoming Director must be politically 
astute with the ability to mentor and work closely with 
staff. An important aspect of this position will be to 
establish and maintain cooperative and collaborative 
working relationships.

Qualified candidates possess a 
Bachelor’s Degree from an ac-
credited college or university with 
major course work in accounting, 
business or public administration, 
and a minimum of five (5) years 
of professional, comprehensive, 
and increasingly responsible 
work experience in governmental 
accounting, auditing and financial 
management, including two (2) 
years in a supervisory capacity. A 
Master’s Degree and possession 
of a CPA qualification are highly 
desirable. 

COMPENSATION
The salary for the Administrative 
Services Director is up to $197,964 
and placement is dependent upon 
experience and qualifications. A 
4% cost of living adjustment 
(COLA) is scheduled for July 2023 
with an additional 3% COLA sched-
uled for July of 2024 and 2025. 
The City also offers an excellent 
benefits package including:

Vacation Leave – earned at a 
rate of ten (10) working days 

per year for the first five (5) 
years of service; fifteen 

(15) working days per 
year from the sixth 
(6) through tenth (10) 
year of service; twenty 
(20) working days per 
year for eleven (11) 

years or more. 

Retirement – City partic-
ipates in CalPERS:

Employees receive the PERS 
“2% at 55” formula retirement 
plan (CalPERS Classic) or PERS “2% 
at 62” (CalPERS PEPRA) formula 
retirement plan. 

Employee is responsible for the 
employee contribution to CalPERS. 
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