
THE COMPENSATION
The salary range for the District Clerk/Assistant to the General 
Manager is $124,307 - $155,253 and placement within this range 
is dependent upon qualifications and experience. The Midpeninsula 
Regional Open Space District also provides an excellent benefits 
package including, but not limited to, the following:

Retirement Plan - CalPERS 2.5% at 55 for classic members; CalPERS 
2% at 62 for new members

Social Security – District does not participate in social security; however, 
the District does pay toward Medicare

Medical Plan – Choice of HMO or PPO plans through CalPERS – District 
pays most of insurance premiums

Dental Plan – Delta Dental – District paid

Vision Plan – VSP – District paid

Life, LTD (Long-Term Disability), and AD&D (Accidental Death and Dismem-
berment) Insurance – District paid

Employee Assistance Program –District paid

Vacation – Starts at 15 days per year

Personal Leave – 36 hours of leave per year

Administrative Leave – Exempt positions receive up to 88 hours of leave per year

Holidays – 12 paid holidays per year

Sick Leave – 12 days per year – no cap on accumulation; 80 hours per year 
may be used for Family Sick Leave

Optional programs include:

Deferred Compensation Plans – 457 plans offered by CalPERS and Mission-
Square, 401(a) plan offered by MissionSquare

529 College Savings Program
Flexible Spending Plan – Dependent Care Reimbursement Account and 
Medical Reimbursement Account

Commuter Incentive Program
Supplemental Life Insurance
Tuition Reimbursement Programs
Training and Development Programs

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

www.bobmurrayassoc.com

Filing Deadline: 
December 4th, 2022

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. Candidates will be advised 
of the status of the recruitment follow-
ing finalist selection. Finalist interviews 
will be held with the Midpeninsula  
Regional Open Space District. 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 Gary Phillips at:

(916) 784-9080

DISTRICT CLERK/
ASSISTANT TO  
THE GENERAL 

MANAGER



THE ORGANIZATION
The Midpeninsula Regional Open Space 
District (Midpen) is a regional greenbelt 
system in the Santa Cruz Mountain region 
which has preserved 65,000 acres of open 
space land and manages 26 extraordinary  
nature preserves, permanently protected for public 
enjoyment and recreation. Midpen’s boundary extends 
from San Carlos to Los Gatos and to the Pacific Ocean from 
south of Pacifica to the Santa Cruz County Line. Midpen is a growing 
organization with a focused mission that guides its work, and where 
every employee makes an impact. 

Headquartered in Los Altos, the District is divided into seven geographic 
wards, each containing approximately 110,000 constituents and represented 
by an elected Board member for a four-year term. Located at the District’s 
headquarters, administrative staff includes professionals in open space 
planning, resource management, engineering and construction, real property, 
and public affairs, in addition to legal, human resources, information systems 
and technology, office management, finance, budgeting, accounting, grants, 
and procurement staff.

Through the determined and heartfelt efforts of local conservationists, the 
Midpeninsula Regional Open Space District was created by successfully 
placing a voter initiative on the ballot in 1972. The District is working to form a 
continuous greenbelt of permanently protected open space by linking its lands 
with other public open space and park lands. The District seeks these linkages 
for the creation of wildlife corridors as well as the expansion of interconnected 
regional trails. Midpen continues to strategically acquire and preserve open 
space, protect and steward the natural resources, and provide opportunities 
for low-intensity public enjoyment and environmental education. 

The District’s mission is to acquire and preserve a regional greenbelt of open 
space land in perpetuity, protect and restore the natural environment, and provide 
opportunities for ecologically sensitive public enjoyment and education. On the 
San Mateo County Coast, the mission includes the preservation of agricultural 
lands and rural character and to encourage viable agricultural use of land 
resources. The District accomplishes its mission in the context of a changing 
demographic while being mindful of the growing costs of land, capital  
infrastructure, ongoing maintenance, and resource stewardship.

If you are looking for an outstanding opportunity to contribute to the legacy 
of open space protection and outdoor recreation, working with an incredible 
team of like-minded colleagues, we invite you to apply for this position. To 
learn more about what the District is pas-
sionate about, we invite you to visit 
the website at: 

www.OpenSpace.org

THE 
POSITION
The District Clerk/As-
sistant to the General 
Manager is a single-
position classification 
that is responsible for 

the administration and daily operations 
of the District Clerk function. This clas-
sification performs a variety of admin-
istrative duties, including development 
of Board agenda packets, administra-
tion of filings, records management, 
and conducting District elections. 
Successful performance of the work 
requires knowledge of public policy, 
municipal functions and activities,  
including the role of an elected Board 
of Directors, and the ability to develop, 
oversee, and implement projects and 
programs in assigned areas. Respon-
sibilities include coordinating the  
activities with other departments and 
outside agencies and overseeing 
complex and varied functions. 

Additional responsibilities include  
performing a wide variety of assign-
ments necessary to the operation of 
the District, including performing 
complex policy analysis and managing 
projects and programs of a District-wide 
nature involving representation of the 
General Manager’s Office. The incum-
bent is accountable for accomplishing 
planning and operational goals and 
objectives and for furthering District 
goals and objectives within general 
policy guidelines. The incumbent may 
act as a liaison between the District, 
outside agencies, and the public as 
needed to advance the goals of the 
District. 

Examples of job functions include:

• Attending all regular and standing 
Board of Director meetings; recording 
all official proceedings; preparing 
public notifications, agendas, minutes, 
and other documents; certifying  
ordinances, resolutions, agreements, 
and other official documents;  
publishing, filing and indexing all 
proceedings of the District Board;

• Administering the public hearing 
process for the District Board of  
Director meetings; coordinating  
development of public hearing 
packets and public notices of hear-
ings in accordance with various 
government code requirements 
and legal deadlines; 

• Overseeing the operations of 
the District-wide records 
management program and 
records preservation and 
destruction; setting and 
ensuring legal compliance 
retention schedules for 
District records; research-
ing District documents, 
historical information, and 
other information as needed;

• Ensuring compliance with 
the Public Records Act, the 
Freedom of Information Act, and 
the Brown Act; 

• Conducting District elections and special 
elections; ensuring conformance with the Cal-
ifornia Elections Code, Political Reform Act, and other government codes; 

• Serving as filing officer for the Fair Political Practices Commission (FPPC) for 
campaign disclosure filings; maintaining election documents for public in-
spection; declaring election results; administering and filing oaths of office;

• Serving as an information conduit between the Board of Directors and the 
General Manager; supporting the scheduling needs of the District Board; 
and providing basic technical support to the District Board.

• Directing and coordinating the work plan for the assigned staff; meeting 
with staff to identify and resolve problems; assigning work activities and 
projects; monitoring workflow;

• Representing the District Clerk function to other departments, elected officials, 
and outside agencies; explaining and interpreting assigned programs, policies, 
and activities; negotiating and resolving significant and controversial issues; 

• Responding to difficult and sensitive public inquiries and complaints 
and assisting with resolutions and alternative recommendations;

• Managing interdepartmental teams and other staff as 
assigned on complex projects and studies; assisting in 
ensuring timelines and given budgets are met;

• Coordinating with the Governmental Affairs Specialist 
on the impacts of specific, proposed legislation;  
preparing comprehensive reports to present and  
interpret data; identifying alternatives and making 
and justifying recommendations; and

• Performing other duties as assigned. 

THE IDEAL CANDIDATE
The Midpeninsula Regional Open Space District is seeking a 
dedicated professional who establishes positive working relationships 
with staff and the community. The ideal candidate is a strategic 
thinker who serves as an organizational asset through creative 
problem solving. The District Clerk/Assistant to the General Manager 
supports and works collaboratively with the General Manager, the 
Deputy District Clerk, staff, constituents, and stakeholders in all 
aspects of the District’s work. A successful candidate will dem-
onstrate an understanding of and experience with both the 

principles and practices of public 
agency record keeping as well as the 
organization and function of public 
agencies, including the role of an 
elected Board and appointed com-
mittees and commissions. 

The most qualified candidates are tech-
nically and politically savvy, with high 
emotional intelligence. A confident, forward 
thinking, and articulate candidate will 
do well. The successful candidate has 
the ability to effectively multi-task and 
handle stressful situations with ease, 
and actively looks for ways to improve 
processes. The ideal candidate will be 
a self-starter, utilizing their exceptional 
organizational skills to improve pro-
cesses and drive change. The next 
District Clerk/Assistant to the General 
Manager will also make use of their 
excellent interpersonal skills to build and 
maintain effective working relationships 
with the Board and department heads. 
Possessing a customer service mindset 
is essential, and approaching conflicts 
with tact and diplomacy is a critical part 
of the role. The successful candidate 
will be politically astute and will have 
outstanding communication skills.

The successful candidate will also pos-
sess an exceptional technical skillset, 

being well-versed in FPPC require-
ments, filing requirements, policy 

writing, and project manage-
ment. Qualified candidates 

possess the equivalent 
to completion of some 
college supplemented 
by specialized training 
and course work in office 
practices and municipal 

government specific to the 
City Clerk’s Department, 

and four (4) years of increas-
ingly responsible administrative/

management skills which include 
two (2) years of extensive public contact. 
Candidates must also have possession 
of, or ability to obtain, certification as 
a Notary Public and certification from 
the International Institute of Municipal 
Clerk’s as a Certified Municipal Clerk 
(CMC) within two (2) years of appoint-
ment and/or Master Municipal Clerk. 
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