
CITY OF  
MILLBRAE, CA

INVITES YOUR 
INTEREST IN 

THE POSITION OF

COMMUNITY 
DEVELOPMENT 

DIRECTOR

and prepare related ordinances. As such, the selected candidate 
will have the ability to communicate clearly and concisely both 
orally and in writing. Candidates are sought who will supervise and train 
subordinates; administer department activities; interpret planning, 
zoning, and building inspection programs to the general public; analyze 
and compile technical and statistical information; think and act quickly in 
emergencies; judge situations and people accurately; and be innovative in 
developing work methods, programs, and techniques.

The incoming Director will be expected to have knowledge of principles and 
practices of city planning and governmental administration; principles, practices, 
problems, and methods of public and business administration including organization 
and methods analysis; trends affecting public planning; federal, state, and local 
laws affecting planning; principles of supervision and training; uniform building 
codes and other codes enforced by the department; and current planning and 
zoning rules and regulations.

Candidates must possess the equivalent to a Bachelor’s degree in planning, civil 
engineering, public administration or a closely related field; a Master’s degree is 
highly desirable. A typical qualifying background would be five (5) years of experience 
at the department director level or equivalent in planning or redevelopment background, 
with some relative building department operations experience in a public agency 
including at least two (2) years of supervisory planning and/or inspection experience. 
Experience working in a city similar in size to Millbrae will be valued.

THE COMPENSATION
The salary for the Community Development Director position is open, dependent 
upon qualifications. In addition to salary, the City offers an outstanding benefits package 
that includes: 

Retirement – The City offers the CalPERS 2% @ 62 formula for new CalPERS 
members; or 2.7% @ 55 formula for existing CalPERS members with less than a 
six-month break in service from another CalPERS or CalPERS reciprocal agency.

Health Insurance – The City offers medical insurance through CALPERS plans 
and contributes up to a maximum of $1,847.71 monthly towards the cost of the 
health plan premium of the employee’s choice for family health.

Dental Insurance – City Dental Reimbursement Plan: The City covers the 
first $200 of dental expenses paid at 100%, with the remainder of expenses paid 
up to 80% and a total reimbursement allotment 
of $1,200 annually per family member 
with no deductible and no lifetime 
maximum on orthodontia.

Vision Insurance – The City 
offers coverage through 
Vision Service Plan at a 
cost to the employee.

Holidays – 10 paid 
holidays annually, with an 
additional five days of 
floating holiday leave.

General Leave – A general leave package, 
including vacation and sick leave, will be 
negotiable with the appointed candidate. 
(Minimum accrual of 14 hours per month 
increasing with years of service.)

Management Leave – 80 hours annually.

Deferred Compensation – Voluntary 
employee contributions can be made to 
a 457 plan. 

Life Insurance – Provided in the 
amount of 2 ½ x the employee’s salary, with 
a maximum of $400,000. (For employees 
over 65 years of age, the maximum is 
$260,000.)

The City also offers flexible spending accounts 
for medical, dependent care, transit, and 
parking.

TO APPLY
If you are interested in this outstanding 
opportunity, please visit our website at 
www.bobmurrayassoc.com to apply online. 

Filing Deadline: 
December 28, 2018

Following the closing date, resumes will be 
screened according to the qualifications 
outlined above. The most qualified can-
didates will be invited to personal inter-
views 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 Millbrae. 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 COMMUNITY
Located in the heart of San Mateo County, 
Millbrae is a bustling city, uniquely situated 
within the sunny hills between the San Andreas 
Lake and beautiful San Francisco Bay. Many of the 
23,168 people who call the City home work in the 
technology, software, and biotech fields in the nearby Silicon 
Valley and San Francisco. With a direct link to the San Francisco International 
Airport (SFO), public transportation, and entry points to two major freeways 
(Highways 101 and 280) bordering both its eastern and western boundaries, 
Millbrae is easily accessible from anywhere in the Bay Area and enjoys fog-free, 
sunny weather.

The City’s approximate 3.2 square miles offer convenient commuter public trans-
portation options including Millbrae’s BART/CalTrain Station, the largest intermodal 
transportation station west of the Mississippi with a cross-station connection to 
CalTrain. The SamTrans bus system also serves the station along with corporate, 
hotel, and school shuttles, buses, and taxis.

Due to its perfect location 25 minutes south of San Francisco and 30 minutes north 
of Silicon Valley, the red-hot Millbrae housing scene attracts commuters with housing 
options that include custom single-family homes, condominiums with bay views, 
downtown apartment buildings and several sleek, modern live/work housing options 
along El Camino Real close to buses, trains, and BART. The City offers excellent public 
schools and a highly utilized network of scenic parks.

Many of Millbrae’s beautiful hillside homes enjoy sweeping bay views, with some of 
the custom Spanish-style homes dating back as far as the 1930’s set in charming, 
hillside neighborhoods with proximity to desirable and award winning Mills High 
School for Millbrae residents. 

Boasting a state-of-the-art “Green” library and known for having a strong sense of 
community with a large volunteer base, Millbrae’s friendly small-town atmosphere with 
big city convenience adds to the charm of this highly desirable Peninsula residential 
community.

Millbrae’s economic scene is a mix of retail shops, restaurants, service businesses and 
hotels - all within 5 minutes of San Francisco International Airport. The City has 
a network of over 58 center line miles of street network, 
approximately 1,400 street lights, five 
traffic signals, approximately 55 
miles of sanitary sewer collection 
network, approximately 75 
miles of water distribution 
piping, over 21 miles of 
storm drainage collection 
system, 12 parks, and 
over 68 acres of open 
space.

THE 
ORGANIZATION
The City of Millbrae operates as a General 
Law city, providing for a Council/Manager 
form of government that clearly distin-
guishes the legislative power of the City 
Council from the administrative powers 
of the City Manager.

The City Council is elected directly by the 
residents of Millbrae. As the legislative 
branch of the government, the City Council 
makes final decisions on all major city 
matters. The Council adopts ordinances 
and resolutions necessary for efficient 
governmental operations, approves the 
budget, and acts as a board of appeals. 
The Council appoint the City Manager 
and City Attorney, as well as the members 
of the City’s boards and commissions.

The City’s total expense budget for the 
2018-2019 fiscal year is $85.1 million with 
nearly $25 million allocated to capital and 
special projects. City services include: 
Administration, Community Development, 
Recreation, Police, Fire, and Public Works. 
The City is a full-service city providing 
water, wastewater collection and treatment, 
storm water collection, and other typical 
municipal services to residents.

The Community Development Department 
is comprised of Planning, Building, Code 
Enforcement, and Economic Development/
Housing Division Operations and has an 
annual budget of $2.9 million.

THE POSITION
This is a full-time, executive management 
position requiring significant administrative, 
analytical, and technical skills knowledge. 
This position is responsible for the over-
all operation of the Community Develop-
ment Department through the performance 
of professional and highly technical work 
and management of assigned personnel. 
Under administrative direction of the City 

Manager, the Community Devel-
opment Director provides 
leadership and oversight to 
the Planning Division; Build-
ing Division, including the 
Building Official; Code  
Enforcement; Economic 
Development/Housing Proj-
ect Manager; and adminis-
trative support staff.

Essential responsibilities of the 
Community Development Direc-
tor include, but are not limited to:

• Directing and participating in the collection, 
tabulations, analysis, and interpretation of data needed to plan the orderly development 
of the City’s urban areas.

• Presenting and making recommendations on planning, zoning enforcement, 
building inspection, and related issues to the City Manager, Planning Commission, 
City Council, and various citizen advisory groups.

• Conferring with public officials, developers, citizen groups, and the general public 
on matters related to the City’s development regulations and policies.

• Developing policy guidelines and amendments to existing planning and zoning 
ordinances and/or policies.

• Supervising the administration and enforcement of the City’s environmental 
impact review procedures.

• Responds to and resolves complaints from the public as assigned.

ISSUES, CHALLENGES & 
OPPORTUNITIES
The partnerships with SFO, BART, Caltrans and CalTrain have 
been essential to the development of the Millbrae Station Area 
Specific Plan. This is one of the City’s largest development 
projects and will be a major driver for the City’s economy,  
creating local, livable wage jobs in Millbrae. As a future stop for 
California’s high-speed rail, the City’s mission is to develop a multi-modal 
transportation center that will serve local, regional, and international travelers 
with a variety of amenities and services and offer unmatched hospitality, 
shopping, and dining experiences.

With the loss of the City’s Community Center, Millbrae has embarked on the 
task of rebuilding a new center. The Center was integral to the community 
and the City welcomes candidates whose knowledge and experience 
will lend to the rebuild process.

The City has a strong staff. The ideal candidate will possess demonstrated 
leadership and mentorship skills that will allow him/her to successfully 
retain personnel and enhance the growth and efficiencies of 

current personnel. Candidates with suc-
cession planning experience are encouraged 
to apply. Millbrae has recently approved 
major developments that will require 
oversight to ensure compliance with devel-
opment agreements and minimize impacts 
on the community. Millbrae also has many 
projects being proposed and considered 
around the station area and along the 
commercial corridor of El Camino Real, 
many requiring community outreach to 
protect the interest of the City and ensure 
the City’s needs and long-term sustainability.

THE IDEAL 
CANDIDATE
The City of Millbrae is seeking a Community 
Development Director who is a committed 
and strong leader that can represent the 
department with integrity and honesty. 
The ideal candidate will have the ability 
to establish and maintain excellent working 
relationships based on leadership rather 

than authority; develop, implement, 
and direct a variety of concurrent 

planning, redevelopment, 
building, and economic 

development/housing 
improvement programs. 
The incoming Director 
will be looked upon 
to deal effectively with 

advisory boards and 
commissions as well as 

other elected public officials. 
Candidates should be able to 

establish and maintain cooperative 
working relationships with City officials, 
other governmental agencies, and the 
general public. Individuals who understand 
the political climate and work effectively 
within it are sought. 

The Community Development Director 
will collect, analyze, and interpret data; 
develop a general plan consistent with local 
needs; and formulate land use policies 
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