
administration, or a related field and eight (8) years 
of increasingly responsible experience in a City Clerk’s 
office, including three (3) years of supervisory or man-
agement experience. 

COMPENSATION
The hiring range for the City Clerk is $125,000-$135,000; 
placement within this range is dependent upon qualifications. 
The City offers an excellent benefits package, including:

• Medical, dental and vision coverage for employee and  
dependents (up to 100% paid by employer)

• 12 paid holidays annually

• 12 paid sick days annually

• Two weeks of annual paid vacation, additional vacation available 
for Management positions

• 2% @ 62 CalPERS retirement, 2% @ 55 for Classic Members

• IRC 125 Cafeteria Plan 

• Life insurance (equal to annual salary)

• Long term Disability Plan

• Accidental Death & Dismemberment Coverage

• Retiree Health Savings Plan: 1% Employee Contribution, 1% Employer 
Match

• Voluntary Deferred Compensation Program

• Rideshare Incentive Program

• Qualified employer for PSLF Program eligibility

• The City does not participate in the Social Security programs, except 
for the mandatory 1.45% Medicare contribution.

Other benefits provided by the City 
include healthcare and dependent 
care flexible spending accounts, 
an Employee Assistance Program, 
and tuition reimbursement.

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

www.bobmurrayassoc.com

Filing Deadline: 
May 2, 2021

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 and Associates. Candi-
dates will be advised of the status 
of the recruitment following finalist 
selection. Finalist interviews will be 
held with the City of Palm Desert. 
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 Valerie Phillips at:

(916) 784-9080

CITY CLERK



THE COMMUNITY
The City of Palm Desert is a thriving, fis-
cally sound community with a variety of 
first-class amenities normally found in 
much larger cities. Home to approximately 
53,567 residents, Palm Desert is a City com-
mitted to providing a high quality of life to residents 
and visitors. The City offers everything from high end 
shopping and golf to family friendly parks and attractions such 
as the Living Desert and Palm Desert Aquatic Center. Palm Desert 
is not only a great place to live and visit; it is also an ideal place 
to work. Whether you are searching for a rewarding career, an 
excellent quality of life, or nearly 350 days of sunshine, you can 
find it in the vibrant City of Palm Desert. 

THE ORGANIZATION
The City Clerk’s Office exists to protect the integrity of the democratic 
process. It serves members of the public, City Council, City staff, 
representatives of related local, state, and national agencies by 
providing accurate and current information on City Council and  
administrative actions. To carry out its duties, the City Clerk’s Office 
is required to conform with statutes such as the Ralph M. Brown Act 
(Open Meetings), California Public Records Act, and the Political  
Reform Act of 1974 (Conflicts of Interest).

Palm Desert is served by a City Clerk who is appointed by the City 
Manager. The City Clerk’s Office is responsible for coordinating and 
preparing City Council Agendas and Minutes and maintaining official 
City records. Municipal Elections are conducted by the City Clerk’s Office. 
Palm Desert’s City Clerk also serves as Secretary to the Successor 
Agency to the Redevelopment Agency, Oversight Board to the  
Successor Agency, the Housing and Financing Authorities. The City 
Clerk’s Office coordinates all appointments by the City Council to 
City legislative and advisory bodies.

Palm Desert is a full-service City with approximately one hundred (100) 
full-time employees. The City delivers municipal services through the 
following Departments: Administrative Services, City Manager’s Office, 
City Attorney, City Clerk, Community Devel-
opment, Economic Development, 
Financial and Management 
Services, Fire, Parks and 
Community Service, Po-
lice, and Public Works. 

The City Clerk’s Depart-
ment has a staff of 
four (4) members who 
coordinate, assemble, 
and disseminate City 

Council meeting agendas; provide 
clerical and administrative support 
to the City Council; record and 
maintain all City Council actions; 
prepare and distribute City Council 
meeting minutes; serve as custo-
dian of official City records and the 
City seal; facilitate access to such 
records; coordinate municipal 
elections; receive nomination  
papers, campaign statements, 
and all required filings pursuant  
to the Fair Political Practices Com-
mission; advertise and receive 
bids and conduct bid openings; 
facilitate appointments to various 
Council advisory boards and com-
missions; and accept all claims and 
subpoenas filed against the City.

THE POSITION
The City Clerk is appointed by and 
serves at the will of the City Manag-
er. The City Clerk plans, organizes, 
manages, directs, and coordinates 
the programs and activities of the 
City Clerk’s Office; serves as clerk/
recorder for the City Council; and 
provides policy guidance and  
expert professional assistance  
to City departments in areas of 
responsibility.

The City Clerk is responsible for 
directing and participating in all 
activities of the City Clerk’s Office, 
including short- and long-term 
planning and development and 
administration of departmental 
policies, procedures, and services. 
Successful performance of the 
work requires knowledge of public 
policy, municipal functions, and 
activities, including the role of an 
elected City Council, and the ability 
to develop, oversee, and implement 
projects and programs in a variety 
of areas. Responsibilities include 
coordinating the activities of the 

department with those of other 
departments and outside 
agencies and managing 
and overseeing the com-
plex and varied functions 
of the department. The 
incumbent is accountable 
for accomplishing de-
partmental planning and 
operational goals and 
objectives and for furthering 
City goals and objectives 
within general policy guidelines.

The City Clerk is responsible for 
managing and integrating a variety of 
programs and services that enable the City Council and City  
departments to accomplish City business efficiently and effectively 
while ensuring that procedures and processes meet legal requirements 
and are implemented with integrity. The incumbent manages programs 
and services including election and campaign financing disclosure, 
preparation of Council agenda and minutes, maintenance of official 
City records, a records management and document imaging program 
and analysis, and enforcement of laws pertaining to elections, public 
records, and conflict of interest. The incumbent represents the City  
in interactions with its citizens and other public stakeholders and is 
expected to do so in ways that build the City’s credibility as a knowl-
edgeable, responsive public agency and promote the community’s 
capability to communicate with and participate in its local  
government. Many City Clerk functions and activities are 
prescribed by the City Municipal Code and other state 
and federal laws. Assignments are broad in scope and 
allow for a high degree of administrative discretion 
in their execution. 

THE IDEAL CANDIDATE
The City Clerk position is an outstanding opportunity 
for a dedicated and talented professional. The City 
of Palm Desert is seeking an honest, ethical, and 
technically savvy team builder who is both flexible 
and cooperative. The ideal candidate will promote a 
culture of transparency and work collaboratively and 
enthusiastically in an executive team environment. The 
ideal candidate will be a quick decision maker, participa-
tive, supportive of shared goals, and will promote ongoing 
communication between the City Clerk’s office and other 
City departments. 

The successful candidate should be able to work inde-
pendently on a variety of projects with minimal direction 

in a fast-paced and dynamic work 
environment. The new City Clerk 
should be adaptable, creative, and 
politically astute. The City Clerk must 
have strong interpersonal skills 
and have a history of successful 
Council relations.

An active listener and open com-
municator who sees the value of 
serving as both a coach and 
mentor to staff is sought. The ideal 
candidate will be approachable, 
engaging, and committed to cre-
ating an open atmosphere where 
ideas and feedback are encour-
aged, supported, and valued. A 
successful team builder is desired 
who will be able to supervise, lead, 
develop, motivate, and mentor the 
department staff. 

The ideal candidate will be an  
energetic, self-motivated individual 
eager to make a positive impact 
on the organization. This person 
will be committed to excellence in 
customer service and will have a 
strong work ethic. The City Clerk 
must be able to work with elec-

tions staff, officeholders, and 
State and local committees 

to analyze and provide 
election compliance 
information. The se-
lected candidate will 
have a proven back-
ground in full-cycle 
municipal elections 

management.

Any combination of train-
ing and experience that 

would provide the required 
knowledge, skills, and abilities is 
qualifying. A typical way to obtain 
the required qualifications would 
be equivalent to graduation from 
an accredited four-year college or 
university with major coursework 
in business administration, public 
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