
The ideal candidate will lead with integrity and be the 
up most honest and impartial professional in all interactions.

QUALIFICATIONS 
Any combination of training 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 
the completion of the twelfth (12th) grade supplemented by college-
level coursework and three (3) years of increasingly responsible 
office management and administrative support experience assisting 
executive management or a high-level official, preferably within a 
City Clerk’s office.

COMPENSATION
The hiring range for the Deputy City Clerk is $79,959-$109,741; 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 outstanding 
opportunity, please apply online at:

www.bobmurrayassoc.com

Filing Deadline: 
Open Until Filled

First Review of Resumes:  
August 15, 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. Candidates 
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 anticipat-
ed that they may be recommended 
as finalists. References will be con-
tacted only following candidate  
approval. 

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

(916) 784-9080

DEPUTY CITY 
CLERK



THE COMMUNITY
The City of Palm Desert is a thriving,  
fiscally 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 committed 
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, repre-
sentatives 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 Rede-
velopment 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 Development, Economic Development, 
Financial and Management Services, Fire, Parks and Community Service, 
Police, and Public Works. 

The City Clerk’s Department has a staff of four (4) members who coor-
dinate, 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 custodian of official 
City records and the 
City seal; facilitate ac-
cess to such records; 

coordinate municipal elections; receive 
nomination papers, campaign state-
ments, and all required filings pur-
suant to the Fair Political Practices 
Commission; 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 Deputy City Clerk is responsible 
for the administration and daily  
operations of the City Clerk’s Office 
functions and activities, under the 
direction of the City Clerk. This position 
performs a variety of administrative 
duties, including assisting in the  
development of City Council, com-
mittee, and commission agendas, 
administration of filings, records 
management, assisting with municipal 
elections, and coordinating City Clerk 
services and operations with other 
City departments. The nature, scope, 
and diversity of responsibilities of this 
position require a broader under-
standing of City functions and the 
capability of relieving the City Clerk 
of day-to-day office administrative 
and coordinative duties, as well as 
fulfilling some of the duties of the 
City Clerk in the latter’s absence.

Typical duties include but are not 
limited to: 

• Assists in overseeing and performing 
functions of the day-to-day oper-
ations of the City Clerk’s office,  
including the execution and main-
tenance of administrative files, 
resolutions, ordinances, contracts, 
agreements, and other official 
documents; performs mandated 
and other City Clerk duties in the 
absence of the City Clerk.

• Participates in the development 
and implementation of goals, ob-
jectives, policies, and priorities for 

departmental programs; rec-
ommends, updates, and 
administers policies and 
procedures.

• Directs and coordinates 
the work plan for the 
assigned staff; meets 
with staff to identify 
and resolve problems, 
assign work activities 
and projects, monitor work-
flow, and review and evaluate 
work products, methods, and 
procedures; participates in the 
selection, training, and evaluation of 
staff.

• Assists in planning and conducting City municipal elections as required 
by state law; participates in all election events; assists in organizing 
and maintaining required Fair Political Practices Commission (FPPC) filings 
and election campaign disclosure statements.

• Monitors compliance with ethics training requirements for Council  
members and all active committee and commission members; collects, 
reviews, and maintains applications and attendance and training records.

• Receives, processes, and responds to public records requests, subpoe-
nas, complaints, and other requests for information; researches and  
organizes information; ensures compliance with legal and regulatory  
requirements. 

• Serves as point of contact for the City Clerk’s Office by pro-
viding information and interpreting and explaining  
requirements, policies, and procedures according to 
established guidelines or by referring the customer 
to other programs, departments, agencies, and 
community groups, as appropriate. 

• Ensures compliance with the Public Records Act, 
the Freedom of Information Act, and the Brown 
Act. 

• Serves as recording secretary and provides staff 
support for assigned boards, committees, and  
commissions including preparing, posting, and distrib-
uting public hearing notices, agendas, and informational 
packets, preparing staff reports, coordinating meeting logistics 
and room set-up, attending meetings, taking, and transcribing 
minutes, and processing action items; prepares and posts 
public and legal noticing related to board, committee, and 
commission actions.

• Coordinates and integrates program services and activities 
with other agencies and City departments.

THE IDEAL 
CANDIDATE
The Deputy City Clerk position is an 
outstanding opportunity for a dedi-
cated and skilled professional with 
experience in the public sector; 
proven administrative experience in 
a City Clerk’s office is highly desirable. 
The City of Palm Desert is seeking a 
strong communicator and team 
player with the ability to demonstrate 
adaptability in a complex and ever-
changing environment. The ideal 
candidate will be committed to  
excellence in customer service and 
will demonstrate strong organiza-
tional skills, time management skills 
and attention to details. 

The new Deputy City Clerk will have 
excellent interpersonal skills, be 
comfortable with public speaking, 
and have a history of successful  
relations between the City Clerk’s 
office and other City departments, 
and elected officials. A successful 
team builder is desired who will be 
able to supervise, develop, motivate, 
and mentor the department staff. 

He/she will be approachable, en-
gaging, and committed to 

creating an open atmo-
sphere where ideas and 

feedback are encour-
aged, supported, and 
valued. 

Competitive candidates 
will possess proven ad-

ministrative and super-
visory experience in and 

have a strong understanding 
of the City management form 

of government. Candidates who 
are technically savvy and/or have 
experience in PrimeGov or Laserfiche 
is highly sought. The successful 
candidate should be able to work 
independently on a variety of projects 
with minimal direction in a fast-paced 
and dynamic work environment. 
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