
Retirement Formulas

• 2.0% @ 62 (“new” members as defined by CalPERS) – 7% 
employee contribution

• 2.0% @ 55 ( “classic” members as defined by CalPERS) – 7% 
employee contribution

Deferred Compensation — The City shall provide a contribution to 
an employee’s deferred compensation account in an amount equal 
to the employee’s contribution at a ratio of 1:1, to a maximum of four 
hundred dollars ($400) per month. 

Auto Allowance — $250 per month.

Holidays — 10 paid holidays per year.

Vacation — Employees accrue 12 - 25 days of vacation per year depending 
on length of service. Management employees can base accrual rates on 
prior service in PERS agencies. Employees from non-PERS agencies which 
have reciprocal agreements with PERS may be considered for this benefit. 

Sick Leave — Employees accrue up to 12 days of sick leave per year. May use 
up to 6 of these 12 days to care for an eligible family member who is ill.

Administrative Leave/Float Time — 80 hours per year of administrative leave 
and 24 hours per year of float time.

Life Insurance — $200,000 City paid.

Other benefits offered by the City of San Carlos include accidental death and 
dismemberment and long-term disability insurance; health care reimbursement 
and dependent care reimbursement accounts; and tuition reimbursement.

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

www.bobmurrayassoc.com

Filing Deadline: 
September 30, 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. A select group of 
candidates will be asked to provide 
references once it is anticipated that 
they may be recommended as final-
ists. References will be contacted only 
following candidate approval. Finalist 
interviews will be held with the City of 
San Carlos. 

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

(916) 784-9080

ASSISTANT 
CITY 

MANAGER 



THE COMMUNITY 
San Carlos, “The City of Good Living,” is lo-
cated in the center of the San Francisco 
Bay Area and has everything at its doorstep; 
San Francisco is 25 miles north, and San Jose 
is 25 miles south. The city’s 30,154 residents are 
friendly, involved, and treasure their inviting sense of 
community. San Carlos boasts an ideal climate, good 
government, an outstanding school system, attractive residential areas, 
a fine shopping district, excellent restaurants, a modern industrial and 
commercial area, and plenty of open space. As part of the northern end 
of Silicon Valley, San Carlos hosts several technology companies and is the 
address of many of the West Coast’s biotech and medical instrumentation 
firms. The City of San Carlos continues to explore new ways to provide 
high quality, financially sustainable municipal services in an environmentally 
sensitive way while preserving the community’s character and identity.

Incorporated in 1925, San Carlos was settled almost 200 years ago when 
the Ohlone Indians inhabited the area. The city is now noted for its charming 
downtown and residential areas. San Carlos’ residents are served by a library 
and adult community center, two nearby hospitals, a wide selection of ele-
mentary and secondary schools, and six major neighboring universities. 

Outdoor enthusiasts in San Carlos enjoy 143 acres of community parks, offering 
abundant hiking trails and recreational opportunities within the city’s 5.92 
square miles. Major golf courses, the Pacific Ocean, state parks, and prime 
camping spots are all a short drive away from the City center. History buffs 
enjoy visiting the Hiller Aviation Museum and the newly renovated San Carlos 
Museum of History, and events throughout the year keep the community 
connected. The city has a vibrant downtown area with many great restaurants. 
San Carlos is an ideal city in which to live and work, and its residents are 
proud of their community.

THE ORGANIZATION
San Carlos operates under the council-manager form of government and 
is organized into 7 departments (Administrative Services, City Clerk, City 
Manager, Community Development, Economic Development, Parks and 
Recreation, and Public Works). The City has an adopted 2021/2022 operating 
and capital budget of $98.8 million. In recent years, the City has taken 
strides to change the way services are delivered 
and has implemented innovative 
changes to the traditional city 
model; these changes include 
contracting out Police, Fire, 
Emergency Services and 
Parks Maintenance ser-
vices. The City looks 
forward to a great 
deal of development 
during the next two 
years and is in the 

midst of planning how best to serve the 
community in a changing environment.

THE POSITION
The Assistant City Manager is an at-
will executive management position. 
Under general direction of the City 
Manager, the Assistant City Manager 
oversees, directs, and participates in 
City activities and projects to assure 
timely coordination and completion. 
The Assistant City Manager regularly 
interacts with the City Manager, City 
Council, and departmental manage-
ment in obtaining and coordinating 
projects and information; participates 
in budget development and compliance; 
and, if needed, provides input on behalf 
of the City Manager during the design 
of policies and procedures governing 
special projects. The Assistant City 
Manager identifies issues that need to 
be addressed by management early to 
assure efficient, effective, and consistent 
program and policy implementation.

Essential responsibilities include but 
are not limited to:

• Works closely with the City Manager 
and Department Heads to implement 
policy directives given by the City 
Council. Assists and participates in the 
development and implementation 
of related goals, objectives, and poli-
cies. 

• Coordinates interdepartmental ac-
tivities, including follow-up on special 
projects and/or assignments to assure 
timely response or completion. 

• Provides leadership and oversight 
to assigned departments. 

• Acting in consultation with the City 
Manager, provides input during bud-
get development and discussions. 

• Identifies real or potential operating 
problems on a citywide basis, and 
works with departments, as assigned, 
to resolve conflicts. 

• Conducts studies, surveys, and col-
lects information on complicated 

operational and administrative 
problems, analyzes findings 
and prepares reports with 
practical solutions for review 
by the City Manager. 

• Analyzes existing operating 
procedures on a citywide 
basis, recommending revi-
sions or new procedures 
to promote efficient, effec-
tive, and consistent delivery 
of services. 

• Oversees the City’s outreach ef-
forts, including the website, emergen-
cy services management, and environ-
mental programs. 

• Serves as acting City Manager, as assigned. 

THE IDEAL CANDIDATE
The City of San Carlos is seeking a smart, savvy, dynamic professional to 
serve as the new Assistant City Manager. The ideal candidate will be politically 
astute, yet apolitical, and possess a strong background in city operations. 
They will have excellent oral and written communication skills and be comfortable 
interacting with the Council, city staff, the community, representatives of other 
agencies, and the general public. A candidate with municipal management 
experience, experience working with unions, and a background in administrative 
services will be highly valued. As a representative of the City, the incumbent will 
ensure that a high level of customer service is provided to internal and external 
stakeholders in a positive, collaborative, and professional manner.

Ideally, the Assistant City Manager will be someone who demon-
strates the following attributes:

• Strong critical thinking skills 

• Problem solving skills with the courage to tackle issues, 
including complaints, in a confidential and timely manner

• Collaborative; team building abilities

• Hard working, team player; unafraid to roll up their 
sleeves to help accomplish goals

• Ability to make sound decisions within established 
guidelines

QUALIFICATIONS 
Any combination of experience and training that would likely 
provide the required knowledge, skills and abilities is qualifying. A 
typical way to obtain the knowledge, skills and abilities would be 
a Bachelor’s degree from an accredited college or university in 
public administration or a closely related field; a Master’s  
degree in public administration is desirable; and five (5) years’  
progressively responsible experience in administrative and/
or managerial work.

THE COMPENSATION
The annual salary range for the Assistant 
City Manager is $195,003 - $237,040; 
placement within the range is dependent 
upon qualifications. The City also offers 
an attractive benefits package including:

2021 Health Insurance — City contribu-
tion is as follows:

Employee only – $943.12/month

Employee plus 1 – $1,605.56/month

Employee plus 2 or more – $1,939.96/
month

Alternate Medical Benefit Program —
Employees who have medical health 
coverage (group coverage) through 
another source with benefits compa-
rable to the City plan may waive City 
coverage. The City will pay the employee 
an amount equal to the current employ-
ee only contribution to the Section 125 
Plan for each month that the employee 
continues to receive health insurance 
through their spouse or other source.

Dental — The City pays the full monthly 
premium for employee and dependent 
coverage. The Cities Group Dental Reim-
bursement Plan $2,000 fiscal year maxi-
mum per person. First $400 of claims 

covered at 100%. Next $1,600 of 
claims covered at 80%.

Vision — Vision Service Plan 
(VSP). The City pays the 
full monthly premium for 
employee only. Depen-
dent coverage paid by 
employee.

Employee Assistance 
Program (EAP) — Managed 

Health Network (MHN). Free, 
confidential referrals to pro-

fessional counselors who can help 
resolve personal problems affecting 
your emotional health, family life, and 
work life.

Retirement — CalPERS coverage begins 
on the first day of hire. Employees 
also contribute to Social Security and 
Medicare.
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