
Cover and inset photos: © Will Buddenhagen

City Clerk
City of Beverly Hills, California



The Community
With its magnificent mansions, world-
renowned shopping and historic 
Hollywood roots, Beverly Hills is 
the epitome of beauty, opulence and 
glamour. For residents, it is also 
sophisticated small-town living set 
amid elegant architecture, palm-
tree lined streets and immaculate, 
safe neighborhoods. Created as a 
residential subdivision in 1906, Beverly 
Hills was designed to be a special 
place. Initially home to movie stars, 
its mystique as a place of wealth, 
luxury and celebrity has fashioned 
it into one of the most coveted and 
glamorous places in the world. 

Located in Los Angeles County 
and bordered by the cities of West 
Hollywood and Los Angeles, Beverly 
Hills is approximately 5.7 square miles. 
It serves a residential population of 
35,000 yet swells significantly during 
the day with employees, a vibrant 
business community and visitors 
throughout the year. It possesses a 
healthy business community with its 
top industries being retail, tourism 
and luxury services, professional 
services, financial services, real estate, 
entertainment, and information 
and technology. Beverly Hills 
ranks first among California cities 
for sales tax revenue per capita.

Much has changed over the decades 
except the desire to keep the 
community special. The city has 
established a tradition of providing 
residents, businesses, and visitors with 
a superior quality of life. Beverly Hills 
is renowned for its fashionable upscale 
retail districts, particularly Rodeo 
Drive, as well as its historic luxury 
hotels and exceptional fine dining. But 
it also is distinguished by prestigious 
cultural institutions including the 
Wallis Annenberg Center for the 
Performing Arts, the Paley Center for 
Media, and the Academy of Motion 
Picture Arts & Sciences headquarters, 
as well as numerous art galleries and 
public art. Residents enjoy quality tree-
lined neighborhoods, excellent public 
safety services, abundant community 
services, and superb public and 
private schools. The city meticulously 
maintains a significant number of 
parks and public spaces, including the 
beautifully manicured 23-block Beverly 
Gardens Park along Santa Monica 
Boulevard.  The city also hosts a variety 
of events open to the public throughout 
the year including the semi-annual 
Affaire in the Gardens Art Show and 
various musical and cultural events at 
historic Greystone Mansion. These 
assets, along with its central location 
and warm climate, contribute to an 

exceptional quality of life for residents 
while providing the opportunity for 
shaping development, conserving 
resources, and structuring the economy. 

To learn more about the City of Beverly 
Hills, please visit www.beverlyhills.org.

The Organization
The City of Beverly Hills was 
incorporated in 1914 and is a full-
service general law city that operates 
under the Council-Manager form 
of government. The city enjoys a 
stable and professional City Council 
consisting of five members elected at 
large for overlapping four-year terms. 
The Mayor is selected from the City 
Council members and serves a one-year 
term. The city’s only other elected 
official is the City Treasurer whose 
term of office is four years. The City 
Council is responsible for, among 
other things, passing ordinances, 
adopting the budget, appointing 
committees, and appointing a City 
Manager, City Attorney, City Auditor 
and City Clerk. The City Council also 
appoints the members of 11 advisory 
commissions and 1 foundation.

In addition to sitting as the 
governing body of the city, the 
City Council acts as the Board of 
Directors of two component units: 
the Parking Authority of the City 
of Beverly Hills and the Beverly 
Hills Public Financing Authority. 

The City Manager is responsible 
for carrying out the policies and 
ordinances of the City Council, for 
overseeing the day-to-day operations 
of the city, and for appointing the 
heads of the city’s various departments 
and offices. The city provides a full 
range of municipal services including 
public safety (police and fire), street 
construction and maintenance, 
sanitation, refuse collection, water 
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&and sewer utilities, culture-
recreation, public improvements, 
planning and zoning, and general 
administrative and support services.

The City of Beverly Hills has 
a long-standing reputation for 
providing superior customer service 
to residents, businesses, and visitors. 
This characteristic, combined with 
outstanding staff in all departments, 
has been a hallmark of success for this 
high-performance organization. The 
municipal government (approximately 
1,080 full-time and part-time 
employees) provides the highest quality 
safety services, recreational, municipal 
services, and physical environment.

The annual budget for Fiscal 
Year 2018/2019 is approximately 
$425.7 million for all funds, 
with a General Fund budget of 
approximately $236.6 million.

The Position
The City Clerk is an at-will executive 
position that serves at the pleasure of 
the City Council. The City Clerk’s 
Office has an excellent, dedicated 
staff of six including the City Clerk, 
Assistant City Clerk, Records Manager, 
Management Analyst, and two 
Executive Assistants. The Office has 
a FY 2018-19 budget of $2.3 million. 

The responsibilities of the 
City Clerk’s Office are to:

•	provide	support	to	the	Mayor	and	City	
Council

•	provide	service	to	the	community	and	
city	departments

•	plan,	supervise	and	conduct	all	
municipal	elections

•	maintain	the	official	minutes	of	all	
proceedings,	records,	ordinances,	
resolutions,	contracts	and	other	official	
city	documents	and	public	records

•	provide	the	required	public	notices	for	
meetings	and	public	hearings

•	administer	the	city’s	records	program
•	codify	and	maintain	the	Beverly	Hills	
Municipal	Code

•	administer	the	city’s	commission	
appointment/reappointment	process

•	act	as	a	filing	officer	for	all	reports	
under	the	State’s	Political	Reform	Act

•	accept	claims	and	legal	process	against	
the	city

•	respond	to	requests	for	public	records.
It	is	expected	that	the	selected	City	
Clerk	will	be	knowledgeable	of:

•	State	of	California	Government	and	
Election	Codes

•	Fair	Political	Practices	Commission	
filing	requirements

•	Principles	of	records	management
•	Municipal	codes,	ordinances	and	
resolutions

•	Budget	development	and	management
•	Management	and	supervisory	principles	
and	practices

•	Customer	service	standards	and	
practices.

The city is seeking an individual who 
has proven knowledge and experience 
in state-of-the-art technology and 
automation in relation to the duties 
of the City Clerk’s Office. The ideal 
candidate will have proven experience 
in providing an organization and 
the public with timely and accurate 
electronic access to information. The 
Office currently utilizes the Granicus 
system. While the current City 
Clerk’s Office has made significant 
technological strides, the new City 
Clerk will continue to assess operations 
and identify innovative improvements 
to create future efficiencies and 
enhancements to transparency and 

public records access. 
The City Clerk will have 
a propensity for accuracy, 
attention to detail, and 
timely communication 
and responsiveness, 
thereby ensuring a high 
quality work product.

Beginning in 2020, the City of Beverly 
Hills will run consolidated elections 
with the County of Los Angeles. The 
ideal candidate for City Clerk will 
bring experience in standalone as well 
as consolidated election processes 
and will have the proven ability 
to maintain an effective working 
relationship with the County Clerk. 

In supporting the City Council, the 
City Clerk will work collaboratively 
with the City Manager, City Attorney, 
and City Auditor, as well as throughout 
the organization, in a cooperative, 
collegial, approachable, and responsive 
manner. As a member of the Executive 
Team, the City Clerk will actively 
participate, contribute, and work to 
align priorities of the City Clerk’s 
Office with the organization as a whole.

The successful City Clerk will be 
visible, accessible, and serve as 
an ambassador of the city to the 



The Recruitment Process
To	apply	for	this	exciting	career	
opportunity,	please	visit	our	website	at:	

Peckham	&	McKenney
www.peckhamandmckenney.com

Resumes	are	acknowledged	within	two	
business	days. Call	Bobbi	Peckham	toll-free	
at	(866)	912-1919	for	more	information.	

community. In this regard, the 
City Clerk is expected to remain 
impartial, unbiased, even handed, and 
apolitical. Strong communication and 
interpersonal skills, a calm demeanor 
under pressure, common sense, and 
a customer service orientation are 
critical to the role of the City Clerk.

Graduation from an accredited college 
or university with a bachelor’s degree 
in public or business administration 
or related field is highly desirable. 
Five years of increasingly responsible 
experience performing complex 
administrative duties in a City Clerk’s 
office, or equivalent experience in a 
similar government agency is required. 
At least two years of experience must 
have included management/supervisory 
responsibilities. Notary Public and 
Certified Municipal Clerk (CMC) 
or Master Municipal Clerk (MMC) 
designation is highly desirable.

The Compensation
The salary for the City Clerk will be 
competitive in the region and will 
be based on the depth and breadth 
of related career experience and 
overall qualifications, outlined in a 
negotiated and mutually agreeable 
employment contract. The city offers 
an excellent benefits package including:

CalPERS Retirement: 2.5%@55 
for Classic Members and 2%@62 
for New Members as defined by 
PEPRA. Employees are responsible 

www.peckhamandmckenney.com

for paying the employee portion 
of the CalPERS retirement 
contribution. The city does not 
participate in Social Security except 
for the mandated Medicare portion. 

Health Benefits: Medical, dental, 
and vision insurance for employee and 
dependents is offered through the city’s 
cafeteria plan with a city contribution 
of $2,100/ month with the option to 
receive taxable cash up to $600/month. 

Retiree Health Savings (RHS) 
Account: City contribution of $1,375/
month to a tax-deferred RHS account. 

Life Insurance: $300,000 term life 
insurance policy provided by city.

Holidays: 10 days, plus 
2 personal holidays.

Vacation: First year of service – 
80 hours; second year of service 

– 120 hours; after 14 years – 160 
hours. Employees with 240 hours 
or more of accumulated vacation 
may receive cash payment for up to 
80 vacation hours earned but not 
taken during the calendar year.

Administrative Leave: up to 
120 hours per year. Employee may 
cash out up to 80 administrative 
leave hours earned but not taken 
during the calendar year.

Sick Leave: Accrual of eight (8) 
hours of sick leave per month. 
Employee may cash out up to 24 
sick leave hours earned but not 
taken during the calendar year.

Search Schedule
Filing Deadline ............................................................... October 29, 2018

Preliminary Interviews ............................................... November 5-9, 2018

Recommendation of Candidates .....................Week of November 12, 2018

Finalist Interview Process ........................................ Early December 2018

These dates have been confirmed, and it is recommended that you plan your 
calendar accordingly.


