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THE CITY

Downey is a unique community in the heart of Southern California
that combines the best of both large and small. The City has a
population of 113,000 which is 72% Hispanic, 16% White, 7% Asian,
4% Black, and 1% other. Downey covers an area of 12.7 square miles
and is situated in the Gateway Cities area southeast of Los
Angeles County, about ten miles from the Pacific Ocean, and is
roughly half way between downtown Los Angeles and Disneyland.
Downey is conveniently located near several major freeways and is
an ideal home base to take advantage of the many cultural and
recreational activities in Southern California.  

Downey is home to where the Apollo Space Program began its
journey to the stars. Rockwell International aerospace was the
major employer that put Downey on the map in the 1960s, earning
the City the name “Home of Apollo.”  The Apollo command
modules and space shuttles were manufactured at the Downey
NASA facility. The City acquired and subsequently sold portions of
the 160-acre NASA site, which consists of a $1 billion development
including a retail center, hospital/medical complex and movie
studio. 

Downey remains a step ahead in advanced energy technology by
having the only state-of-the-art energy resource center in the
western United States. It is where you can find the world’s largest
Coca-Cola bottling operation, the world’s oldest McDonalds

restaurant, and the site of the first Taco Bell eatery. This is the city
where the pop recording artists “The Carpenters” were inspired
with many hit records. 

Today, Downey is highly recognized for its centralized location,
top medical facilities (including Rancho Los Amigos Hospital, a
world renowned spinal injury treatment center), quality residential
neighborhoods and schools, excellent golf courses, and an
unmatched family lifestyle. Downey has been rated in the top 
25 percent of the “100 Best Cities to do Business in California” by
California Business Magazine, and is home to thousands of
businesses and services.

Downey boasts an outstanding quality of life with numerous parks,
a tennis center, two public golf courses, a skateboard park, an
Olympic-sized pool, community/senior center, gymnasium, a
model City library, live theater, symphony orchestra, historical
society and art museum. It also has a wide selection of housing
options and an award winning public school district.  

THE CITY GOVERNMENT

Downey is a Charter City operating under the Council-Manager
form of municipal government. The City Council is the legislative
and policy-making body for the City. The five Council Members are
elected at-large for four-year overlapping terms of office, and the
Mayor’s seat is rotated annually.  

The City’s approximately 400 authorized full-time employees
provide an array of services including police, fire protection,
emergency medical services, water distribution, sewage
collection, street construction and maintenance, library services,
code enforcement, a transit system, and parks and recreational
facilities including a pool, a senior center, and an exceptional 
18-hole golf course and events Center. The City also owns 
and operates the Columbia Memorial Space Center, a 
state-of-the-art, 20,000 square foot learning center. Downey’s 
FY 2016-17 total budget is approximately $157 million and the
General Fund budget is almost $81 million.

THE OFFICE AND THE POSITION

The City Clerk is appointed by and receives policy direction from
the Mayor and Council, and receives general direction from the
City Manager. The FY 2016-17 City Clerk’s Office budget is
$503,000. Employees within the Office include the City Clerk, a
Deputy City Clerk, and a part-time Administrative Clerk.

The City Clerk’s Office is a service unit upon which the City
Council, City departments and the general public rely for
information regarding operations and legislative history of the
City. The Office serves as the liaison between the public and City
Council, and responds to requests for public information; certifies
and distributes ordinances and resolutions as appropriate and
legally required; and tracks agreements for expiration of term and
insurance requirements. The Office is also responsible for
preparation of agendas and minutes for meetings of the City
Council, the Successor Agency to the Former Community
Development Commission and the Oversight Board. The Office
publishes and posts legal notices; accepts and processes claims,
subpoenas and lawsuits; and is responsible for the maintenance
and distribution of the Downey Municipal Code. Pursuant to the
Political Reform Act, the City Clerk serves as the filing official for
Campaign Contribution and Expenditure Statements filed by
candidates in municipal elections, and Statements of Economic
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Interests filed by public officials, consultants, and designated
employees. The City Clerk’s Office is responsible for the conduct of
all municipal elections and maintains rosters and oaths-of-office for
the City’s Committees and Commissions. In addition, the City Clerk
participates in the development and administration of the budgets
for the City Council and the City Clerk’s Office.

The City Clerk’s Office is responsible for maintaining accurate
records and the legislative history of City Council actions, ensuring
the safekeeping and storage of the City’s official records and
archives, and enabling and assisting with record retrieval and
legislative research for the public and City departments.

The Office coordinates and assists elected officials and designated
employees with required biennial Ethics Training in compliance with
AB 1234. Approximately 60 officials and employees receive training.

As allowed by California Elections Code Section 1301, the Downey
Municipal Election is held on the first Tuesday after the first
Monday in November on even-numbered years. The City Clerk is
charged with administering the election in accordance with
Federal, State and local procedures through which local
government representatives are selected. At the present time,
there are about 55,000 registered voters in Downey. The City Clerk
also assists candidates in meeting their legal responsibilities
before, during and after an election. 

Planned performance measures for FY 2017-18 are as follows:
Number of City Council Meetings 24
Number of Files Converted to Laser Fiche 500
Number of Subpoenas and Summons Processed 150
City Documents on Laser Fiche 50,000
Council Agenda Items Processed (Clerk’s) 400
Public Records Requests 500
Total Documents Processed 2,000
Percent Turnaround Time Achieved for 
Municipal Code Update 
(90% of all updates codified in stated time)                   90%

Number of Candidates Assisted 
in Municipal Election Non-Election Year

Number of Home Loan Subordination 
Documents Executed 25

KEY CHALLENGES AND OPPORTUNITIES

Key challenges and opportunities facing the City Clerk include:

Keeping the Council and other interested parties informed about
current legislation regarding elections.

Implementing technological improvements that insure efficient
and effective office operations (e.g., for records management).

Purchasing and implementation of an automated system for
public records requests, enabling staff to monitor and respond in
accordance with the law. 

Continuing to review the recently updated City-wide records
retention policy and schedule to keep current with legal requirements.

Managing the contract for viewing and recording of City Council
and Planning Commission meetings.

Updating and maintaining the City’s Municipal Code with
assistance from Quality Code Publishers.

THE CANDIDATE

Education and Experience

Any combination of education, training and work experience
that would provide the knowledge, skills and abilities to
successfully perform the duties of the position would be
qualifying. A typical background would include a bachelor’s
degree, from an accredited college or university, in public
administration, public policy or a related field; and at least five
years of progressively responsible experience in municipal
records management, preferably with at least two years in a
supervisory or lead capacity.

Being a Certified Municipal Clerk (CMC) and possession of a
Notary Public License are preferred.

Experience with a Council-Manager form of government would
be a plus.

COLUMBIA MEMORIAL SPACE CENTER
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Knowledge, Skills and Abilities

The City Clerk should be well versed on current technology for
records management, principles of law relating to municipal
elections and legislation, and rules of order. He/She should be
able to prepare accurate and detailed reports based on oral and
written material, develop and maintain a records management
system based on advanced principles and methods, and possess
strong familiarity with the fundamentals of municipal
governance. In addition, this person should possess knowledge
and understanding of applicable Federal, State and municipal
laws and procedures; and have effective working knowledge of
the principles of municipal organization, administration, budget
and personnel management. 

Management Style and Personal Traits

The selected candidate should be a personable, collaborative and
effective communicator who is able to work with members of the
City Council, the City Manager, the City Attorney, other City staff
and the public. He/She should consistently demonstrate a
constructive and helpful attitude; effectively deal with stressful
situations; and exercise good judgment, common sense and
maturity in dealing with complex problems and critical decision
making situations. The ideal candidate will be adaptive to change
and have a strong belief in customer service. Finally, he/she
should be ethical and trustworthy; apolitical, yet politically
astute; and sensitive to maintaining confidentiality.

COMPENSATION

The annualized salary range for this position is $99,519 to
$123,287, with hiring dependent upon the qualifications and
experience of the selected candidate. In addition, benefits are
provided which include:

Enrollment in CalPERS at the City’s second tier 2% @ age 60
retirement formula for a “classic member.” An employee
(member) contribution in the amount of 7% of bi-weekly
earnings is required. A “new member” to CalPERS will be
enrolled in the 2% @ age 62 retirement formula with a required
employee contribution of 6.25% of bi-weekly reportable
earnings.

Health/Dental Insurance – Medical coverage for employee plus
qualified dependent(s) in a California Public Employees’
Retirement System (CalPERS) medical plan. The City

contributes 100% of the premium for the second highest cost
PPO Plan (PERS Choice plan in 2017) offered by CalPERS.
There is no eligibility to receive any unused premium amount.
Medical coverage is effective the first of the month following
date of hire. A Medical Opt Out provision is available subject to
proof of alternative coverage. City contribution towards dental
insurance with a choice of two plans.

Paid Leave – Vacation, sick leave, executive leave and holidays.

City paid Group Basic Life and Accidental Death and
Dismemberment Insurance coverage in the amount of
$100,000. 

City paid Group Long Term Disability Insurance coverage.

Other Benefits – $300 per month auto allowance; a 9/80 work
schedule; a management compensation plan; and a City paid
bi-annual physical examination.

Employee Voluntary Benefits – Vision coverage; additional life
insurance; accident and cancer insurance; flexible spending
account; and a deferred compensation program.

There will be an employment agreement for this position.

HOW TO APPLY

Send resumes (email preferred) by June 26, 2017 to:

PO Box 1127
Rancho Mirage, CA 92270
Telephone: 424.522.2251
Email: robertsrcg@msn.com
Web: www.robertsrcg.com

Equal Opportunity/
ADA Employer

Female, Minority and
Disabled Candidates are
Encouraged to Apply

Additional information about the City of Downey can be found on
their website at www.downeyca.org.

ROBERTS CONSULTING GROUP INC


