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THE CITY

The City of West Covina (population 110,000) encompasses 16 square
miles and is located in the San Gabriel Valley, approximately 20 miles east
of downtown Los Angeles.  The City’s residents enjoy pleasurable year-
round weather that has made the region famous.  The City is a regional
center for retail, health care services, and corporate offices.  West Covina
is a well-planned, urban community with several accessible and well-
designed parks and recreational facilities.  The City offers excellent
educational opportunities for residents, including 20 public and private
elementary schools, three middle schools, and two high schools.

THE CITY GOVERNMENT

West Covina is a General Law City with a Council-Manager form of
government.  The five City Council Members are elected at-large to
overlapping four-year terms, and one is selected annually by the Council
to serve as Mayor.  West Covina is a full-service City with 346 full-time
employees and 67 part-time employees providing services in the
following eight departments:  City Manager, Police, Fire, Finance and
Administrative Services, City Clerk, Public Works, Planning, and
Community Services.  The FY 2014-15 General Fund budget is $56 million
and the capital budget is $3.3 million.

KEY CHALLENGES AND OPPORTUNITIES

Key challenges and opportunities facing the City of West Covina include
(not in priority order):

Assist the City Council in evaluating future development opportunities
in the community (the City is undergoing a General Plan update).

Seek new and expanded revenue sources to expand public safety
services to appropriate levels.

Ensure the City’s financial health and economic condition are sufficient
and sustainable.

Upgrade the City’s infrastructure and facilities.

Resolve pending litigation with the State (e.g., related to unwinding the
former Redevelopment Agency).

Increase public trust in City operations, and promote transparency and
civic engagement.

Succession planning.

Update the strategic plan.

THE POSITION

The mission of the Office of the City Manager is to provide administrative
leadership and management for the daily operations of the City
government under the direction of the City Council.  The City Manager is
appointed by the City Council and serves as the administrative head of
the City and the key staff advisor to the City Council. His/Her
responsibilities are to implement policies as directed by the City Council
and to enforce all municipal laws and regulations for the benefit of the
community.  Duties include directing and supervising the departments,
preparing and administering the annual City budget, and planning and
implementing key projects.

The City Manager’s Office provides increased transparency and
information about the activities and operation of the City through the
Discover West Covina newsletter, the City’s website, press releases to local
media outlets, and through programming on the City’s local community
cable television channel, Channel 3 (WCCT).

The City Manager’s Office also provides oversight to special projects
directed by the City Council, including: negotiation of lease agreements
to generate revenues from the use of public property (i.e., cell tower
leases and office space rentals); establishment of a Community Service
Volunteerism Day; participation in the Special Olympics; outreach to local
non-profit organizations; campaign finance reform; Sister City
relationships; etc.

In 2013, the City of West Covina incorporated the Community
Development Commission (CDC) under the City Manager’s Office as a
cost savings measure.  With the 2011 elimination of redevelopment by the
State of California, the City of West Covina established the West Covina
Successor Agency to unwind the operations of West Covina’s former
redevelopment agency.  The CDC is tasked with the administrative duties
of the Successor Agency; management of the City’s affordable housing
programs; and the promotion of economic development in the
community, which spurs business growth and job creation within West
Covina.
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Powers and duties of the position, as set forth in the City’s Municipal Code
include, but are not limited to:

Enforce all laws and ordinances of the City and see that all laws of the
State pertaining to the City are faithfully observed.

Recommend to the City Council for adoption such measures and
ordinances as he/she deems necessary or expedient.

Make investigations into any of the affairs of the City and any
department or division thereof, and any contract or the proper
performance of any obligations of the City.  Examine or cause to be
examined the official conduct of any officer or employee of the City.

Investigate all complaints in relation to matters concerning the
administration of the City government and in regard to the service
maintained by public utilities in the City, and to see that all franchises,
permits, contracts and privileges granted by the City are faithfully
performed and observed. 

Exercise general supervision over all public buildings, public parks and
all other public property which are under the control and jurisdiction of
the City.  Direct the planning and construction of all public works.

Authority to control and give directions to all heads of departments and
to subordinate officers, and employees of the City under his/her
jurisdiction through their department heads.

Appoint, remove, promote and demote any and all officers and
employees of the City, except the City Clerk, City Attorney and City
Treasurer, subject to the rules and regulations of any applicable civil
service or other personnel system in effect.

Recommend to the City Council such organization or reorganization of
offices, positions, departments or units under his/her direction, including
the transfer of employees between departments and offices, as may be
indicated in the interest of efficient, effective and economical conduct of
the City’s business.

Attend all meetings of the City Council, unless excused therefrom.  May
participate in Council deliberations but will not have a vote.

May attend any and all meetings of City commissions, boards or
committees created by the City Council, upon his/her own volition and
will attend such meetings upon direction of the City Council.

Keep the City Council at all times fully advised as to the financial
condition and future needs of the City and to make such
recommendations as may seem appropriate or desirable.  Prepare and
submit to the City Council at the end of each fiscal year a comprehensive
report of the finances and administrative activities of the City for the
preceding fiscal year.

Prepare and submit the proposed annual budget and the proposed
annual salary plan to the City Council for its approval and be responsible
for the administration thereof upon adoption by the City Council.

Prepare and enforce rules and regulations governing the contracting for,
purchasing, storing, distribution and disposal of all supplies, materials
and equipment required by any office, department or agency of the City
and to recommend them to the City Council for adoption.

Devote his/her entire time to the duties of the office in the interests of
the City.

Perform such other duties and exercise such other powers as may be
delegated from time-to-time by ordinance, resolution or other action of
the City Council.
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THE CANDIDATE

Education and Experience

Requires a bachelor’s degree, from an accredited college or university,
with major course work in business or public administration, or a related
field.  A master’s degree in a relevant field would be a plus.

The selected candidate must have significant experience in municipal
finance, economic development, employee/labor relations, and will have
worked as a City Manager or Assistant City Manager in a medium or large
municipality with a comparable scope of services and in a
demographically diverse community.

California experience would be ideal.  Desire a stable employment history.

The City Manager may be active in professional associations, as long as
this is kept in balance with the needs of the City.

Knowledge, Skills and Abilities

The selected candidate should have excellent interpersonal, written and oral
communication skills.  In addition, he/she should have knowledge of: Federal
and State laws, rules and regulations regarding local government operations;
and the principles and procedures of municipal management and
organization function and operation.

The City Manager should also be able to:

Analyze trends and problems and develop long range plans.

Effectively supervise subordinates.

Establish and maintain effective working relationships.

Foster a teamwork environment.

Lead and gain the cooperation of the City Council, officials, employees and
the public.

Ensure a customer service focus in the organization.

Management Style and Personal Traits

The City of West Covina is seeking a decisive leader who provides a vision,
sees “the big picture,” and is energetic and enthusiastic.  He/She should be
team builder who treats staff fairly and even-handedly, someone who gets
out of the office and is visible with staff, and someone who encourages

proper time management.  This person should also be visible to the
community and stakeholders. 

The City Manager should keep the City Council informed in a timely and
accurate manner, and be willing to make his/her best professional
recommendations but, if not accepted by the Council, promptly implements
their decision.  He/She should be a people person who is apolitical, but
politically astute, honest and trustworthy, and courageous and willing to take
reasonable risks.  Finally, this person should be flexible, thick-skinned (able to
handle criticism), and a have a sense of humor.

COMPENSATION

The salary range for this position is open, with hiring dependent upon the
qualifications and experience of the selected candidate.  In addition, a
generous benefits package is provided, including: vacation, holidays, sick
leave, administrative leave and other types of leave; closure of City Hall
from December 25 to January 1; 4/10 work schedule; choice of medical
plans; dental insurance; vision insurance; life and disability insurance;
PERS Retirement Plan (2% at age 60 formula for “classic” employees and
2% at age 62 for new PERS members with employee paying the employee
share of PERS cost); deferred compensation; voluntary Section 125 Plan
for medical, dental and dependent care expenses; tuition reimbursement;
and automobile allowance.

HOW TO APPLY
Send resumes (email preferred) by June 1, 2015 to:

PO Box 16692
Beverly Hills, CA 90209
Phone: (818) 783-7752
Fax: (818) 783-6377
Email: robertsrcg@msn.com
Website: www.robertsrcg.com

Equal Opportunity/ADA Employer 

Additional information about the City can be found on their website at
www.westcovina.org. 
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