The Gommanity

The City of Rolling Hills, an equestrian community
with panoramic and tree lined views of Los Angeles
and the Pacific Ocean, is nestled a top the Palos
Verdes Peninsula. The bucolic three-square mile
community, incorporated in 1957, has stayed true to
its original General Plan as designed by A.E. Hansen.
With a rural equestrian character, the City consists of
single family, single story, white ranch-style homes
surrounded by open space; rolling hillside
landscapes; natural Mediterranean habitat; wildlife;
and 30 miles of trails.

With just under 2,000 residents, high service levels
and excellent customer service are not only expected,
they are a source of pride. The City maintains an
excellent relationship with its residents, volunteers
and community organizations.

Roadways in the City are private and are maintained
by the Rolling Hills Community Association. Most
of the homes are on septic tanks and there are no
City-owned storm drains in the City. Due to the
topography of the City, there is a history of active
and ancient landslides.

The City of Rolling Hills is a General Law city
operating under the Council-Manager form of
government.

The City government is one of two agencies with
jurisdiction over the city. The second agency is the
Rolling Hills Community Association (RHCA), a
homeowners association with the responsibility for
enforcing the CC&Rs. The RHCA has the same
boundaries as the City. The RHCA is responsible for
all easements in the community including roadways
and trails, architectural review of all structures and
the access to the City, which is controlled by gates.

The Tdeal Candidate

Cety Clert| Execative s0istant

The ideal candidate will be a "people-person" able to
work independently and as a member of a small,
energetic and dedicated team. The candidate must
be very organized and able to handle multiple
projects at one time, think creatively, enjoy the work,
pay attention to detail and handle tasks/projects as
a generalist. As the front-line to the public, the
candidate must also have a friendly, warm and
courteous demeanor and be desirous of working
with the public. Positive customer service skills and
responsiveness are necessary. A high school
diploma or equivalent with Bachelor's Degree and
three years work experience in a City Clerk's Office
preferred.  Experience with MS Office, records
management, and administration of elections. Skills
in customer service, report writing, organization and
clerical responsibilities.

Must possess a valid California Driver’s License
with a safe driving record.

The City Clerk/Executive Assistant, under the direction
of the City Manager, is responsible for conducting City
elections, preparing all City Council and Commission
agendas and minutes, and providing administrative
support. Organizes, plans, manages and is responsible
for all activities of the City Clerk’s office. Performs high-
level administrative support to the City Manager and
City Council.

Essential Functions (but not limited to):

Prepares and composes correspondence, reports, documents,
agendas, commendations, resolutions and meeting packets.
Coordinates calendars, schedules, invitations and meeting
appointments.

Greets and assists public at the counter, receives and routes
telephone calls and accept payments and fees, write receipts for
fees.

Performs general research and writes staff reports for City
Clerk related agenda items.

Posts and advertises public notices.

Takes minutes of the City Council, Planning Commission and
Traffic Commission meetings and other meetings as assigned.
Handles records management and retention.

Responds to public record requests.

Conducts municipal elections including preparation of
election materials

Manages FPPC reporting.

Communicates with vendors and contractors.

Prepares bimonthly Citywide Newsletter.

Coordinates bhidding and administers small contracts.

Tracks AB 939 data for annual reporting.

Other duties as assigned.



Salary & Benefcts

Salary offered within the range to be commensurate
with education and experience. Salary is augmented
by an automatic annual Cost of Living Adjustment,
required overtime for night meetings and the City’s
bonus program for outstanding performance. The
City is on a 9/75 schedule. The City participates in
CalPERS Retirement System 2%@60 for classic PERS
members and 2%@62 for new PERS members and
provides single-party retiree health benefits through
CalPERS. Employees pay the employee portion of the
CalPERS Retirement System and Social Security. The
City participates in the CalPERS healthcare program
- the City pays 100% of single party coverage and
80% of dependent coverage up to a maximum
approved by the City Council. Similarly vision,
dental, prescription drug, Long Term Disability and
life insurance is provided. The City also offers a
deferred compensation 457 Plan with City matched
contribution after 2 years of employment; it will
increase with years of service. The City provides
lifetime medical coverage to retirees.

The City pays for 11 fixed holidays and 1 floating
holiday per calendar year. All full time employees
earn 7 hours of vacation per calendar month of
employment. Additional vacation days after 3, 5 &
10 years of service up to 300 hours of vacation leave
and up to 225 hours of sick leave.

Application & Selection Pracess

Candidates are requested to send a resume,
employment application and letter of interest to:

Raymond R. Cruz, City Manager
City of Rolling Hills

2 Portuguese Bend Road

Rolling Hills, CA 90274

Email: RCruz@Cityof RH.net

Resumes and Employment Application should
be submitted by Monday, September 25, 2017 at
3:00 P.M.

For the job description and employment
application, please visit: www.Rolling-
Hills.org/index.aspx?NID=89

Following the submission deadline, the
candidates with the most relevant qualifications
will be interviewed.

The information herein is subject to modification and does
not constitute either an expressed or implied contract.

The City of Rolling Hills is an Equal Opportunity
Employer.

Cety of Rolling Fills

2 Portuguese Bend Road
Rolling Hills, CA 90274
(310)377-1521
www.Rolling-Hills.org
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CITY CLERK/
EXECUTIVE ASSISTANT

$5,288-$6,941



