
The Process

To be considered for this exceptional career opportunity, please visit the Avery Associates Career Portal on our 
website at www.averyassoc.net/current-searches/ to upload your letter of interest, resume, salary history and contact 
information, including email addresses for five work-related references (who will not be contacted until after an 
interview takes place.)

Paul Kimura or Bill Lopez
Avery Associates
3½ N. Santa Cruz Ave, Suite A
Los Gatos, CA  95030
E-mail:  jobs@averyassoc.net

The final filing date for this recruitment is:  June 9, 2017.  Preliminary interviews will take place with Avery Associates 
the weeks of June 12 -23.  Recommended candidates will be presented the week of June 26 with interviews with 
the City projected for the week of July 10.

If you have any questions regarding this position, please contact Paul Kimura at 408.399.4424 or paulk@averyassoc.
net or Bill Lopez at 408.888.4099 or williaml@averyassoc.net.

Compensation and Benefits

The salary range for the Administrative Services Director is $135,200-$176,800 annually, DOQ.  Pacific Grove also 
offers a comprehensive and competitive benefits program including:

♦ Retirement:  CalPERS retirement with a 2% @ 55 formula for classic members and 2% @ 62 for new members.  
Employee contribution is 12% for classic members and 6.25% 
for new members.  The City does not participate in Social 
Security. 

♦ Health:  Medical is provided through CalPERS,  dental 
through Delta Dental, and vision through VSP.

♦ Paid Leave:  Includes paid time off (PTO) based on years of 
service and float holidays

♦ The City also offers a cafeteria plan, flex benefits plan, 
life and supplemental insurance, disability, and deferred 
compensation programs. City of Pacific Grove

invites your interest 
for the position of 

Administrative  
Services 
Director



The Community

With its charming blend of yesteryear and striking natural beauty, it’s easy to see why Life Magazine named Pacific 
Grove as America’s “Most Romantic City”.    Located on the tip of the Monterey Peninsula, this coastal city is 
renowned for its historic ambience, stunning views and exceptional quality of life.  The City has a captivating “turn 
of the century” look with over 1,300 registered historical homes and structures built between 1874 thru 1926.

Pacific Grove is situated on a peninsula, bordered to the east by Monterey, to the south by Pebble Beach, with the 
majestic Pacific Ocean on it’s western border and the scenic Monterey Bay to the north.  Pacific Grove lies 50 miles 
southwest of San Jose and includes a portion of the famed 17 Mile Drive, which links scenic coastal areas with the 
Del Monte Forest.  Residents and visitors alike are drawn to its more than 3.5 miles of pristine sandy beaches, rocky 
outcroppings, and shoreline parks.  

Pacific Grove is home to numerous attractions including 
Point Pinos, the oldest continuously operating lighthouse 
on the west coast, the picturesque Lovers Point Park and 
Beach, 17 Mile Drive in Pebble Beach, and the beautiful 
Asilomar State Beach and Conference Grounds, all of 
which offer vistas to watch the annual migration of whales 
up and down the Pacific Coast.  The City also owns a golf 
course reputed to be among the best public courses in the 
state.  Pacific Grove offers  annual special events on a year 
round basis.  But perhaps the most unique attraction is the 
Monarch Grove Sanctuary.  Annually, thousands of Monarch 
Butterflies winter in Pacific Grove after traveling over 2,000 
miles.  Their migration to Pacific Grove is so famous that the 
City is nicknamed “Butterfly Town USA”.

There is an abundance of cultural and educational amenities 
with over 40 art venues and a local public school district that 
features schools ranked highest on the Monterey Peninsula. 
Nearby colleges include Monterey Peninsula College, the 
Monterey Institute for International Studies, California State 
University in Monterey, and the Hopkins Marine Institute 
operated by Stanford University, which is the first marine 
laboratory established on the American Pacific Coast.  

Pacific Grove is primarily a residential community encompassing less than three square miles with a population of 
over 15,500 residents.  It also has a resident deer population that freely wanders city streets and the golf course, 
providing a sense of tranquility and a peaceful vibe to the neighborhoods.  Residents are friendly and fondly refer 
to their home city as “PG”.  PG is a city unified by a strong sense of community, a commitment to steady business 
growth and by an unparalleled quality of life.

City Government 

Pacific Grove is a charter city incorporated in 1889.  It operates under the Council-Manager form of government 
with a seven-member City Council elected at-large.  The Mayor is directly elected to a two-year term and Council 
members are elected to alternating four-year terms.  The Council appoints the City Manager.

Pacific Grove operates with a FY 2016-17 all funds budget of over $43 million, of which $21.5 million represents 
the General Fund.  The City has an authorized staffing level of 110.5 FTEs that serve the departments of the 
City Manager’s Office (including the City Clerk and Human Resources), Administrative Services, Public Works, 

Community and Economic Development, Police, 
and the Library.  The City Attorney, Fire Services, 
and golf course operations are provided through 
contract.

The Position and Ideal Candidate

The Administrative Services Director (ASD) is a 
newly created role that reports to the City Manager 
and oversees finance, accounting, risk management, 
information technology, procurement, business 
licensing, and cemetery operations.  The ASD 
serves as a vital partner of the cohesive executive 
team and provides high-quality information and 
financial management services.

The current City Council wants to invest in the community and has approved moving forward with a comprehensive 
needs assessment for the City’s infrastructure.  It’s anticipated the recommendations will identify significant Capitol 
Improvement Plan (CIP) needs and the ASD will assist in the planning and funding for required projects. In helping 
the City achieve it’s long term vision, the ASD will also have a key role in strategic planning efforts as the emphasis 
will focus on economic vibrancy and enhancement of revenue streams.

Internal to the department, the ASD will provide progressive leadership as staff development is a priority area.  
Development and implementation of internal auditing and tracking processes will be a resource to the department.  
The ASD will also be intimately involved with information technology relating to OpenGov and implementation 
of additional software tools to the SunGard platform. Pacific Grove is currently exploring a shared services IT 
arrangement with a neighboring city. 

The ideal candidate will be a well-versed and strategic financial expert that identifies and provides innovative and 
entrepreneurial approaches to the workplace by keeping abreast of current trends, best practices and revenue 
opportunities for local government. The ASD will also need to build and support relationships with peer department 
heads and city staff, community members, local organizations, and regional agencies.  This will require excellent 
interpersonal and communication skills, a strong sense of diplomacy and political acumen.   The new incumbent will 
be a positive leader and role model reflecting a collaborative, team-oriented and flexible management style.  Strong 
administration and personnel management skills are expected in this role.

This position is a “hands-on” working manager role requiring governmental experience in the areas of budgets, 
accounting, financial analysis & reporting, treasury 
and revenue enhancement.  A minimum of five 
years of increasingly responsible experience 
in governmental financial management in the 
areas of accounting, financial analysis and budget 
preparation, with at least two of those years 
in a supervisory or management capacity is 
required.  Possession of a Bachelor’s degree from 
an accredited four-year university with a major 
in accounting, finance, business administration, 
public administration or a related field is expected 
or an equivalent combination of education, 
experience, and training may be considered. A 
Master’s degree is preferred.  


