
STAFF REPORT
SAUSALITO CITY COUNCIL

MEETING DATE: December 11, 2018

AGENDA TITLE: Consideration of Administration Department 
Reorganization and Amending Staffing Levels and 
Salary Ranges Resolution to Establish Positions of 
Senior Accountant and Management Analyst and 
Amending Position and Salary Range of City Clerk 

LEAD DEPARTMENT: Administration

RECOMMENDED MOTIONS:
Adopt Resolution of the City Council of the City of Sausalito Amending the 2018-19 
Staffing Level and Salary Range Resolution and City Job Classifications to:

1. Revise the duties and salary range and update the job specification for the 
position of City Clerk.

2. Convert an Administrative Aide position in Administration to Senior 
Accountant in Finance to provide senior level accounting.

3. Revise the duties of Business Manager to include Human Resources 
Analyst duties and delete Community Development and Communications 
duties and reclassify the positions of Administrative Analyst and Business 
Manager to Management Analyst.

4. Adopt job specifications for City Clerk, Senior Accountant and Management 
Analyst.

SUMMARY
The Administration Department currently has some vacant positions due to internal 
promotions as well as staff turnover.  Prior to filling these positions, a review of the 
department was performed.  This included studying opportunities to upgrade the 



capabilities of the department, develop staff while maintaining the current level of staff 
and making changes at minimal cost. 

There is a need to provide more accounting support in the Finance Division, more analyst 
level support in the Human Resources division and to provide career growth for the staff.  
The recommendations will enable the City to continue with its tradition of developing staff 
members to prepare them for future needs and job opportunities at the City. 

The recommendations include upgrading an Administrative Aide I position, formerly 
budgeted as a Finance Manager (division level position) to Senior Accountant and 
removing Community Development and Communication duties and adding Human 
Resource Analyst duties to the position now titled Business Manager.  These changes 
will enhance the capabilities of the Finance and Human Resources division.

The proposed reorganization of the department also includes changing the City Clerk job 
specification and salary range to represent changes resulting from the removal of the 
Assistant City Manager duties of that position.  Several operational changes are included 
for review by the Assistant City Manager/Administrative Services Director along with 
some recommendations for consideration in the future.

A resolution amending the 2018-19 Staffing Levels and the 2018-19 Salary Range Table
which makes these changes is attached to this Staff Report for consideration by the City 
Council (Attachment 1).

BACKGROUND
On June 26, 2018, the City Council adopted the FY 2018-20 Resources Allocation Plan.  
This included the City Budget for the next two fiscal years (2018-19 and 2019-20) and 
provided a plan to allocate resources to fund City Services and Capital Improvement 
Projects.  At this meeting, the Council also adopted the 2018-19 Staffing Levels and the 
2018-19 Salary Range Table.

On September 25, 2018, the City Council reviewed and approved a proposal to establish 
the position of Assistant City Manager/Administrative Services Director.  This position will 
include both the duties of the former Administrative Services Director but also add duties 
in the areas of Economic Development, General Plan Update and Special Projects.  

The City Manager requested that a review of the Administration Department be conducted 
to find ways of enhancing and improving its operations.  Here are the results of that 
review. 



DISCUSSION/ANALYSIS 

City Clerk/ACM – Convert to City Clerk, Revise Salary Range and Employee Unit
The promotion of the prior Assistant City Manager/City Clerk to Community Development 
Director has left a vacancy in the City Clerk’s office.  An Administrative Aide I working in 
Administration has been filling this position since July in an Acting capacity while the 
Administration department operations were reviewed. 

The City Manager has assigned the Assistant City Manager (ACM) duties of the prior 
position to the new Assistant City Manager/Administrative Services Director.  It is 
recommended that the City Clerk job specification be revised to drop the ACM duties but 
retain the City Clerk duties.  (A copy of this proposed job specification is included in this 
report as Attachment 2). 

It is also recommended that the position be moved from the Management to the 
Confidential Unit and that it be converted from the 3-step salary range in the Management 
Unit to a 7-step salary range in the Confidential Unit. 

This will result in a cost savings in the City Budget since the newly appointed City Clerk 
will be hired at Step 1 of the new Salary Range ($6,803 - $9,720/month) while the prior 
Assistant City Manager/City Clerk was working at the top step of that position’s Salary 
Range ($8,748 - $9,720/month).

The net cost savings for these changes is $43,000 during the current 2018-19 fiscal year.

Senior Accountant – Upgrade from Administrative Aide I 
In the 2015-16 fiscal year budget, the Finance Division had the position of Finance 
Manager which was envisioned to be the day to day manager of the Finance operation.  
In addition, the City also had a third Senior Accounting Technician position with a staff 
member with prior accounting experience in the private sector.  Since that time, the third 
Senior Accounting Technician left the City and the two positions were changed to 
Administrative Analyst and Administrative Aide I.  

The challenge the City faces today is with the increasing complexity of City finances, State 
financial reporting requirements and increasing Governmental Accounting standards and 
requirements, it is very challenging for the Finance Division to meet these needs without 
an accounting position.  

This can be illustrated in part by the growth in Government Accounting Standards Board 
(GASB) requirements that all local government agencies must meet for their annual audit.  
These requirements started in 1984 (with 1) and have grown at a rapid rate to today where 
there are 90 such accounting requirements that must be met (see chart in Attachment 3).  



With an Administrative Aide I position coming vacant, it is strongly recommended that this 
position be upgraded to Senior Accountant.  While not at the level of a Finance Manager
(as was budgeted in 2015-16), such a position would significantly enhance the technical 
abilities, accounting capabilities and resources of the Finance Division.  The Senior 
Accountant would have responsibilities including reviewing payment requests and 
revenue receipts for proper coding and accounting, taking a lead role working with 
independent auditors during the preparation of the Annual Audit and Comprehensive 
Annual Financial Report (CAFR), preparing State Reports, Bank and Account 
Reconciliations, accounting of payments and disbursements for Debt Instruments and 
general accounting.

The cost of this position would be the difference between the currently budgeted Admin 
Aide I at Step 3 ($4,781/month) and the proposed Senior Accountant salary range ($6,508 
to $9,300 per month).  Given the difficulty of finding and hiring a qualified Senior 
Accountant, the report assumes the hiring of a Senior Accountant for 6 months at the top 
step of the range ($9,300/month).

The net cost increase of this change is $27,115 during the current fiscal year.

Administrative Analyst and Business Manager – Change Duties of Former 
Business Manager Position and Reclassify to Management Analyst
The Business Manager position has performed a variety of assignments including 
management of leases at the MLK Site, planning assignments in the Community 
Development department (including the City’s consideration of a marijuana ordinance) 
and assisting the Library Director with social media and communications programs.  
Considering the need for analyst level support in the City’s Human Resources division, it 
is recommended that this analyst position be refocused.  

The proposal is that the Business Manager duties assisting the Community Development 
and Library departments be dropped.  This will free up time for the analyst to assist the 
Human Resources Manager with projects including a lead role in organizing the annual 
Southern Marin Management Academy (SMMA) program, research to prepare for and 
assist the labor relations and employee negotiations process, and assignments involving 
the recruitment and interview process to hire new employees. 

It is envisioned that the Administrative Analyst assigned in the Finance Division will 
continue to provide analyst level support to the Assistant City Manager/Administrative 
Services Director in the operations of that department.  In addition, the analyst position is 
likely to take on more of a key role in the areas of budget development and preparation, 
budget status reports and research going forward.  The current analyst also has been 
effective in providing software implementation resources to the IT Division and it is 
envisioned that this role will continue with the position in the future. 



The Administration Department has two analyst level positions that are currently classified 
as Administrative Analyst and Business Manager.  It is recommended that both positions 
be reclassified to a newly created job specification of Management Analyst.  This will 
place both positions on an updated career track and provide more flexibility in 
assignments within the department. The Management Analyst position will have the 
same salary range as the existing positions of Administrative Analyst and Business 
Manager ($5,702 - $7,642/month).  (A copy of this proposed job specification is included 
in this report as Attachment 5). 

While there is no change in salary and benefits connected to the reclassification of these 
two positions, the Management Analyst in Property and Human Resources will be hired 
at Step 1 while the former staff member in this position was at Step 6.  That results in 8 
months of salary savings.

The net cost savings for these changes is $12,500 during the current 2018-19 fiscal year.

Administrative Aide I – Add City Manager Support
The City Manager currently does not have clerical coverage assigned in the 
Administration department.  It is recommended that the Administrative Aide position be 
assigned to provide this coverage to the City Manager as well as the current duties of 
providing admin coverage for the Finance, Human Resources and City Clerk functions of 
the department.  

Other duties will remain as currently designated including principal coverage of the 
Administration front counter, developing and distributing agendas and meeting setup for 
Administration staffed committees (Finance, OMIT, BAC), processing mail, managing 
office and copy room supplies and handouts, and maintaining the City Staff Directory.

The Administrative Aide I position is vacant and will be filled shortly.  The new employee 
will be hired at Step 1 replacing an employee scheduled to be earning a Step 2 salary.

The net cost savings for these changes is $1,600 during the current 2018-19 fiscal year.

OPERATIONAL RECOMMENDATIONS
During the review of the Administration Department, two operational recommendations 
were developed.  They will be reviewed by the Assistant City Manager/Administrative 
Services Director as she works with the departmental staff.  

IT Master Plan – A mid-term report on the IT Master Plan is recommended.  Adopted 
roughly three years ago, the IT Master Plan provided a road map to improving the City’s 
IT infrastructure and software systems.  Significant progress has been made in this area 
and it would be desirable to review and discuss the Master Plan with the Finance 
Committee and the City Council as it continues to be implemented. 



Senior Accounting Technicians – A review of the assignments of the two Senior 
Accounting Technicians in the Finance Division is also recommended.  The City had three 
of these positions in the 2015-16 budget and that has been reduced to two.  Considering
this and other changes in Finance, a review the assignments of each position and 
consideration of cross-training these staff members to enhance the division’s capabilities 
and allocation of duties is warranted.

ITEMS FOR FUTURE CONSIDERATION
When the proposed Administration Department review was discussed with the Finance 
Committee, a couple of topics were recommended for consideration in the future.

Equity Adjustments for HR Manager and IT Manager – The two division manager 
positions in Administration: Human Resources Manager and Information Technology 
Manager have salary ranges that are significantly below what these positions are being 
compensated at in comparable cities.  Since both positions are highly sought after and 
can be difficult to replace in today’s full employment job environment, it would be wise to 
explore equity adjustments for both manager positions during the upcoming labor 
relations sessions so that they are brought closer to the market salary level.  

Flexibly Staffed Positions – In other City departments (Community Development, Public 
Works, Library and Police), there are multiple levels within some job classifications which 
offers the opportunity for talented staff members to move up and grow in their careers 
while remaining with the City.  It is recommended that the City look at developing flexibly 
staffed positions in the Administration department for the Senior Accountant (Senior 
Accountant and Accountant) and Management Analyst (Senior Management Analyst and 
Management Analyst) classifications in the future.  This will provide entry level and 
promotional options in Administration like those that exist in other City departments and 
job families. 

Finance Manager – As noted earlier, the City had budgeted and recruited for a Finance 
Manager during the 2015-16 fiscal year.  Unfortunately, the City was unable to fill the 
position at that time despite the need for such a position.  If the City can hire and develop 
a Senior Accountant in the Finance Division, that individual may develop the skills and 
abilities to become a Finance Manager in the future.  If that does occur, it is recommended 
that the City consider re-establishing the Finance Manager position at a competitive 
salary.  This would require the adoption of a new job classification and a new salary range 
at that time.  As well as additional expense in the Finance Division budget.

FISCAL IMPACT
The revision of duties and salary ranges in this report for the positions of City Clerk, Senior 
Accountant, Management Analyst, and Administrative Aide I will result in a net reduction 
in the current 2018-19 fiscal year budget of $29,985.



This is due to the conversion of the City Clerk position to a 7-step confidential unit salary 
range and the appointment of new staff members at step 1 rather than an advanced salary 
step for the positions of Management Analyst (Human Resources and Property) and 
Administrative Aide I.  The savings are offset by the creation of the Senior Accountant 
position as shown in the table below: 

Position Savings Cost
City Clerk $43,000
Senior Accountant $27,115
Management Analyst $12,600
Administrative Aide $1,500

Totals $57,100 $27,115
Net Savings $29,985

In future years, these expenses will increase as the newly appointed staff members 
progress through the salary steps (assuming successful completion of the evaluation 
process each year), budgeting for a full year (rather than a partial year for the position of 
Senior Accountant) and some of the items outlined in the Future section of this report. 

FINANCE COMMITTEE RECOMMENDATION
The proposed Administration Department Reorganization report was presented and 
considered by the Finance Committee (Mayor Cox and Vice Mayor Burns) at the meetings 
held on November 2, 2018 and November 12, 2018.  

The Finance Committee recommends that the proposals for the positions of City Clerk, 
Senior Accountant, Management Analyst, and Administrative Aide I be approved by the 
City Council.  The committee recommends that the discussion of equity adjustments for 
the positions of Human Resources Manager and Information Technology Manager be 
deferred so that they can be considered as part of the upcoming labor relations 
negotiations process.  

The committee also recommends that the discussion of the flexibly staffed positions of 
Management Analyst (Senior Management Analyst and Management Analyst) and 
Senior Accountant (Senior Accountant and Accountant) and the job description and salary 
range for the position of Finance Manager be deferred to a future date. 

STAFF RECOMMENDATION
Adopt a resolution of the City Council of the City of Sausalito amending the 2018-19 
Staffing Levels Table, Salary Range Table and City Job Classifications to upgrade an 
Administrative Aide I position in Administration to Senior Accountant, update the job 
specification, move the position to the Confidential Unit and establish a 7-step salary 
range of the position of City Clerk, reclassify the positions of Administrative Analyst and 
Business Manager to Management Analyst and adopt job specifications for the positions 
of City Clerk, Senior Accountant and Management Analyst.



ATTACHMENTS
Attachment 1 – Resolution Amending the 2018-19 Staffing Levels, Salary Range Table 
and Establishing the Job Specifications and Salary Ranges for the positions of City Clerk, 
Senior Accountant and Management Analyst
Attachment 2 – City Clerk – Job Specification
Attachment 3 – Government Accounting Standards Board (GASB) Requirements – Chart
Attachment 4 – Senior Accountant – Job Specification
Attachment 5 – Management Analyst – Job Specification

PREPARED BY:  Brian Moura
Administrative Services Advisor (Contract) 

REVIEWED BY:  Yulia Carter
Assistant City Manager/Administrative Services Director

REVIEWED BY: Mary Anne Wagner, Esq.
City Attorney

REVIEWED BY: ______________________________

SUBMITTED BY: Adam W. Politzer
City Manager


