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City
Goverment
The City of Brisbane is a General-Law City 
operating under a Council-Manager form 
of government. The City Council consists 
of fi ve members elected at large to 
staggered, four-year terms, and the mayor 
is chosen out of the Council each year. 
The Council serves as the City’s legislative 
branch and makes fi nal decisions on all 
major city matters, adopts necessary 
ordinances and resolutions, approves the 
budget and acts as a board of appeals, 
and appoints the City Manager, the City 
Attorney, and the members of the City’s 
commissions.

Covid Pandemic, increased its daytime 
service population to approximately 
12,000. The City is facing the challenge 
of dealing with future growth positively 
that will enhance and preserve its small-
town character while ensuring continued 
economic viability.

As part of the San Francisco Bay Area, 
Brisbane also enjoys easy access to 
numerous world-renowned amenities. The 
Bay Area is known for its cuisine, cultural 
and performing arts, sports, and outdoor 
recreation opportunities. It is home to 
well-educated residents and offers some 

The Community
Nestled on the slopes of San Bruno 
Mountain, Brisbane (pop. 4,692) is a 
small city located immediately south of 
San Francisco on the Peninsula. It enjoys 
a sunny climate, fi ne views of the Bay, 
and a diverse, small-town atmosphere 
with easy access to all the amenities of 
the surrounding metropolitan areas.

Brisbane residents place a high value on 
the unique charm and natural beauty of 
the City’s mountain setting and its close-
knit community spirit. Almost entirely 
enveloped by San Bruno Mountain State 
Park and bounded on the east by the San 
Francisco Bay, the City encompasses 
just over 3 square miles of land. Due to 
the resulting lack of a standard lot size, 
Brisbane enjoys an individualistic housing 
style that is free from the multiple 
housing tracts seen in many cities.

Brisbane is also home to industrial areas 
and modern offi  ce parks that, prior to the 

The City Manager serves as Chief 
Administrator for the City and is 
responsible for providing policy 
recommendations to the City Council 
as well as acting as the Council’s 
representative in order to meet with 
citizens, employees, or businesses to 
present the City’s position or to implement 
its policies.

Brisbane’s Government is organized 
into eight departments: Administration, 
including the City Manager, City Attorney, 
City Clerk, and Finance and Human 
Resources divisions; Fire; Marina; 
Community Development; Parks & 
Recreation; Police; Public Works, Utilities 
& Emergency Services; and the Successor 
Agency.

City Mission Statement
We, the employees of Brisbane, 

are committed to providing quality 
public services, facilities, and 

programs. We accomplish this by 
respecting community values and 
applying the necessary resources 

and commitment to meet prospective 
challenges and the expectations 
of the citizens and the business 

community of Brisbane.

of the fi nest educational institutions in the 
country, including Stanford University, UC 
Berkeley, San Francisco State University, 
and the University of San Francisco, and 
numerous local community colleges. Well 
above 50 percent of area residents have 
graduated from college and beyond, and 
a full 16 percent hold graduate degrees, 
topping the ranking of major cities in the 
United States. With a total population of 
7.1 million people and an annual economy 
of about $535 billion, the San Francisco 
Bay Area, if it were an independent 
country, would rank as the world’s 19th 
largest economy.

Fortunately, after the recession of 
2008 to 2013, the City put a number of 
measures in place to be able to withstand 
another recession. While the City does 
not know the depth or scope the impact 
COVID-19 will have on the economy or 
future revenues, these previous measures 
have positioned the City to deal with 
the uncertainty.  With a well-established 
long-term General Fund Policy, the City 
anticipates reserves will be adequate 
to address revenue losses during this 
uncertain time. 

The City has a FY 2020/21 total budget 
of $33.7 million and is supported by a 
workforce of 92, not including seasonal 
and part-time employees.



Finance 
Department
The Finance Department prides itself 
on providing thorough and accurate 
fi nancial information to senior 
executives and the City Council. Relying 
on the critical myriad of data and 
reports from Finance, the City has been 
able to maintain its historical value 
of being fi nancially conservative and 
making prudent decisions in support 
of the fi nancial health of the City. 
Consequently, Brisbane weathered the 
2008 to 2013 economic recession better 
than many other municipalities and 
adopted prudent reserve policies which 
have well positioned the City to weather 
the impacts of the COVID-19 pandemic.

The Finance Department manages 
a budget of $1.3 million and has a 
staff of six. In addition to the Finance 
Director, the department is comprised 
of the Financial Services Manager, 
Administrative Management Analyst, 
two Senior Accounting Assistants and 
an Administrative Assistant. 

The major responsibilities in Finance 
include preparing and publishing the 
Comprehensive Annual Financial Report 
and the Operating and Capital Budget, 
managing two enterprise funds (Utilities 
and Marina), several Special Revenue 
Funds, Debt Service funds and Internal 
Service funds. Operations include 
supervising the following functions: 
accounting and budgeting, investments, 
business license billing and collection, 
general payment processing, payroll, 
purchasing, self-insurance and utility 
billing.

Bring your accounting expertise and 
expand your fi nancial horizons….

•  A commitment to grow professionally 
and a desire to take on new challenges;

•  Flexibility and an innate understanding 
that issues often have more than one 
approach;

•  Creativity in tailoring best practices 
to meet the needs of a small city while 
ensuring compliance with governmental 
accounting and fi nancial standards; and

•  Impeccable integrity and ethical 
standards that engender the highest 
levels of trust and credibility throughout 
the organization and in the community.

From a leadership perspective, the 
Financial Services Manager must be 
a person who values collaboration 
and teamwork. This individual will 
liaise with staff and management 
from other departments and must 
be adept at explaining fi nancial 
concepts in easy-to-understand terms. 
They will work closely with, and may 
supervise, other staff in the Finance 
Department. This individual will be 
a confi dent professional who gains 
respect quickly. They will have excellent 
communications skills and the ability 
to make effective presentations to the 
City Council, executive managers and 
the community.

The organization recently implemented 
Incode 10 software products from Tyler 
Technologies for the City’s fi nancial 
system and Nvoicepay for streamlining 
vendor payments. Also on the horizon 
for the incumbent are projects 
associated with providing fi nancial 
information to the public as part of 
the open government transparency 
initiative, assisting departments to 
transition to a Priority Based Budget, 
and enhancing the fi nancial system for 
data analytics in all departments.  

The ideal candidate will have a 
bachelor’s degree in accounting, fi nance 
or a related fi eld and three years of 
professional experience in accounting/
auditing. A CPA or Master’s degree is 
desirable. This position is represented 
by the Mid-Management/Professional 
Employees Group and has a 12-month 
probationary period.

The current Finance Director was 
promoted after serving 5 years as the 
Financial Services Manager. The City has 
the unique opportunity to take a fl exible 
approach in fi lling this employment 
post that is aligned with its succession 
planning philosophy.  

Reporting to the Finance Director, the 
Financial Services Manager will have 
primary management responsibility 
over the auditing and accounting 
functions for the City. The candidate 
selected for the position will have 
a proven performance record and 
exceptional expertise in these critical 
areas. Although the services of an 
external auditing fi rm are retained by 
the City to handle the preparation of 
the Comprehensive Annual Financial 
Report, the Financial Services Manager 
will coordinate all activities associated 
with this annual process. This highly 
detail-oriented individual will perform 
sophisticated and professional auditing/
accounting duties including conducting 
complex analyses, implementing sound 
internal procedures, reviewing related 
work performed by accounting staff 
and complying with fi nancial reporting 
requirements. They will have an excellent 
grasp of accepted accounting practices 
in order to manage the transactions 
related to the general ledger and 
subsidiary accounts.

While technical expertise in auditing/
accounting is required, the City is 
prepared to invest in the training and 
mentoring of the candidate selected to 
enhance their depth in other aspects of 
municipal fi nance. These areas include 
development of the annual operating 
and capital budgets, management of 
the payroll and utilities billing systems, 
investment of City funds, establishment 
of water and sewer rates, to name 
a few. Towards this end, the City is 
committed to dedicating resources to 
support training, attendance at relevant 
conferences, preparation to obtain 
pertinent certifi cations, etc. In order to 
maximize this unique opportunity, the 
successful candidate will possess the 
following attributes:

•  An inquisitive mind in conjunction with 
a strong desire to learn and the curiosity 
to seek answers;

The Position and Ideal Candidate



Suzanne Mason  •  562.631.2500
Teri Black  •  424.296.3111    

TERI BLACK & COMPANY, LLC
www.tbcrecruiting.com

Following the closing date, resumes will 
be screened in relation to the criteria 
articulated in this brochure. Applicants 
with the most relevant qualifi cations 
will immediately be granted preliminary 
interviews by the recruiters. Candidates 
deemed to be the best qualifi ed will be 
expected to participate in panel interviews in 
mid-May 2021. The top candidates will then 
be invited to meet with the Finance Director, 
Assistant City Manager and possibly 
other select internal stakeholders shortly 
thereafter. A selection is anticipated in 
early April 2021, following the completion of 
extensive background and reference checks 
and compensation negotiations. Please 
note that references will not be contacted 
until the end of the process and, at that time, 
will be done so in close coordination with 
the candidate impacted.

Application & 
Selection Process

The closing date for this 
recruitment is midnight, 
Sunday, April 18, 2021.  
To be considered for this 
opportunity, upload cover 
letter, resume and a list of six 
professional references using 
the “Apply Now” feature at 
www.tbcrecruiting.com.

Retirement:  CalPERS 2% at 60, single 
highest year for “CLASSIC” members.  
Employees pay 7% of member rate on 
a pre-tax basis.  2 % @ 62 for “NEW” 
members. Employees pay 6.25% of 
member rate on a pre-tax basis.

Cafeteria Plan:  City makes a 
maximum contribution of $2,499 
a month towards family coverage.  
Benefi ts covered include medical plan 
and fl exible spending account for health 
and dependent care.

Vision Plan:  City pays for up to family 
coverage, currently provided by VSP.

Dental Program:  City paid 
(self-insurance program). 

Employee Assistance Program:  
Provided, currently through MHN. 

Life Insurance and Long-term 
Disability:  Maximum life insurance 
of $150,000 and LTD coverage of 2/3 
of monthly earnings, currently provided 
through Voya Financial.

Compensation & Benefi ts 
The City of Brisbane offers an attractive salary and benefi ts program. The annual 
salary range for this position is $119,529 - $145,304; the incumbent is eligible for a 
step increase after six months of employment. A 2% salary increase is scheduled for 
July 2021 and another 2% increase is scheduled for January 2022.

The City’s excellent and comprehensive benefi ts program includes:

Vacation Leave:  Employees accrue 
80 hours of annual vacation leave 
initially, increasing to 160 hours after 9 
years of service.  Consideration will be 
given for prior years of experience.

Sick Leave:  96 hours annually, 
unlimited accrual; may be applied 
towards retirement service credit.

Holidays:  15 days annually, including 
2 fl oating holidays.

Administrative Leave:  Up to 80 
hours annually. 

Longevity Leave:  40 hours after 12 
years of employment.

Deferred Compensation 
Program:  City contributes 1.5% of 
salary towards 457 Plan (choice of 
CalPERS, Nationwide and ICMA-RC).  
Additional match is possible based on 
employee contribution.


