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T his Assistant Director position over Labor Relations is a 
newly created position, intended to give added resources and 
capacity to the Management Services Director in this critical 

area. The City is seeking a human resources generalist with a 
strong foundation in public sector human resources. Ideally, 
candidates will have experience in public sector labor relations 
and negotiations. They must be an organized self-starter who is 
internally motivated to solve problems and move projects and 
initiatives forward. The ideal candidate will be a working manager 
who is accustomed to being involved in day-to-day work while 
also strategically planning for the future. 

This professional will be a collaborative and innovative problem 
solver with a history that reflects the desire and ability to help 
customers achieve optimal results. Considered an invaluable 
business partner, they will be known for high standards that 
reflect a strong commitment to outstanding service delivery. A 
track record of achievement in building strong relationships and 
gaining cooperation in the best interest of the organization and an 
astute understanding of effective labor relations will be expected.

The candidate selected will ensure their division provides reliable 
guidance grounded in sound personnel practices and functions 
as a valued, responsive, and collaborative business partner. They 
will rely on their broad HR knowledge, experience, and progressive 
thinking to incorporate best practices and empower their team to 
develop creative solutions when assisting customers in meeting 
their objectives. An approachable and supportive leader, the 
successful candidate will have a demonstrated ability to navigate 
sensitive issues and an understanding of each department’s 
operational needs. 

As a supportive collaborator who facilitates success from a 
citywide perspective, the ideal candidate will be dedicated to 
the goals and objectives of the entire organization and willingly 
contribute beyond their areas of expertise. Other critical 
leadership skills include the ability to cultivate relationships 
built on trust, values, and integrity. The new Assistant Director 
will inspire excellence, promote high expectations around 
accountability, exhibit the service-oriented behavior expected 
of all City staff, and contribute to the team environment in the 
Management Services Department.

The Assistant Director must be an excellent and credible written 
and verbal communicator who is skilled in presenting to a wide 
variety of audiences, including elected and appointed officials. 
As an approachable leader, they will display outstanding 
interpersonal skills and proactively maintain open and active lines 
of communication with internal and external stakeholders. An 
effective negotiator and consensus builder, this HR professional 
will exhibit high emotional intelligence and possess the 
demonstrated ability to build strong teams that consistently 
model a solution driven philosophy. The proven ability to engender 
trust between HR and the workforce, and a history that reflects 
cooperative and productive relationships with labor groups will be 
expected.

The Ideal Candidate

Management Services
Department

A s an invaluable business partner to City Departments, 
Management Services provides support services involving 
a wide range of internal administrative functions and plays 

an essential role in enhancing each department’s ability to better 
serve the Burbank community. The Department’s 46 FTE team 
members are committed to fostering positive relationships 
between City employees and the community by promoting 
professional development and unity through mutual respect and 
sensitivity to the diversity of the City’s population. Management 
Services operates with a FY2021-22 budget of $6.52 million. 
The Director is supported by three Assistant Directors, with 
each assigned to oversee a division. The three divisions include:  
Employment & Employee Services, Risk Management, and Labor 
Relations.

The ideal candidate will possess any combination of education 
and/or experience that has provided the knowledge, skills, 
and abilities necessary for acceptable job performance.  
Example combination includes, but is not limited to, five years 
of progressively responsible administrative, supervisory, and 
personnel management experience and graduation from 
an accredited college with a degree in public or business 
administration, industrial psychology, or a related field. A 
background in employee and labor relations, costing labor 
agreements, and contract negotiations is desirable. Experience 
serving as the Chief Negotiator (or in the second chair role) and 
making closed session presentations to the City Council is highly 
desirable. 

The City recently reached labor agreements with three of its 
employee groups and an immediate priority for the new Assistant 
Director will be to begin preparing for negotiations with the 
other three labor groups: Burbank Fire Fighters (BFF), Burbank 
Management Association (BMA), and Burbank City Employees’ 
Association (BCEA).



City Government The Community

A unique urban community, the City of Burbank is nestled 
between the Hollywood Hills and the Verdugo Mountains 
in the heart of Los Angeles County. Along with neighboring 

Glendale and Pasadena, the City of Burbank forms the “Tri-Cities” 
area of older Los Angeles suburbs. This is a City built by People, 
Pride, and Progress, three fundamentals that turned a tiny, rural 
town into the thriving community it is today. 

Known as the “Media Capital of the World,” Burbank is home 
to more than 1,000 media and entertainment companies such 
as Walt Disney Studios, Warner Bros. Entertainment, Inc.; ABC 
studios; and animation studios for Nickelodeon; Netflix; and the 
Cartoon Network, among others. Tech, education, retail, banking/
finance, and hospital/medical facilities also have a strong 
presence here, along with other industries. More than 12,500 
business firms are located within the City and its nighttime 
population of 106,000 can sometimes double during the day. 

Pre-pandemic, nearly 10 million tourists and visitors came to 
Burbank each year for the area’s theaters, nightlife, restaurants, 
office buildings, and studio backlots, or perhaps for one of 
the City’s many arts, culture, and entertainment options. 
Downtown Burbank has been hailed by Sunset Magazine as 
“one of Southern California’s most appealing urban centers” 
and offers something for everyone, while the City also hosts a 
wide variety of festivals and events throughout the year. The 
Burbank Comedy Festival, Downtown Burbank Car Classic Show, 
Burbank International Film Festival, Creative Talent Network 
Expo, Downtown Burbank Fine Arts Festival, and Dragonfest, 
the biggest martial arts convention on the West Coast, are all 
popular with residents and visitors alike. 

Burbank residents benefit from the City’s 41 public parks and 
facilities, equestrian trails, bike paths, a public golf course, 
innovative recycling programs, weekly Farmer’s Market, 
outstanding municipal services, and high performing schools. 
Burbank has been named one of the nation’s 100 Best 
Communities for Young People, one of the nation’s Top 100 Best 
Places to Live, and in 2016, was ranked the 16th safest city to 
live in by BusinessInsider.com. With all of its urban amenities, 
Burbank manages to retain a small-town feel. 

Burbank’s dedication to providing residents with a high quality 
of life and a strong sense of community, make this urban 
community an ideal place to live, work, and play for many years 
to come. To learn more, visit www.burbankca.gov.

B urbank is a Charter City with a Council-Manager form of 
government. Five City Council Members serve staggered, 
four-year terms, and each year the Mayor is chosen by 

the Council as the presiding officer. In addition to carrying out 
traditional legislative duties for this full-service municipality, 
the Council also serves as the governing body for the Burbank 
Housing Authority, Burbank Parking Authority, and Public 
Financing Authority. 

The City Council is supported by numerous advisory Boards, 
Commissions and Committees, the volunteer members of which 
are appointed. The Council also appoints the City Manager and 
City Attorney, while the City Treasurer and City Clerk are elected 
at-large to four-year terms. City Departments include Community 
Development, Management Services, Information Technology, 
Financial Services, Public Works, Police, Fire, Burbank Water & 
Power, Library Services, and Parks & Recreation. 

The City of Burbank is proud to have a long-standing reputation 
of providing excellent levels of service to both residents and the 
business community. The City Council’s 10-Year Strategic Plan 
sunsets in 2021, and the goals and objectives first envisioned 
in that plan are molded into recent focused efforts including 
the Downtown Specific Plan, the Airport Specific Plan, and the 
General Plan Housing Element. Next up is an update of the 
General Plan and a Media District Specific Plan. 

The City maintains a workforce of 1,400 - 1,500 staff and 
operates with a General Fund budget of $203.9 million 
(FY 2021-2022).

Management Services Mission
Management Services is dedicated to promoting 

organizational effectiveness through creative 
leadership that is responsive to our community, 

employees, and the public while providing courteous 
and quality human resources, employee services, labor 
relations, safety, and risk management programs in a 

timely and cost-efficient manner.

https://www.burbankca.gov/


The annual salary range for this position is $122,801 - $161,483 
(currently under review). The City of Burbank offers an excellent 
compensation and benefits program which includes: 

CalPERS Retirement:  2.5% @ 55 for Classic PERS participants.  
2.0% @ 62 for new PERS participants. The City does not 
participate in Social Security. 

Deferred Compensation Program:  457 Plan with City matching 
employee contribution up to $75/month. 

Retiree Medical Trust:  The City contributes $100/pay period to 
a Retiree Medical Trust. 

Retiree Health Savings (RHS):  Cash out value of 50% of 
accrued leave balances will be deposited into an RHS account at 
separation.

Cafeteria Plan:  $350.00/month towards a Medical Plan plus 
additional medical premium if eligible. 

Dental Insurance:  City paid family coverage.

APPLICATION AND 
SELECTION PROCESS

The closing date for this recruitment is 
Sunday, December 12, 2021. To apply 
for this opportunity, upload cover letter, 
resume and a list of six professional 
references using the “Apply Now” 
feature at www.tbcrecruiting.com.

Tina White  •  619.948.1786
Teri Black •  424.296.3111

TERI BLACK & COMPANY, LLC
www.tbcrecruiting.com

Following the December 12th closing date, resumes will be 
screened in relation to the criteria articulated in this brochure.  
Applicants with the most relevant qualifications will immediately 
be granted preliminary interviews by the recruiters. Candidates 
deemed to be the best qualified will be invited to additional 
interviews in Burbank in January. An appointment is anticipated 
shortly thereafter following the completion of thorough 
background and reference checks. 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.

Compensation & Benefits
Vision Plan:  City paid for employee only with option of adding 
dependents at additional cost. 

Universal Leave accrual rates (includes vacation and sick leave):
Less than 5 years of service 16.167 hours/month
5 to 14 years of service  19.500 hours/month
15+ years of service  22.834 hours/month

Option to cash out up to 500 hours per fiscal year. Department 
Head may grant an additional 40 hours of Universal Leave per 
calendar year.   

Holidays:  10 days annually.

Tuition Reimbursement:  75% up to $5,000/fiscal year.

Professional Development:  City pays $43.75/month.

Life Insurance:  City paid $50,000 policy.

Accidental Death & Dismemberment (ADD) Insurance:  
City paid $52,000 policy.

Additional Benefits Include:  Employee assistance program 
(EAP), military leave, short term/long term disability insurance, 
and City held ADD coverage specific to work related accidents.

https://www.tbcrecruiting.com/
https://www.tbcrecruiting.com/

