
A S S I S T A N T  D I R E C T O R
Planning and Development Services



departments/offices employing 950 full-
time staff. The City’s FY 2021-2022 operating 
budget totals $690 million, including $205 
million in the General Fund. There is also a 
Capital Improvement Projects (CIP) budget 
of $152 million supporting 80 projects, 
including the recently launched Public Safety 
Building. Palo Alto has an airport, five libraries, 
36 parks, five community youth centers, 
museum, and zoo, and 18-hole golf course, a 
regional water treatment plant, and wildland 
open space preserves at the San Francisco 
Bay and in the foothills of the Santa Cruz 
Mountains offering 41 miles of walking/
biking trails in addition to its own police, 
fire, and ambulance services. Palo Alto also 
owns and operates its own utilities, including 
electricity (which is fully carbon-neutral), gas, 
water, wastewater, and an expanding fiber 
network. This diverse environment ensures an 
ever-engaging platform for unique problem 
solving and advances new initiatives such as 
sustainability goals, fiber, and modern service 
delivery.

Palo Alto is an award-winning City, recognized 
nationally as innovative and well-managed, 
and one of a small number of California cities 
with a AAA general obligation bond rating. 
City services and performance also receive 
high marks from community members in the 
National Community Survey conducted by 
Polco. Many of those ratings put City programs 
and services in the highest percentiles 
among the hundreds of benchmark cities 
in the survey. In recent years, Palo Alto has 
repeatedly been named one of the most 
livable cities in the U.S.  

As a rule, Palo Alto makes decisions through 
comprehensive processes and proactively 
seeks to involve its highly informed, educated, 
and engaged residents. Projects are naturally 
a cooperative effort between the City Council, 
Boards, Commissions, and Committees, 
engaged residents, neighborhoods, businesses 
and property owners, and staff.

The City of Palo Alto is committed to diversity 
and inclusion. The City welcomes candidates 
with diverse backgrounds and/or multicultural 
skill sets and experiences to make Palo Alto a 
more inclusive place to live, work, and play. 
The City’s Equity Mission Statement is:

The City of Palo Alto is committed to 
creating a respectful, fair, and professional 
workplace and city. We will identify 
prejudices, eliminate inequities, welcome 
many perspectives, and use a collaborative 
approach to create an environment that 
works for everyone. The City's commitment 
to achieve equity in Palo Alto is the shared 
responsibility of our residents, organizations, 
governments, and other institutions. 
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City Government

Palo Alto is a full-service Charter City 
with a Council-Manager form of 
government. The seven-member City 
Council is elected at large, and the 

City Council annually selects the Mayor and 
Vice Mayor among the seven. The Mayor 
and City Council appoint the City Manager, 
City Attorney, City Clerk, and City Auditor. 
The City Manager is responsible for the 
strategic direction and day-to-day operations 
of the City. Palo Alto is organized into 15 

The Palo Alto Planning and 
Development Services Department 
(PDS) is responsible for a range of 
functions aimed at preserving and 

enhancing the quality of life in Palo Alto 
through thorough and efficient permitting 
and entitlement, building inspection, and 
code enforcement services. By providing the 
City Council and community with creative 
guidance and effective implementation of 
land use, development, planning, housing 
and environmental policies, plans, and 
programs, the Department works to maintain 
and enhance the City’s safety, vitality, and 
attractiveness.

Planning and Development Services is 
comprised of several functional teams: Long 
Range Planning, Current Planning, Code 
Enforcement, Development Center (building 
permits), Building Inspection, Data Analysis 
Team, and Business Operations Team. 

The teams perform numerous and varied 
functions. These include programs for the 
City’s housing, land use, and community 
development policies and programs, such as 
community master plans; project guidance 
and advice for community members, 
developers, designers, engineers, and other 
stakeholders in the development process; 
promoting and preserving the City’s historic 
resources; review, permitting, and inspection 
of development projects through the one-stop 
permitting center.

Together, the teams serve customers daily 
while also pursuing major projects. Managers 
at every level lead major projects and may 
lead interdepartmental teams. The City 
Council refers numerous policy projects to 
PDS, such as housing policy, including the 
2023-2030 Housing Element Update. 

The building permit review process requires 
sustained attention because the Department 
switched rapidly to a paperless document 
review system and, due to COVID, went briefly 
to a fully remote building permit process. 
Now, as in-person services resume, PDS aims 
to gain efficiency in the permit system through 
clear communication to customers (checklists, 
clear instructions to online permitting), 

The birthplace of Silicon Valley, 
Palo Alto, is a community of 
approximately 68,000 residents and 
nearly 100,000 jobs. Located on the 

mid-Peninsula between San Francisco and 
San Jose, Palo Alto is recognized worldwide 
as a leader in cutting-edge technology, 
medicine, and green innovation. Many 
world-class businesses maintained or 
started offices here, including Amazon, 
Tesla, Hewlett Packard, Palo Alto Medical 
Foundation, Rivian, Lucile Packard Children’s 
Hospital, SAP Ariba, Houzz, Varian Medical 
Systems, and VMware. Numerous start-
ups are also at home in Palo Alto, arguably 
making it the startup capital of the world. 
The City has one of California’s highest 
ratios of jobs to employed residents, with a 
population that more than doubles during 
the daytime (before the pandemic).

Stanford University is foundational to the 
history and prestige of Palo Alto, reflected 
in the community’s dedication to life-long 
learning. Stanford’s cultural and educational 
offerings are integral to the vibrancy 
and charm of Palo Alto, while the City’s 
exceptional K-12 school district ranks among 
the top public-school systems in the country. 
With more than 50% of adult residents 
holding a graduate degree or higher, Palo 
Alto is frequently listed as one of the most 
educated cities in the nation.

Home to picturesque tree-lined streets, bike 
lanes, and historic buildings that reflect 
its California heritage, Palo Alto boasts a 
genuine sense of community and an active 
citizenry with strong environmental values. 
Beautiful neighborhoods are complemented 
by vibrant commercial corridors and a 
bustling economy with premium shopping 
and dining options. Excellent health care 
facilities, performing arts, and diverse 
recreational opportunities are just some 
of this incredibly desirable community’s 
cherished amenities. To learn more, visit 
https://www.cityofpaloalto.org.

https://www.cityofpaloalto.org/Home


THE IDEAL CANDIDATE

Palo Alto’s Assistant Director will 
be an urban planning, community 
development, or building 
professional who excels in a dynamic 

setting and is energized by high standards 
and expectations. They will be a big picture 
thinker who also displays a keen eye for 
critical details. Active in the profession, the 
individual selected will be knowledgeable 
regarding industry best practices and 
familiar with contemporary approaches to 
common urban planning challenges.

The ideal candidate will be an exceptional 
people manager who enjoys mentoring and 
developing subordinates and subscribes 
to a philosophy grounded in continuous 
professional growth. This professional will 
be equally adept at overseeing consultants.  
With a motivating coaching style, the 
Assistant Director will hold staff accountable 
to high standards while inspiring them to 
continually expand their skills and abilities. 
They will work in close collaboration 
with the Director to create an energizing 
environment where team members take 
pride in delivering world-class service, and 
new ideas and innovations are encouraged 
and supported.

The Assistant Director will be a credible and 
effective verbal and written communicator. 
Influenced by an outstanding customer 
service orientation they will consistently 
model the value of clear and empathetic 
communications. A proven relationship 
builder, the ideal candidate will exhibit 
superior interpersonal skills and will 
welcome opportunities to interact with 
passionate stakeholders. In addition, they 
will display sophisticated political acumen 
and offer previous experience working with 
elected and appointed officials.

The ideal candidate will bring extensive 
community engagement experience and 
be accustomed to interacting with well-
informed and highly educated stakeholders.  
They will be well-versed in leading edge 
public engagement tools and strategies. 
The individual selected will present an 
even-keeled temperament and a history of 
resiliency that reveals their ability to not 
take things personally. The demonstrated 

identification of a permanent digital plan 
review system, and elimination of unnecessary 
steps.  Additionally, the Department will 
improve permit processing by implementing 
recommendations in a soon-to-be completed 
building permitting audit.

Planning and Development Services joins the 
other departments in implementing an urgent 
and aggressive Sustainability and Climate 
Action Plan. Increasing the proliferation of 
electrification of buildings across the city—to 
decrease greenhouse gas emissions—as well 
as solar panels, heat pump water heaters, and 
energy storage systems, is a key mandate for 
PDS. Though leading, PDS is joined in these 
efforts by the Public Works Department and 
the Utilities Department. 

The Department and City embrace a hybrid 
work schedule, allowing eligible employees 
to work from home two (2) days per work 
week. The Department thrived during 
the pandemic, managing to deliver under 
exceptional circumstances using new systems 
and being nearly completely remote (except 
for field positions such as building inspectors 
and code enforcement officers). The 
Department recently implemented a hybrid 
work schedule and continues to become 
accustomed to this style of work. The Director 
understands offering remote work enhances 
worker satisfaction, serves as a major 
retention incentive, and can be executed 
successfully. He is joined by other managers 
in a determination to ensure hybrid works for 
residents, customers, and staff. 

Planning and Development Services 
Department is supported by an annual 
budget of about $18 million and over 50 staff 
members who work to ensure that Palo Alto’s 
programs, policies, and processes not only 
adhere to the community’s high standards 
but often establish new best practices for the 
Bay Area and beyond. Lastly, the Department 
provides staff support for the Architectural 
Review Board, Historic Resources Board 
as well as the Planning & Transportation 
Commission.

ability to facilitate robust debates and 
build consensus when opportunities arise 
will be considered favorably.

The Assistant Director oversees the 
Chief Planning Official and Chief Building 
Official, partnering with them to 
navigate policy development, process 
improvements, and administration of the 
permitting and entitlement processes. 

Serving the planning teams includes 
developing policies and permitting 
processes to facilitate the City Council’s 
aggressive goal of constructing 300 
additional housing units each year. It 
also requires the review of projects and 
staff reports, as well as serving as the 
liaison to the Planning & Transportation 
Commission, which meets two evenings 
a month. This role also includes providing 
guidance and support to the City's 
long-range planning team, such as the 
Housing Element Update, development 
of the Downtown Housing Masterplan, 
and development of the North Ventura 
Coordinated Area Plan. 

Serving the Development Center includes 
supporting the one stop permit center, 
plan review, and building inspection 
services and related efforts advancing the 
City’s Sustainability/Climate Action Plan 
goals, improving online permit operations 
(and general permit improvements), and 
aiding in customer service needs that 
rise to the Assistant Director level. The 
ideal candidate can center the customer 
experience, tapping into staff expertise 
and knowledge to augment and tailor 
our systems for optimal performance. 
Skills required are excellent project 
management, the ability to ask good 
questions, and thinking creatively to 
resolve conflicting goals and system 
limitations.   

Ideal candidates will bring a minimum 
of eight years of relevant experience, 
which includes five years of management/
supervisory experience, and a Bachelor’s 
degree in urban planning, building and 
inspections, public administration, or a 
related field. 



Application & Selection Process

The closing date for this recruitment is Monday, May 30, 2022. 
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.

Management Leave – 80 hours per 
calendar year, eligible for cash-out

Other Leave – 96 hours of sick leave 
per year; 12 paid holidays

Life and AD&D Insurance – fully paid 
up to annual salary

Additional Benefit – annual 
contribution of $2,500 for IRS Section 
125 compliant uses such as Flexible 
Spending Accounts, Non-taxable 
Professional Development Spending 
Account, deferred compensation, or 
health club membership

The salary range for the Assistant Director is $148,054 - $222,082; placement within 
the range will be dependent upon qualifications and experience.  In addition to salary, 
Palo Alto offers a competitive benefits package that includes but is not limited to:

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 qualifications will immediately 
be granted preliminary interviews by the 
consultants. Candidates deemed to be the 
best qualified will be invited to interview with 
the City Manager’s team in June.  The top 
candidates will undergo 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 candidates 
impacted.  

The City of Palo Alto reserves the right to 
alter the interview and selection process in 
response to public health orders and evolving 
impacts of COVID-19.

Retirement – CalPERS 2% @ 60 formula 
for Classic employees; 2% @ 62 formula 
for New Members 

Medical Plan – City pays a flat rate 
contribution (in 2022, up to $2,260 
per month for family coverage) and 
employee pays in accordance with health 
plan option selected, between $0 to 
$1,130.39 per month

Dental and Vision Plans – fully paid 

Vacation – 120-200 hours annually 
depending on years of service, with 
option for cash out once a year

Compensation & Benefits

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

