


Incorporated in 1914, the City of Walnut 
Creek operates as a General Law City 
with a City Council/City Manager form of 
government. Consisting of five members, 
the City Council is elected at-large to four-
year staggered terms. Each December, 
the Council selects the Mayor and Mayor 
Pro Tem to serve for the next calendar 
year. Walnut Creek is widely recognized 
for innovative programs that benefit the 
community as well as provide a dynamic, 
stimulating organizational culture for 
City employees. The culture is also a 
testament to the healthy and highly 
effective working relationship between 
the City Council and professional staff.  
Walnut Creek operates with the support 
of approximately 379 FTE and a FY 2023 
General Fund budget of $93.2 million. The Human Resources Director is a 

new position in the organization as 
approved in the recent adoption of the 
FY 2022-2023 budget. Currently, the 
Assistant City Manager serves in the dual 
role of Human Resources Director and 
Economic Development Director. The 
increased demand for HR-related services 
as a result of the COVID-19 pandemic 
and subsequent employment trends, 
highlighted the need for an updated 
structure and additional support in human 
resources. Like many agencies, there 
was less focus on strategic work in order 
to address the immediate emergencies 
and associated challenges. As the 
emergencies have settled, the City is 
returning to a proactive approach to all 
aspects of human resources. 

The new Director will oversee a team of 
eight and a FY 2022-2023 budget of $1.9 
million. 

The Department is organized across three 
divisions:

Administration – Provides overall 
administration of the City’s Human 
Resources functions; including salaries 
and benefits for Human Resources 
employees; benefits administration; and 
leave administration. 

Employee Services – Includes 
recruitment and selection; employee 
relations; labor relations; and 
classification and compensation. 

CARE – The City’s comprehensive 
employee engagement program, which 
includes career development, health and 
wellness, and community engagement.

The City of Walnut Creek, nestled 
just 25 miles east of San Francisco, 
is a scenic urban setting next to Mt. 
Diablo. Spanning 19.5 square miles, 
the community’s sprawling landscapes, 
warm weather, upscale dining, posh 
shopping district, and local winery 
make Walnut Creek a suburban oasis 
with an urban flair.  With a rare blend 
of 2,800 acres of open space, a vibrant 
downtown, and a performing arts center, 
Walnut Creek offers something for 
everyone!

Its convenient location and inviting 
offerings help to make Walnut Creek 
the economic and entertainment hub 
of Contra Costa County. Home to a 
population of over 70,000, its rich history 
and attractive housing options contribute 
to Walnut Creek being one of the most 
desirable cities in the Bay Area. In fact, 
residents consistently give the city’s 
quality of life a 90% positive rating with 
open space and the natural environment, 
public safety responsiveness and overall 
feeling of safety, and economic vitality 
being the most influential factors.

With bustling San Francisco to the west, 
the Napa & Sonoma wine country to the 
north, and the natural beauty of Mount 
Diablo State Park to the east, Walnut 
Creek masters the unique synergy 
between suburban serenity, an urban 
vibe, and tranquility of the surrounding 
nature.

Walnut Creek Mission

The City of Walnut Creek, working in 
partnership with the community, is 
committed to enhancing our quality 
of life by promoting:

• A positive environment where 
people can live, work and play;

• A vibrant local economy to 
enhance and sustain long-term 
fiscal stability; and

• A progressive workplace where 
dedicated employees can make a 
difference.



With the intense demands of COVID-
related work lessening, the HR Director 
will renew the department’s focus on 
strategic citywide projects that foster the 
City’s positive, and supportive culture. The 
ideal candidate will use their knowledge 
and big picture perspective, to assess, 
recommend and implement changes that 
support a diverse workforce and leading-
edge programs and practices. Key areas 
of focus will include:

• Enhancing or developing programs 
that will continue to foster a 
positive employee culture, recognize 
employees, build employee 
engagement and pride in working 
for the City, and align with business 
objectives.

• Evaluating the use of technology 
solutions to enhance efficiency. Work 
will include enhancing the use of 
Tyler Munis and NeoGov’s LEARN 
training platform and Onboard 
throughout the organization. 

• Reviewing, updating, or developing 
programs and creative strategies 
that support employee development, 
including coaching and leadership 
training as well as e-learning.

• Developing a wholistic supervisory 
and management leadership training 
academy.

• Help lead existing Diversity, Equity, 
and Inclusion work both in the 
organization and community.

• Overseeing a comprehensive, 
citywide review of job classifications.

• Adjusting HR programs and policies 
to a new hybrid work environment 
and ensuring its sustainability and 
success. 

Walnut Creek seeks an experienced 
professional and strong leader to 
serve as Human Resources Director. 
Reporting to the City Manager, the ideal 
candidate in this newly established 
position, will have a well-rounded 
background in and understanding of 
a full-service public sector human 
resources department. This hands-on 
professional will be customer-focused, 
results oriented, and well-versed in 
industry trends and best practices.

The Director, together with a highly 
capable team, directs the administrative 
functions of the Department and 
oversees recruitment, testing 
and selection, classification and 
compensation, benefits administration, 
performance management, employee 
and organizational development, 
workers’ compensation, and labor 
relations and employee relations 
including contract negotiations and 
working with employee representatives 
on a range of workplace matters. The 
City enjoys good relations with its 
labor partners and current contracts 
are in place through either 2024 
or 2025. Included in the Director’s 
responsibilities is developing and 
administering City-wide Human 
Resources rules, policies, and 
procedures and effectively advising 
others. 

The ideal candidate is an approachable 
leader who encourages staff 
development with a mentoring, team-
oriented style. They will be committed 
to mentoring and coaching staff, 
providing learning opportunities, 
enhancing employees’ knowledge 
and skills, and maximizing staff 
potential while also maintaining high 
performance standards. This leader 
will engage the team, demonstrate 
compassion, foster an inclusive 

environment, model customer service 
expectations, and inspire others to do 
their best work.  

The HR Director will join a high 
performing executive team. To be 
an outstanding fit with this collegial 
group, the successful candidate will be 
a collaborative business partner and 
advisor with an understanding of the 
operations of other departments. They 
will have a city-first mindset and earn 
the trust and confidence of others. 

The ideal candidate will have 
experience and/or in-depth familiarity 
with strategic planning, program 
evaluation, process improvement, 
ERP systems and upgrades, and 
strong knowledge of state and federal 
employment and labor laws. This 
professional will be a confident speaker 
with top-notch writing skills that will be 
regularly used to prepare materials that 
are clear, organized, and accurate. The 
selected candidate will be skilled at 
adapting their communication style and 
approach in order to effectively connect 
with various audiences.

The successful candidate will have 
at least seven years of progressively 
responsible experience in management 
or administration including five or 
more years of supervisory experience 
with full-service human resources 
and labor relations programs. A 
Bachelor’s degree in Business or 
Public Administration, Industrial 
Relations, Human Resources or 
related field is required. A Master’s 
degree is preferred. Professional 
HR certifications are desirable. 
Any equivalent combination of 
experience and education that 
provides the knowledge, skills and 
abilities necessary for successful job 
performance will be considered.

Human Resources 
Department Mission

The mission of the Human Resources 
Department is to support the 

organization in meeting the service 
needs of the community through the 

City’s most valuable resource: 
its people. The Human Resources 

team is focused on cultivating 
positive working relationships by 
creating and enhancing valuable 

services that attract, develop, 
and retain a talented and diverse 
workforce, all to better serve our 

community.



Jennifer Curtis  •  661-510-0076
Teri Black  •  424.296.3111    

TERI BLACK & COMPANY, LLC
www.tbcrecruiting.com

Following the closing date, applicants 
with the most relevant qualifications 
will be granted preliminary interviews by 
the consultants. Candidates deemed to 
be the best qualified will be expected to 
participate in panel interviews scheduled 
in September followed by additional 
meetings with the City Manager. The 
City anticipates making an appointment 
shortly thereafter, following the 
completion of negotiations and extensive 
background and reference checks. 
Please note that references will not be 
contacted until mutual interest has been 
established.

Application & 
Selection Process
The closing date for this 
recruitment is midnight, 
Sunday, August 14, 2022. 
To be considered for this 
opportunity, upload a 
compelling cover letter, resume 
and list of six professional 
references using the “Apply 
Now” feature at www.
tbcrecruiting.com.
This is a confidential process 
and will be handled accordingly 
throughout the various stages 
of the process.

Retirement – CalPERS 2% @ 60 
formula for Classic employees with 
a 7% employee contribution; 2% @ 
62 formula for New Members with 
a 7.25% employee contribution. The 
City does not participate in Social 
Security. 

Medical Plan – Choice of Kaiser or 
Blue Shield HMO or HDHP health 
insurance plans (20% employee 
contribution). Generous in-lieu 
payment to employees who show 
proof of health insurance coverage.

Dental and Vision Plans – Family 
coverage fully paid by the City.

401(a) Money Purchase Plan – City 
contribution of $2,600/year, with 
mandatory employee contribution.

Paid Leave and Holidays – General 
Leave accrues at the rate of 20 days 
the first year and progresses to 32 
days at twenty-five years of service. 

The City of Walnut Creek offers a competitive salary and benefits. The current salary 
range goes up to $224,270 (under review). Placement within the range will be DOQE. 
In addition to salary, the City offers a competitive benefits package that includes but 
is not limited to:  

Prior years of service in local 
government may be considered in 
determining accrual rate. There are 
twelve paid holidays per year and 
three additional days designated 
as special paid time off. Directors 
are granted 96 hours per year in 
management leave.

Dependent Care and Medical 
Spending Accounts – Contribution 
on a voluntary basis.

Life and Disability Insurance – 
Individual coverage fully paid by the 
City.

Additional Benefits – Career 
Development Allowance, Tuition 
Reimbursement Program, Employee 
Assistance Plan, Wellness 
Program, Commute Alternative 
Leave Program, Monthly Vehicle 
Allowance, and others.

Hybrid work schedule available.
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