THE CITY OF WESTLAKE VILLAGE INVITES APPLICATIONS FOR

COMMUNITY SERVICES MANAGER

A UNIQUE OPPORTUNITY

COMMUNITY SERVICES MANAGER POSITION

Renowned for its outstanding quality of life, spectacular setting, and allaround beauty, the City of Westlake Village (pop. 8,358) is seeking a
dedicated, passionate and innovative Community Services Manager who
can thrive in an environment that embraces an entrepreneurial spirit and
approach to local government, sets high expectations, and demands a high
level of customer service and responsiveness. The selected Community
Services Manager will have an inclusive management style combined with a
hands-on approach to day-to-day operations, helping to build on the
extremely positive culture in the organization

Under the City Manager’s Office, the Community Services Manager
coordinates the effective and efficient administration of the City’s
community, cultural and recreation services functions to include developing
and maintaining positive and on-going relationships with the public, City
staff, and consultants; managing a wide variety of assignments and
activities; and handling multiple projects and programs simultaneously.

THE COMMUNITY
Located in Los Angeles County adjacent to the border of Ventura County,
the City of Westlake Village was incorporated in 1981 and was one of the first
master-planned communities in the country. It continues to be one of the
most desirable places to live within the region and possibly one of the top
choices on a national scale.
The Community has a unique and special small-town charm as it places
great emphasis on its unofficial moto: the “city in the country”. Characteristic
phrases that define and distinguish Westlake Village include a great place to
raise a family; wonderful balance between the residential, commercial, and
business sectors; incredibly beautiful physical amenities such as wide
boulevards, richly landscape parkways and medians; top-notch schools;
quality living; neighborliness; safe; quiet neighborhoods; and a strong sense
of community pride, civic responsibility, and identity. The City helps
encourage this connection in various ways which promotes an engaged
lifestyle for its residents. Also typifying this lifestyle is a commitment to public
and community service manifested through the support of numerous
charitable organizations by the City and by residents through contributions,
volunteering, and direct financial support. Residents have a long history of
participation in numerous City volunteer projects, committees, and boards,
and have a genuine and sincere appreciation for the quality services provided
by the City.

The Community Services Manager will be responsible for a wide range of
programs and special events as seen below in the Example of Duties. There
will are also be opportunities for a creative manager to develop new revenue
streams, increase participation at events, grow our volunteer base, advance
the City’s communication tools, and lead community engagement efforts for
the City of Westlake Village.

EXAMPLES OF DUTIES
• Manages youth/senior services, recreation programs, and all events and
activities falling within the parameters of community services.
• Manages communications and relationships with community
organizations, schools, and various contract service providers; provides
primary staffing support to the City Council’s Cultural/Recreation Advisory
Board and to citizens’ committees and boards dealing with cultural,
recreation and community activities.
• Oversees the City’s transportation programs.
• Supervises the usage and reservations of City park facilities.
• Manages the City’s annual community services grant program.
• Assists the City Manager in assessing community service needs and
evaluating related programs and budget requirements; participates in the
preparation of the annual departmental budget; negotiates agreements
and oversees various contracts for recreation and community services.
• Manages a wide range of public information and educational/outreach
programs such as the City’s monthly newsletter, press releases, cable
television programming, video newsletter, and the City’s social media
platform; serves as the administrator of the City’s website.
• Establishes and maintains effective working relationships with other City
staff, volunteers, school and community officials.
• Coordinates with the Library collaborating on various programs supported
by the City.
• Implements the local school’s fourth grade civics education program.
• Supervises assigned staff as directed and oversees the City’s annual
internship program.
• Prepares and presents a monthly Community Services report to the City
Council.
• Performs other related work as assigned.

EMPLOYMENT STANDARDS
Education: Bachelor’s degree in Public Administration, Recreation, Business
Administration or a related field.
Experience: Five years progressively responsible experience in community
services, recreation, or similar field.

DESIRABLE QUALIFICATIONS
Knowledge of: Principles, practices and programs common to recreation,
community services, budget management, governmental administration,
parks operations, senior services, community relations, supervision
techniques, and customer service.
Ability to: Plan, manage, implement, promote, supervise and evaluate
community and recreation services, activities, and special events; oversee
contracts for various programs and services; work independently; assess
programs and recommend changes to improve the efficient and effective
delivery of services; prepare and present both oral and written reports before the
City Council, citizens’ committees and boards, and other organizations; analyze
unusual and/or challenging situations and resolve them through the application
of City policies; engage the public using diplomacy and tact; manage and control
budget expenditures; prepare newsletters, press releases, and other public
outreach materials; establish and maintain cooperative working relationships
with City officials, staff, the public, and other agencies and organizations; and
work effectively as a member of a team.

COMPENSATION AND BENEFITS
The annual salary for this FLSA non-exempt full-time position is from $81,444 to
$117,084, DOQ. The City of Westlake Village offers a highly competitive benefits
package, which includes:
Retirement:
Classic Member - PERS 3% @ 60, highest three years.
Employee pays 5.8% of the contribution, which is deducted from salary on a
pre-tax basis, as a cost share.
New Member - PERS 2% @ 62, highest three years.
Employee pays 6.25% of the contribution, which is deducted from salary on a
pre-tax basis, as a cost share.
Medical Insurance:
City contributes up to $1,660/month through a cafeteria plan for employee and
dependent coverage for CalPERS medical insurance, dental and vision.
Retiree Health Insurance:
City contribution for retiree health insurance for retired employees with at least five
years of service with the City.

RESERVATION OF RIGHTS
The provisions of this brochure do not constitute a contract, express or implied, and the City reserves the
right to amend, modify or revoke any provisions contained in this announcement without notice. The City also
reserves the right to discontinue the recruitment at any time without selecting a candidate from the
recruitment. The City is an equal opportunity employer and does not discriminate on any basis protected by
law. The City is committed to making its jobs, programs and facilities accessible to all persons and complies
with applicable law. Applicants with disabilities who require accommodation in the recruitment, testing or
selection process may contact Audrey Brown, Assistant City Manager at (818) 706-1613.

Other Insurance Benefits:
City pays 100% of AD&D, short and long-term disability insurance.
Vacation:
10-20 days annual accrual based on years of service.
Additional Leave:
12 days of sick leave per year, 14 days paid holiday leave per year.
Deferred Compensation:
City contributes $50/month match into an ICMA 457 plan.

TO BE CONSIDERED
To be considered for this exceptional career opportunity, complete a City
application and submit a resume online at www.wlv.org. The first review of
applications and resumes will occur on September 20, 2019, open until filled.
Applications and resumes will be reviewed for relevant experience, education and
training. The top finalists will be invited to participate in an oral/written process. A
background check will be conducted, and a pre-employment physical will be
required. Inquiries regarding this position can be directed to Audrey Brown, Assistant
City Manager at (818) 706-1613, or by email at audrey@wlv.org.

For more information about the City
of Westlake Village, please visit the
City’s website at www.wlv.org.

