
 
 
 

  

APPLICATION AND SELECTION 
PROCESS: 

This recruitment will be open until 5:00 p.m. Pacific 
Time on March 11, 2019. To be considered for this 
opportunity, please apply online at our website 
www.slocity.org. (Click on “Job Openings”, then the 
“Assistant City Attorney” position, then “Apply”. 
Create an account and upload a cover letter, resume 
and list of three professional references. 

Following the closing date, candidates with the most 
relevant qualifications and experience will be 
interviewed in early April. Those individuals 
determined to be best suited for the position will then 
advance to second interviews soon afterwards. 
Please note that references will not be contacted 
until the final stages of the process and will be done 
so in close coordination with the candidates 
impacted. A selection is anticipated in April. 

 

http://www.slocity.org/


 

  

SUPERVISION RECEIVED AND EXERCISED 

The incumbent receives general direction and 
supervision from the City Attorney within a framework 
of legal guidelines, Council adopted policies and 
established organizational values and processes.  The 
incumbent acts independently as it relates to advice 
and prosecution of Code Enforcement administrative 
actions. May provide direct supervision to contract 
attorneys and legal support staff on a project basis. 

The office is permanently staffed by the City Attorney, 
Assistant City Attorney and our full time 
Paralegal/Office Administrator.  The office is also 
currently supported by supplemental contract legal 
and temporary administrative support staff. 

EXAMPLE DUTIES AND RESPONSIBILITIES 

• Performs legal research and prepares opinions regarding legal issues for City departments, the City Council, 
City Boards and Commissions.  

• Renders opinions in writing and orally for City Council, Boards, Commissions and department staff regarding 
routine and complex matters; attends City Council, Board and Commission meetings as requested.  

• Provides legal advice to the Planning Commission and Personnel Board.  

• Assists department heads in reviewing and advising on operational policies in the context of applicable legal 
parameters and procedures; recommends changes in City policies and procedures to meet changing legal 
requirements.  

• Drafts ordinances, resolutions, contracts, deeds, leases, and other legal documents and instruments.  

• Participates in the criminal trial and appeal of actions involving Municipal Code violations and prepares or 
assists the Chief Building Official or other assigned code enforcement staff in the preparation of nuisance 
abatement hearings involving Municipal Code violations.  

• Prepares complaints and petitions, conducts discovery and represents the City in civil litigation and 
administrative and writ proceedings before state and administrative agencies and courts, with an emphasis 
on land use/CEQA, public contracting and employment litigation.  

• Oversees the work of outside attorneys handling civil litigation cases.  

• Advises the City Clerk on elections and public noticing issues.  

• Meets and negotiates with outside parties in matters arising out of claims, property transactions and other City 
business.  

• Monitors changes in laws, regulations and technology that may affect departmental and City operations; 
implements policy and procedural changes after approval.  

• Acts as City Attorney as assigned.  

ASSISTANT CITY ATTORNEY SERIES 

Assistant City Attorney I is the journey-level 
classification, capable of providing a wide range of 
advice and support to all City departments, elected 
and appointed officials.  Successful performance of 
the work requires a high degree of professional 
independence and legal judgment.  

Assistant City Attorney II is the advanced-level 
classification, capable of performing the most 
complex and difficult assignments asked of an ACA 
and may be asked to provide independent legal 
advice or representation as conflict counsel and/or to 
provide independent representation to City 
departments, commissions and staff.  

ASSISTANT CITY ATTORNEY I/II 
 Under the direct supervision of the City Attorney, provides a wide range of professional legal services 

and advice to all City departments, the Planning Commission, Code Enforcement staff, and various 
Boards and Commissions; represents the City in civil litigation, criminal prosecutions and 
administrative hearings; performs related work as assigned.  



 

 
 
  

KNOWLEDGE OF: 
• Federal, state and local laws, statutes and ordinances 

with emphasis on land use, public contract and labor 
and employment law.  

• Civil, criminal, writ and administrative law and 
procedures and Municipal Code Enforcement.  

• Public records, ethics, open government and conflicts 
of interest laws.  

• Government claims.  
• Court procedures and rules of evidence.  
• Methods of legal research, including computer 

research.  
• Techniques for providing a high level of customer 

service to the community, City Council and City staff. 

 

EDUCATION AND 
EXPERIENCE: 
Experience in a public agency setting 
or a law firm serving public entities is 
highly desirable. 
Assistant City Attorney I: 

• Possession of a J.D. degree from 
an accredited school of law; and 

• Two years of experience as a 
practicing attorney performing legal 
and/or trial work with experience in 
municipal law areas such as public 
contracts, tort and civil rights 
defense, labor relations, land use, 
environmental or administrative 
law. Up to one year of internship or 
clerkship experience in a municipal, 
judicial, or other public agency 
setting may substitute for one year 
of the required experience.  

 

Assistant City Attorney II  
(In addition to the ACA I 
requirements): 

• Three additional years of 
experience as a practicing attorney 
in a public agency or public law firm 
performing legal and/or trial work 
with experience in municipal law 
areas such as public contracts, tort 
and civil rights defense, labor 
relations, land use, environmental 
or administrative law; OR two years 
working for the City of San Luis 
Obispo in the capacity of Assistant 
City Attorney I. 

ABILITY TO: 
• Provide sound legal advice to City Commissions, the 

City Council and departmental staff.  
• Present legal information and advice clearly and 

persuasively in public and closed sessions.  
• Determine alternative legal and administrative 

approaches to solving problems.  
• Prepare accurate and effective reports, policies, 

procedures and other written materials.  
• Research and analyze complex legal issues and 

prepare sound legal opinions and alternatives and 
draft a wide variety of legal documents.  

• Represent the City and the department in court and 
before various governmental, regulatory, business, 
community, educational and other groups.  

For more information 
visit www.slocity.org or 

call 805.781.7254 
 

http://www.slocity.org/


 

SLO HAS 
The City of San Luis Obispo (SLO) embraces healthy and 
smart (HAS) as an organizational culture.  Healthy is 
demonstrated through our commitment to openness and 
transparency, collaboration with stakeholders throughout 
the community and organization, commitment to lifelong 
learning through professional organizations and our 
Leadership and Learning Academy, employee 
recognition, and a collegial executive team.  Smart is 
clear when you meet City employees that are extremely 
knowledgeable in their disciplines, implement state of the 
art tools and technology, and think strategically. 

 

WHAT SLO HAS TO OFFER 
• 47,000 residents, 287 days of sunshine 

per year, and the 4th lowest commute 
time in the US; 

• A full-service City with police, fire, 
water, wastewater, transit and parking, 
Groundwater Sustainability Agency, 
membership in Monterey Bay Community 
Power (CCE). 

• A bus system with 1 million riders; 

• A nationally renowned Skate Park; 

• Only ten minutes to the Pacific Ocean; 

• 4000 acres of pristine open space; 

• Designated Tree City USA for 35 years; 

• One of the largest ongoing Farmer’s 
Markets in the nation (Thursday night); 

• A nationally ranked technical 
university, Cal Poly San Luis Obispo; 
and, 

• Named one of the “happiest” towns in 
North America by Dan Buettner author 
of Thrive and Blue Zones. 

 

SLO HAS COMPETITIVE COMPENSATION AND BENEFITS 
The Assistant City Attorney position is a flexibly staffed single position capable of being filled at a journey- or 
advanced-level classification, dependent on the needs of the City and the abilities of the candidate chosen. The 
salary range for the Assistant City Attorney I/II tops at $147,576 per year.  Placement within the range is dependent 
on qualifications and experience.  The City also provides a competitive benefits package highlighted below.  More 
details on the City, compensation and benefits available at our website at www.slocity.org.  

Health Insurance: The City has a cafeteria plan for health, dental and vision insurance and contributes towards 
medical insurance. Employees may choose from several health insurance options. There are also two dental plans 
to choose from.  

Retirement: California Public Employee's Retirement System (PERS). The City participates only in the Medicare 
portion of Social Security.   

Long Term Disability and Life Insurance: Available for regular employees. The amount of benefit and contribution 
by employee varies by classification. 

Schedules and Time Away from Work: Available to many positions within the City organization. 

Professional Development: Participation in professional organizations and conferences is encouraged as is the 
City’s Leadership and Learning Academy offering supervisory and leadership academies.   

http://www.slocity.org/
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