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To provide administration of legislative proceedings and 
municipal elections; professional support to the City Council, 
City Manager, members of the public and staff, and records 
management administration of official City records and 
information.

The mission of the City Clerk’s Department is to provide 
quality customer service, ensure that the legislative process, 
including  City  elections,  City  Council  and  Commission 
meetings are open and public; accurately maintain the 
legislative history of all City Council proceedings; provide 
access to complete and accurate public information, as well 
as to promote voter registration and participation through 
non-partisan public outreach.



The City Clerk is the Official charged with administration of 
democratic processes such as elections, access to City 
records, and all legislative actions ensuring transparency to 
the public. The City Clerk’s Office is responsible for the 
preparation of agendas, recording and maintenance of all 
Council actions, filing of public notices, coordination and 
administration of all City records, documents, and public 
files. The City Clerk maintains the City’s Municipal Code, 
receives all claims filed against the City, serves as the official 
custodian of the City seal, serves as the Elections Official, 
and as the filing officer for all requirements of the California 
Fair Political Practices Commission.

Elections are professionally administered by ensuring all legal 
requirements are met and by working in tandem with the 
Riverside County Registrar of Voters Office to provide the 
public with accurate ballot information.



Ensure election processes are conducted in a 
professional, neutral, and transparent manner.

2. Provide the highest quality of customer service as 
outlined in Customer Care Guidelines.

3. Continue to work with Technology Services to 
ensure  that  all  City  records  are  stored  and 
maintained for transparency in order to expedite 
internal and external requests for records and 
information.

4. Implement the automated Laserfiche Public 
Records Request Program.

5. Review the City’s Records Retention Schedule 
and amend as needed.

6. Add two modules to Netfile: Ethics Training and 
Boards and Commissions.



1.Promote Diversity and Preserve the City’s Revenue Base

2. Improve Governmental Relationships

3. Enhance Community Safety

4. Improve the Community’s Image

5. Improve Public Infrastructure

6. Create a Positive Environment



Continue to collaborate with Technology Services to ensure that 
all City records are stored and maintained transparently in order 
to expedite internal and external requests for records and 
information (Council Goal 4,6).
Review the City’s Records Retention Schedule and amend as 
needed (Council Goal 4,6).
Implement Public Records Request and Customer Relations 
Management into Laserfiche (Council Goal 4,6).
Provide Records Management City-Wide Training (Council Goal 4,6).
Provide California Public Records Request City-Wide Training. (4,6)

Provide New eScribe Updates City-Wide Training (4,6). 
Implementation of the Vault integration with Laserfiche 
and Retention (Council Goal 4,6).

Provide the highest quality of customer service as outlined 
in Customer Care Guidelines (Council Goal 2).

Ensure election processes are conducted in a professional, 
neutral, and transparent manner (Council Goal 4,6).

Summer at City Hall Program (Council Goal 2,4)

Mayor’s Apprenticeship Program Promoting Employment 
Development (Council Goal 2,4).



Ensured election processes are conducted in a
professional, neutral, transparent manner (4,6).

Provided the highest quality of customer srevice 
as outlined in Customer Care Guidelines (2).

Implemented the automated eScribe Agenda System 
and provided city-wide training (4,6).

Implemented  the  fully  automated  administration 
portal Netfile, free filer public disclosure transparency 
portal, and 24-hour access to Netfile support (4,6).

Implemented   the   Laserfiche  process  for  
all contracts/historical and other City documents 
(4,6).



(a) - City Council Position
(b)- Not Included in Position Control (Part-time non-career)



Accomplished 
FY 2023/24

Estimated 
FY 2024/25

Projected 
FY 2025/26
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