
 

The City of Sonoma provides a competitive compensation and benefits package. The        

current salary range for this Service Employees International Unit (SEIU) position is $59,750

-$72,626 per year. The City of Sonoma offers a variety of alternative work schedules in-

cluding a 9/80.   

 

The benefits package includes: 

• Retirement: CalPERS Retirement System – Classic employees: 2% at 55 formula based 

on highest year compensation and sick leave conversion. Candidates hired on or after 

January 1, 2013, are subject to restrictions imposed by PEPRA. The City does not partic-

ipate in Social Security.  
• Generous medical package for employee and family members. 

• Dental and Vision Insurance: City pays 100% of the premium. 

• AD&D and Long-Term Disability Insurance: City pays 100% of the premium. 

• Life Insurance: $25,000. City pays 100% of the premium. 

• Vacation: accrues at the rate of 80 hours per year for the first three years and  

      increases with years of service. 

• Sick Leave: accrues at the rate of 8 hours per month 

• Paid Holidays: 14 holidays per year 

 
The City of Sonoma is seeking a highly qualified, dynamic, and enthusiastic 
candidate to fill its Administrative Assistant Position in the Public Works De-
partment. The Public Works Department serves the needs of Sonoma’s citizens 
by maintaining, operating, and improving the City’s infrastructure, including 
transportation, water distribution, storm drainage, parks and trails, buildings, 
and cemeteries.  Located just 45 minutes north of the Golden Gate Bridge, the 
City of Sonoma spans approximately 2.8 square miles in the heart of one of 

 

Application/Resume filing deadline…… 5:00pm, Friday, Feb. 18, 2022 

 

First interview date will be the week of March 7th 

 

 

On the Cover: 
 
In the middle of the Plaza, Sonoma’s early 20th century City Hall is a National Historic 
Landmark and still serves as the community’s focal point and boasts many community 
festivals. The adjacent scenic hills and agricultural valley provide a setting of unparalleled 
natural beauty.  

 
To apply for this exciting career opportunity, please send your resume, cover  
letter and City of Sonoma employment application electronically to: 
 

City of Sonoma – Attention: Cathy Lanning, Administrative Services Manager 
clanning@sonomacity.org 

 
Call Cathy Lanning at 707-933-2217 for more information. 
 

 

Administrative Assistant 
Public Works Department 

 
~Apply Immediately~ 

Final Filing Date: February 18, 2022 



The City of Sonoma is a beautiful, environmentally friendly, and safe place, widely recognized as one of the most desirable cities in Northern California to 

live, visit, and do business.  Sonoma is proud of its friendly and small town atmosphere with residents that are      

actively engaged in city policies, volunteerism in a plethora of non-profits, and numerous community events and activities on the City’s historic Plaza in the 

center of town. The City of Sonoma offers its 10,989 residents and visitors numerous attractions including shopping in the historic Plaza, wine tasting, hiking, 

as well as a vibrant restaurant scene. The City’s commitment to open space preservation is visible with protected scenic hills and preserves, plus the re-

nowned agricultural fields of the Sonoma Valley which provide a setting of unparalleled    natural beauty. In the middle of the plaza, Sonoma’s early 20th 

century City Hall is a National Historic Landmark and still serves as the     community’s focal point, boasting many community festivals and drawing the com-

munity together year round.  

 

The Public Works Department of the City of Sonoma operates, 

maintains, and improves the City of Sonoma’s water distribution 

system, transportation systems,  public parks, and public cemeter-

ies. This public infrastructure is foundational to the City’s business-

es, communities, residents, and visitors, supporting the local econ-

omy, improving quality of life, and ensuring public health and safe-

ty. The Public Works Department Administrative Assistant performs 

a variety of administrative and clerical duties in support of the de-

partment; provides information and assistance to the public; main-

tains records, works at the front counter, and may be assigned to 

any department of the City to perform administrative responsibili-

ties. 

 

The Public Works Department is headed by the Public Works Di-

rector/City Engineer who directly oversees a Public Works Adminis-

trative & Project Manager, an Environmental Compliance Analyst, 

an Operations Manager, and the Administrative Assistant. The Op-

erations Managers directly oversees three operational divisions: 

Parks, Cemeteries & Facilities; Streets; and Water. The Parks, Ceme-

teries & Facilities Division is staffed by a Supervisor, one Senior 

Maintenance Worker, three Maintenance Workers, and two part-

time Maintenance Workers. The Streets Division is staffed by a Su-

pervisor and four Maintenance Workers. The Water Division is 

staffed by a Supervisor, Water Conservation Coordinator, and three 

Maintenance Workers. 

The Public Works Department staff are also responsible for: design 

and construction of the City of Sonoma’s public infrastructure pro-

jects; map/plan review and inspection of public improvements con-

structed by private developments; and protection of water quality 

in local creeks. 

 

 

All public employees are determined to be disaster service workers 

under Section 3101 of Government Code. As a disaster service work-

er, this position is subject to such disaster service activities as may be 

assigned by superiors and subject to mandatory emergency call out. 

 

 

The Administrative Assistant position is a journey level classification and is responsible for  the day-to-day administrative and clerical duties 

within the office. Positions within this classification function under considerable independence and are expected to use good professional 

judgment and make sound decisions.  

 

The ideal candidate would possess all or any combination of knowledge, education, experience, training and certification that would provide 

the abilities needed to perform the essential duties of the position. 

 

Example of Essential Duties 

The following duties are considered essential for this job classification:  

• The Administrative Assistant performs a wide variety of general administrative and clerical work: 

• Processes and maintains records and filing systems; verifies the accuracy of recorded information; researches and notes discrepancies; 

revises or adds new information. 

• Greets and provides information and City policies and procedures to the public at the counter, by telephone, through correspondence, 

forms, handouts and brochures in response to questions or requests regarding any of the various development activity permits, func-

tions and services offered by the City.  

• Calculates fees, fines and other charges; receives payments in the form of cash or checks; prepares receipts and forwards to the Finance 

Department. 

• Operates various office equipment including telephones, calculators, two-way radios, facsimile, photocopy machines, and personal 

computers. 

• Completes a variety of reports related to the activities and programs of the Department; compiles material and statistics; copies and 

distributes reports and documents. 

• Provides a full range of secretarial support to Public Works Department staff. Types and proofreads a variety of documents, reports, 

letters, memoranda, requisitions and related paperwork; types from rough draft or verbal instructions; enters, updates and maintains 

computer data and files. 

• Schedules inspections; answers and transmits calls to field personnel. 

• Applies departmental policies and procedures in determining completeness of records and reports; collects and processes information 

and records; releases records and reports to agencies and individuals; maintains confidentiality of information which is protected from 

disclosure by law or policy. 

• Updates and maintains department forms, manuals and books; compiles data for special projects; assembles data and background 

materials for a variety of reports; receives and refers requests for departmental information to appropriate staff. 

• Performs basic maintenance on office equipment, including but not limited to, adding copier toner and clearing jams; recognizing    

and initiating calls for specialized repair services when needed. 

Minimum Qualifications 
 
The Successful Candidate Will Have Knowledge of:  

• Practices and procedures related to the efficient opera-

tion of an office;  

• Account and statistical record keeping; 

• Correct English usage, spelling, grammar and punctua-

tion. 

 

The Successful Candidate Will The Ability to:: 

• Learn the City's policies, rules, administrative regulations 

and procedures related to permitting services;  

• Satisfactorily carry out a number of administrative sup-

port tasks in a timely and professional manner;  

• Work independently and exercise good judgment in 

carrying out assigned tasks;  

• Establish and maintain cooperative working relation-

ships;  

• Listen, speak and write clearly for the purpose of giving 

concise, accurate and complete information;  

• Deal with difficult customers without becoming argu-

mentative;  

• Operate office machines including a computer for word 

processing, spreadsheet and database applications 

 

Bilingual English and Spanish speaking candidates for the 

position are desirable but not required.  

 
Desirable Education and Experience 

High school diploma or general education degree (GED) is 

required. Experience in a clerical or technical position which 

involved extensive public contact, is highly desired. 

Incorporated in 1883 as a general law city, the City operates under a Council-Manager form of government with a five-member City Council. Sonoma boasts 

of an engaged citizen base and a culture of civility in public discourse. The City of Sonoma has a staff of 39 full-time and six part-time employees. These 

employees provide General Government (City Manager, City Clerk, Finance, Human Resources, and Risk  

Management), Building/Planning and Public Works (Administration, Streets, Parks, Water, and Cemetery). The City contracts its police   

services with the Sonoma County Sheriff’s Department and its fire services with Sonoma  Valley Fire Rescue Authority – both of these  

relationships are active partners within the City’s leadership team. Water is wholesale provided from the Sonoma County Water Agency (and City of Sonoma 

wells).   Sanitary sewer collection and treatment is provided by the Sonoma Valley County Sanitation District.  The Public Works Department has a staff of 20 

full-time and two part-time employees.    

The City of Sonoma is an equal opportunity employer. It is the                                  
              policy of the City of Sonoma to preserve the right to 

equal employment  opportunity for all persons, including                                    
those with physical, mental or  sensory disabilities. 

 
If you require special accommodation during the testing                                           

or interview process due to a legal disability, please                            
supply the City with documentation on the need for                           

accommodation, and the type(s), in a written request submitted 
at least five (5) days prior to the date of the examination or in-

terview 
 

Veteran’s Preference – View the City of Sonoma’s Policy: 
 

https://www.sonomacity.org/documents/veterans-preference-policy/ 
 

Candidates requesting veteran’s preference will be required to 
provide a copy of U.S. Government Form DD 214 “Certificate of 

release or Discharge from Active Duty” to Human Resources 
before the filing deadline for the position applied for. 

 
Preference afforded via the application screening shall consti-

tute the complete and total extent to which the City of Sonoma 
will afford veteran preference over other candidates. 

                    
The provisions of this bulletin do not constitute an                           

    expressed or implied contract.  Any provision contained 
herein may be modified or revoked without notice. 

  

https://www.sonomacity.org/documents/veterans-preference-policy/

