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City of Placerville 
M E M O R A N D U M 

 
DATE:   May 10, 2006 
 
TO:  City Council 
 
FROM: Susan Zito, City Clerk/Human Resource Officer 
 
SUBJECT: REVISION OF JOB DESCRIPTION FOR EXECUTIVE 

ASSISTANT TO THE CHIEF OF POLICE 
____________________________________________________________________  
 
Recommendation: 
 
To adopt a Resolution, approving a new Job Classification title, revising the title of 
Secretary to the Chief of Police to the Executive Assistant to the Chief of Police and 
clarifying the representative duties associated with that confidential position. 
 
Background: 
 
The incumbent Secretary to the Chief of Police is retiring this summer after 28+ years of 
dedicated service to the City.  It is logical and procedurally sound for a department head 
to review the department’s structure and operational effectiveness whenever a key staff 
member leaves City service.  As department needs change, policies shift, or state and 
federal mandates create new workloads and organizational challenges, a particular 
classification is reviewed to determine if it should be rewritten to redefine new or 
different job duties.   
 
The increasing complexity of law enforcement programs and operations, and the sensitive 
nature of this position necessitated a reclassification of the existing position to allow the 
Chief to shift some of his increasing administrative functions to an Executive Assistant.  
This Executive Assistant would perform a variety of highly complex functions requiring 
considerable confidentiality, initiative, tact, and mature and independent judgment.  For 
example, in recent years the Police Department has sought and been awarded several 
state and federal grants.  Both the grant application process and record-keeping function 
following the award of the grant, is complex and requires a high level of administrative 
experience.  The Chief for the most part has undertaken this responsibility.   
 
In approving this reclassification now, the recruitment process may begin immediately 
and the new job title and associated duties would potentially create a different candidate 
pool than a recruitment for Administrative Secretary may attract.  Following the 
recruitment and interview process, we would hope to have an Executive Assistant on staff 
by late July, allowing for a transition period prior to the Chief’s Secretary’s anticipated 
retirement in August. 
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Fiscal Impact: 
 
There is no fiscal impact associated with changing the job title of this position.  It is 
recommended that the Executive Assistant to the Chief of Police remain at the same 
salary range as the Secretary to the Chief of Police.  During the last classification and 
compensation study, the Secretary to the Chief of Police was placed at the same salary 
range as the Secretary to the City Manager/Attorney, in recognition that these two 
positions are responsible for more complex and sensitive job duties than the departmental 
Administrative Secretary classification.  If the job title were not corrected, the City may 
not attract a competitive pool of candidates for this recruitment and may have to re-
advertise and incur additional costs. 
 
 
Submitted for Council Consideration:  Approved for Council Review: 
 
 
 
______________________________  ___________________________ 
Susan Zito, City Clerk/    John W. Driscoll, City Manager/ 
Human Resource Officer    City Attorney 
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