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City Clerk

	
	The City Clerk Department is committed to pursuing excellence through trust, respect, caring, and by being accountable and responsible, by following 

these guiding principles:  

Provision of accessible legislative services to all, including the obligation to inform and notify the public.

Conducting all elections in an efficient and accurate manner and as mandated by law.

Recording and maintaining official City government documents in a manner that promotes security and ease of retrieval.


Key Contacts

Larry Herrera, City Clerk

333 W Ocean Boulevard, Plaza Level
Long Beach, CA  90802
Phone: (562) 570-6101

TDD:  (562) 570-6626
Fax: (562) 570-6789

www.longbeach.gov

The City Clerk Department is organized into three functional units:

Administration 

This unit is responsible for management and coordination of department operations related to: budgeting, accounting, payroll, human resources, employee development, internal communications, and City safety programs.  This unit coordinates the development of the annual budget, assists other managers regarding human resources, maintains the employee orientation and development program, supports development and monitoring of the department strategic plan, formulation of department policy, development of performance, and supervision of “front office” services;

Legislative 

Consistent with the provisions of California’s public meeting laws and the Public Records Act, this unit is responsible for the transparent presentation and retention of the City’s legislative histories that present and archive the laws, policies and decisions of the City Council and other public boards.  The unit assembles and distributes all documents related to the presentation and deliberations of policy and program issues as reported upon and recommended by the City Manager, City Attorney, City departments, and the public.

This unit is responsible for the preparation of agendas, posting and publishing public notices as required by law, recording of actions, acceptance of damage claims and subpoenas, and the retrieval of actions, reports and studies presented to the City Council and other assigned boards.  The unit administers the Citywide records retention and destruction program at on-site and off-site storage locations.

This unit also provides counter, telephone and Internet service to all residents seeking information (agendas, minutes and supporting reports) regarding City Council and assigned board deliberations as retained in the legislative information management system, the on-line City Charter and Municipal Code, and the FileNet image storage and retrieval system.  

Elections

This unit is responsible for the management and conduct of City, school district, and community college district elections comprising 23 elected offices and 220,000 registered voters.  Other responsibilities include: import and verification of voter registration data from the Los Angeles County Registrar, design and maintenance of precinct and district boundaries, identification and assessment of polling places, recruitment and training of elections officers, maintenance and testing of vote tally equipment, development and publishing of sample ballots and official ballots, distributions and processing absentee ballot applications and processing petitions.  The unit also manages candidate and campaign finance filings, statements of economic interest, and voter education and outreach programs.

Goal 1
Administration Bureau
	Priority
	Service/Program 

	1
	Public Counter - Develop a new front counter environment and operation to enhance public service.

	2
	Employee Development - Develop an employee orientation program, and performance measures policy.  Provide necessary training and resources to implement reclassification study recommendations.  Make available training/cross-training opportunities as new technology is implemented.

	3
	Department Policy - Develop a Department Employee Handbook to work in conjunction with the City policies and MOUs.


Goal 2
Legislative Bureau

	Priority
	Service/Program 

	1
	City Council Agenda Distribution/Copier System Enhancements – Continue to improve process of City Council agenda distribution including utilizing copier system enhancements (IKON Canon copier) to decrease the number of agenda packets and consolidate scanning functions related to document imaging and Intranet/internet publications.

	2
	Granicus Streaming Video System/Digital Minutes – Continue to utilize Granicus streaming video system to enable digital recording of City Council meetings and other committee meetings and provide CD-ROM copies of meeting proceedings.

	3
	Legislative Information Management System (LIMS) – Install and implement the selected LIMS system in accordance with the City Clerk Legislative Review Project (CCLRP) Findings and Recommendations Report for an effective and efficient LIMS system and archive process. 

	4
	Content Management – Working in conjunction with Civica Software and Technology Services, design and implement the new City Clerk content management web page format to improve delivery of City Clerk information and increase number of daily web page hits from approximately 2,000 to 3,000 per day and encourage feedback from customers to promote better customer service.

	5
	FileNet Document Imaging/Management System – Increase monthly number of scanned City Clerk documents to build a more extensive database to reduce the number of requests for retrieval/refilling of current documents from the Records Center (archival City Council meeting folders and minutes, ordinances, resolutions, contracts); enable City staff to conduct their own research as appropriate; enable customers to access backfile City Council meeting agenda items; and reduce costs related to staff time and copying.

	6
	Records Management Software Enhancements – In conjunction with implementation of the LIMS system, evaluate the related parameters of networking the Microfilm (Division) to the Records Center with purchase of records management software; and report writer software for records management forms.


Goal 3
Elections Bureau

	Priority
	Service/Program 

	1
	Voter Education - Development of a voter education program for the April and June 2004 elections and develop a polling place locator with map and photo on election web page.

	2
	Poll-Worker Training - Improve poll worker training by limiting number of participants per class and increasing number of classes.  Separate classes for inspectors, clerks, precinct coordinators, employees.  Develop a poll worker training program on steaming video.

	3
	Coordination of USPS Service - Work with USPS to ensure delivery and return of mail ballots and sample ballots on a timely basis.

	4
	Election Management Information System – Procurement and installation of a Windows based Elections Information System that provides support for the planning and administration of the following election functions: Voter Registration Management; Precinct and District Module, Street Inventories; Office/Incumbent and Candidate Processing; Polling Place and Polling Location Planning and Inventory and Payroll.


Administration Bureau

· Development and adoption of employee drafted department mission, vision and values statements.

· Completion of: organizational redesign plan, strategic plan, and career ladder job description reports.

· Conduct of regular City Clerk staff meetings for communication of Department and City policies.

· Completion of City Council interview and quarterly status reports regarding Department projects.

· Training of staff via continuing education, conferences and seminars related to: process mapping and problems solving, graphic design and layout, business writing, office productivity software use, City financial systems, records management technology, open meeting laws (Brown Act) and Public Records Act, poll worker procedures, campaign finance, Political Reform Act, and the California City Clerks Association annual and regional conferences.

· Conduct of Department informational presentations to three neighborhood associations and attendance at two community fairs.

· Purchase of new copier system to assist in the streamlining of the agenda process.

Legislative Bureau

· Conversion and reformatting of the City Council Agenda and summary minutes to an action summary format.

· Preparation of a report to the City Manager on streamlining of ABC License process and City Council meeting dates.

· Development and presentation of the City Clerk Legislative Review Project – Findings and Recommendation Report.

· Development, release and review of a Request for Proposal process for the procurement of a new legislative information management system.

· Launch of “digital minutes” and “new” copier technology bridge projects.

Elections Bureau

· Successful conduct of the November 2002 and June 2003 Special Elections.

· Placement of polling place location change notices and advertisements to facilitate voter awareness in finding voting location on Election Day.

· Presentation of the Municipal Elections Project to the Secretary of State.

· Posting of campaign finance filings on Internet consistent with adopted City Council address redaction policy.

· Installation of an On-Line Campaign Finance Filing Program for use beginning Janaury 2004.

· Implementation of Statements of Economic Interest filings for 13 City boards and commissions previously not required to report.

· Testing and evaluation of elections information management systems technology.

· Issuance of a Request for Proposal for possible implementation of modern voting systems technology.

· Use of GIS for precinct consolidation and verification of district boundaries and duplicate registrations.
· Switch from punch card ballots to Marksense-type ballots.
· Conduct of poll worker training in-house rather than outsourcing, with emphasis on provisional voting procedures and site check-in and assessment procedures.
Opportunities

Development and implementation of new organizational design, career ladders, and information systems that focus around the customer by leveraging the skills and abilities of a talented department staff.

Challenges

1. Maintaining and expanding service levels without historically filled positions of Assistant City Clerk.

2. Conducting a well-run 2004 election cycle while simultaneously installing a new legislative information system.

3. Successfully recruiting polling places and workers for the conduct of the 2004 elections.
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