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(4.00)

Assistant City Manager
(2.00)
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(2.00)

Internal Auditor
(2.00)

Economic Development
(25.00)

● Business Outreach
● Real Property Management
● Special Projects
● Career Services

Public Information 
Officer
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MiSSion StAteMent

The City Manager’s Office is dedicated to the implementation of City Council policies through organizational 
leadership and management of City departments to ensure efficient and effective delivery of government services 
to strengthen communication and partnerships with all segments of the community, and to enhance the general 
fiscal health of the City through economic development activities that create quality jobs in Pasadena and support, 
retain, and attract businesses.

progrAM deSCription

The City Manager’s Office provides oversight and direction to all City departments to ensure they meet the needs of 
the community and are responsive to City Council Goals. Implementation of the City Council’s policies are regularly 
reviewed and monitored to ensure compliance. The City Manager’s Office provides timely legislative analysis on 
both state and federal bills that could impact the City’s local control or efforts to maintain local revenue generation.

The City Manager’s Office consists of three Divisions in addition to the overall administration of the City Manager’s 
Office: Internal Audit, Public Affairs, and Economic Development. The primary activities of each Division are as 
follows:

The Public Affairs Division supports City departments in the following activities: developing news releases, media 
advisories, outreach and marketing materials; coordinating press conferences; producing social media content 
and other timely information for residents, businesses, visitors, and the news media. Public Affairs responds daily 
to news media calls from television, print, radio, and online organizations for information and interviews, directs 
the City website and social media accounts, and supports the City’s overall community relations and outreach 
efforts. Public Affairs works closely with the City’s Operating Companies to help cross-coordinate news coverage and 
marketing, as well as the Pasadena Community Access Corporation (PCAC) to produce programming content seen on 
KPAS, the City’s government cable access television station. Further, Public Affairs manages staffing for the City Hall 
Rotunda Information Booth, conducts tours of City Hall, and publishes the citywide Pasadena in Focus newsletter.  

The Internal Audit Division directly oversees internal citywide audits of: City operations, programs, projects and 
contracts; compliance with administrative policies to evaluate risk management; internal controls effectiveness; 
and governance processes. The Internal Audit Division promotes good governance by evaluating internal controls, 
efficiency, and effectiveness through auditing the performance and financial integrity of departments. Internal 
Audit also receives and tracks complaints from the City’s Fraud Hotline, (626) 744-7448. Complaints can also be 
filed online and through the Citizen Service Center.

The Economic Development Division spurs and facilitates citywide economic development opportunities and strives 
to secure ongoing local investment that sustains a healthy job market, provides quality amenities, and creates 
stable tax revenues. These efforts involve regular contact with property owners, business representatives, local 
institutions, and residents. The Division has a real estate portfolio of over 450 properties and leases that are 
managed, negotiated, and maintained for various City departments, tenants, and other agencies. The Division also 
staffs the City Council’s Economic Development and Technology Committee and functions as the administrative 
agent for the Foothill Workforce Development Board (FWDB), a collaboration with five neighboring cities. The 
FWDB supports vocational training, work experience, counseling, case management and job placement assistance 
to economically disadvantaged youth, adults and laid-off workers.

depArtMentAL reLAtionSHip to CitY CounCiL goALS

The City Manager’s Office is responsible for implementation of all City Council Goals.
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FiSCAL YeAr 2021 ACCoMpLiSHMentS

Throughout FY 2021 the City Manager’s Office provided the leadership needed for the entire organization to address 
the City Council’s Strategic Plan and Goals. Specific highlights for which the Department was directly responsible 
include:

• Managed the development, approval and/or implementation of City Council policy initiatives and directives 
such as accessory dwelling units, short term rentals, and cannabis business regulations;

• Convened weekly meetings with Executive Leadership Team to ensure all department heads had access to 
feedback on City business and City Council initiatives;

• Provided leadership in response to the COVID-19 pandemic.  Immediately activated the EOC and held daily 
meetings with all department heads to ensure that essential services continued.  Worked with the Health Officer 
regarding orders that protected Pasadena residents, workers, and visitors.  Once developed, the city distributed 
and administered the Covid-19 vaccine doses for Pasadena residents.  Developed protection program for 
Pasadena renters who were experiencing financial difficulties.  Implemented a stimulus program to give back 
to our utility customers.  Established an alternative care facility in coordination with Huntington Hospital at 
the Pasadena Convention Center;

• Developed a fiscal strategy in response to rapidly declining revenues due to COVID-19 that allowed the city to 
continue to provide essential services and provided regular updates to the Finance Committee;

• Monitored State legislation on homelessness and affordable housing.  Took appropriate action to work with 
our legislators to communicate Pasadena’s priorities; 

• Successfully educated the community about the merits of Measure P: The Pasadena City Services Protection 
Measure which maintained the longstanding utility transfer to the General Fund which is approximately $18 
million; 

• Completed the annual citywide risk assessment;

• Completed an informal review of Water and Power Projects Billing processes;  

• Completed a time sensitive informal review of Construction and Demolition Deposits and oversaw the 
subsequent completion of a performance audit of this program;

• Provided training related to the fraud prevention policy and hotline at New Employee Orientation, New 
Supervisor training, and department staff meetings;

• Printed and distributed posters marketing the fraud hotline in city facilities; 

• Assisted the Public Information Officer with COVID-19 intergovernmental communications;

• Received a 2020 Exemplary Knighton Award from the Association of Local Government Auditors (ALGA) for the 
Cash Management Audit report;

• Sr. Internal Auditor appointed to the Board of Directors for the Association of Local Government Auditors 
(ALGA);

• The division completed the requirements and examinations to become Certified Fraud Examiners (CFE);

• Grew the City’s main Twitter account, @PasadenaGov, to 35,600 followers (11% increase from FY20); the City’s 
main Facebook account, @Cityofpasadena, to 14,700 followers (22% increase from FY20); and the City’s main 
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Instagram account, @Cityofpasadena, to more than 25,000 followers (92% increase from FY20);

• Earned over 6.3 million impressions on Twitter, over 2.6 million on Facebook, over 7.3 million on Instagram, 
and over 650,000 on Nextdoor;

• Continued to work closely with Pasadena Public Health, Huntington Hospital, and other key partners on 
COVID-19 outreach efforts, including development of video PSAs, web and social media content, and print 
materials;

• Oversaw the City’s 2020 census digital outreach efforts, which—despite the pandemic—helped achieve a 70.7% 
self-response rate, nearly matching Pasadena’s prior self-response rate during the 2010 census count;

• Spearheaded the #VoteCauseWeCan digital campaign to recognize the 100th anniversary of women’s right 
to vote, encourage women to register to vote, and educate residents on the various ways to vote in the 2020 
general election;

• Oversaw production and design of the City’s 2020 Annual Report;

• Contracted with Critical Mention for online and broadcast media monitoring;

• Published and mail delivered four issues of Pasadena In Focus, the City’s newsletter, to Pasadena households 
and the business community, reaching about 75,000 addresses per issue;

• Hosted COVID business outreach seminars for over 950 business representatives of Restaurants, Retail, Personal 
Care Providers, Office, Research & Manufacturing, Education, Medical/Dental, Cultural/Tourism Partners, and 
Fitness businesses in Pasadena; 

• Assembled and maintained a webpage of COVID-19 information for businesses. Information on the webpage 
includes business resilience resources, information for employers, and information for employees. For more 
information click here https://www.cityofpasadena.net/economicdevelopment/covid-19-business-resources/

• Published 38 COVID-19 business newsletters to keep the business community apprised of city, state and local 
developments with regards to business issues; 

• Managed a Small Business Relief Grant Program with 39 eligible businesses being awarded $10,000 grants 
totaling $390,000 to support payroll, lease obligations, and compliance with health protocols;

• Hosted 6 webinars in partnership with the Pasadena Small Business Development Center and Foothill Workforce 
Development Board for businesses and workers impacted by COVID-19;

• Oversaw the development of an ordinance that provides certain protections to hotel workers facing 
unemployment fluctuations due to restrictions imposed by stay at home orders;

• Oversaw the development of a temporary ordinance restricting commissions charged by third party delivery 
services as many restaurants shifted to online ordering and delivery to sustain their business operations;

• Assisted with administration of the State of California Great Plates Program and coordinated the participation 
of 22 Pasadena restaurants in the program; 

• Developed and executed the “We’re Open, Keep Us Open” Shop Local campaign. The campaign garnered over 
1,000,000 media impressions and over 75 businesses across the city participated in a planned social media 
takeover to increase awareness for the campaign;

• In partnership with the Pasadena Convention & Visitors Bureau launched Dine Pasadena, Shop Pasadena & 
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Connect Pasadena to support Pasadena’s businesses and cultural institutions. To date, those directories have 
had over 40,000 pageviews and received positive press from KPCC, NBC Los Angeles, Pasadena Now and other 
media outlets;

• Organized weekly check-in calls with business improvement districts, the Pasadena Chamber of Commerce, 
The Paseo, and the Pasadena Conventions & Visitors Bureau staff to discuss COVID impacts, solutions, and 
opportunities for the business community;

• Launched Legacy Business Program recognizing local businesses that have been operating within the city for 
50+ years; 

• Actively worked with 21 restaurants for the Great Plates delivery program for at risk seniors; 

• Managed a second business grant program which provided 59 micro-enterprises with $7,500 each in 
reimbursable grants. The program was funded with $425,000 of Federal Community Development Block Grant 
funds and $68,000 of funds from the Pasadena Community Foundation. The Foundation administered the 
program on behalf of the City;

• The Foothill Workforce Development Board (FWDB) projects service for more than 3,516 job seekers or 
unemployed workers via the One Stop Career Centers. The FWDB invested in educational partners to fund 
training and education for 375 individuals;

• The FWDB hosted 34 Recruitment Events to help employers fill their staffing needs which resulted in 59 direct 
hires;

• The FWDB provided layoff assistance to Pasadena businesses that experienced downsizing or closing, and which 
affected 10,128 employees;

• The FWDB continues to actively seek funding to relaunch the Entrepreneur Training with the goal of assisting 
aspiring entrepreneurs to start a business and create jobs in their communities’ post COVID-19;

• FWDB served 22 low-income youth through a year-round program to support high school completion, work 
readiness, skills development, and employment; and

• FWDB provided supportive service payment for basic needs to 312 individuals and their families who were 
impacted by COVID-19 layoffs or business closures, 551 families total received support service payments across 
all programs with a projection of an additional 100 families to be served by June 30, 2021.

FiSCAL YeAr 2022 Adopted Budget 

Operating Budget

The FY 2022 Adopted Budget of $10,825,203 is $2,676,945 less than the FY 2021 Revised Budget representing a 
19.8% decrease overall. 

personnel 

A total of 37.00 FTEs are included in the FY 2022 Adopted Budget. This includes 4 vacant positions in the Career 
Services Division and 1 in Economic Development. The Risk Manager position was eliminated in FY 2021, but 
has been added back to the City Manager’s office in FY 2022. The position will be funded evenly by the Workers’ 
Compensation Fund (506) and the General Liability Fund (507). The position has already been built into the FY 2022 
Operating Budget. 
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YeAr-oVer-YeAr Budget CHAngeS 

For FY 2022, the Department’s strategy is to maintain a flat budget as much as possible with the exception of a 
few general changes which include PERS, general liability, 1% COLA, and insurance coverage administered by the 
Budget Division. Compared to the FY 2021 Revised Budget, the Career Services Division has reduced the Personnel 
budget by approximately $1,772,418 and Services and Supplies budget by approximately $1,139,756. The budget 
decrease is a result of budget amendments in FY 2021 which added $3.6 million in new grant funding to Career 
Services. There is also an increase of approximately $18,450 in IS charges to the Economic Development Division, 
which was inadvertently excluded in FY 2021 when David Klug transferred to the City Manager’s department from 
Successor Agency.

In regards to revenue, the FY 2022 Adopted Budget is increasing by approximately $1.7 million in Fund 681, 
representing year 2 of carry forward Workforce Innovation and Opportunity Act (WIOA) funding for youth, adult, 
and dislocated workers programs in addition to regional planning efforts. 

Future outLooK

The City Manager’s Office will continue to manage City operations, ensure long-term planning for major capital 
reinvestment, facilitate the citywide distribution of public information, and ensure public services are provided 
efficiently, effectively, and with diligent oversight while furthering the City Council’s Strategic Plan and Goals. In 
FY 2022, a key focus of the City Manager’s Office is to be proactive and aid in the recovery of our local economy 
as a result of the Covid-19 pandemic. The City must continue to be strategic and fiscally prudent in any program 
expansions or additions. The City will continue to be responsive and communicative to our business and residential 
communities.
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SuMMArY tABLeS        
        

SuMMArY oF AppropriAtionS BY eXpenSe CAtegorY       

       (In Thousands)

expenditure Category
FY 2020 
 Actuals 

FY 2021 
  Adopted 

FY 2021 
 revised 

FY 2022 
  Adopted

Personnel $5,615  $5,870  $7,681  $6,182
Services & Supplies 1,735  3,392  5,271  4,081
Internal Service Charges 574  544  549  563
City Manager total 7,925  9,806  13,502  10,825
        

SuMMArY oF AppropriAtionS BY diViSion        

       (In Thousands)

division
FY 2020 
 Actuals 

FY 2021 
  Adopted 

FY 2021 
 revised 

FY 2022 
  Adopted

City Management-Admin. $2,722  $2,254  $2,501  $2,499
Economic Development Division 4,486  6,040  9,640  6,804
Northwest Programs 3  -  -  -
Public Affairs 714  721  776  726
Internal Audit -  791  585  797
City Manager total 7,925  9,806  13,502  10,825
        

SuMMArY oF AppropriAtionS BY Fund        

       (In Thousands)

Fund
FY 2020 
 Actuals 

FY 2021 
  Adopted 

FY 2021 
 revised 

FY 2022 
  Adopted

101 - General Fund $4,955  $5,673  $5,737  $5,764
105 - General Fund Projects Fund 16  -  -  -
106 - New Years Day Genl Fund Events 0  -  -  -
203 - Health Fund -  -  -  -
506 - Workers’ Compensation Fund -  -  -  104
507 - General Liability Fund -  -  -  104
681 - Workforce lnnov and Support Act 2,951  4,132  7,765  4,853
682 - Open Space Assessment District 3  -  -  -
City Manager total 7,925  9,806  13,502  10,825
        

SuMMArY oF Ftes BY diViSion        

        

division
FY 2020 

 Adopted 
FY 2021 

  Adopted 
FY 2021 
 revised 

FY 2022 
  Adopted

City Management-Admin. 11.00  7.00  7.00  8.00
Economic Development Division 29.00  25.00  25.00  25.00
Internal Audit -  2.00  2.00  2.00
Public Affairs 2.00  2.00  2.00  2.00
City Manager total 42.00  36.00  36.00  37.00


