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Council Meeting: April 3, 2012 
 
 
SUBJECT:   RECRUITMENT PROCESS FOR CITY ATTORNEY 
 
 
BACKGROUND 
This report outlines the general parameters for the recruitment and selection 
process for a new City Attorney.  The City Council is asked to review and 
approve the established guidelines regarding the City Attorney selection process. 
 
The current City Attorney, David Kahn, announced his resignation from 
employment with the City of Sunnyvale on Monday, March 19, 2012.  In 
accordance with his employment contract, Mr. Kahn has provided sixty days 
advanced notice of his separation from employment.  Accordingly, it is necessary 
to begin an aggressive recruitment plan to obtain qualified applicants for the 
City Attorney vacancy.  The Human Resources Department has worked with the 
City Manager in developing a proposed recruitment plan for City Council 
consideration. 
 
EXISTING POLICY 
Section 900 of the Sunnyvale City Charter states, in part “the City Council shall 
appoint the City Attorney.  To become eligible for appointment as City Attorney, 
the appointee shall have been admitted to practice as an attorney at law before 
the Supreme Court of the State of California, and shall have been engaged in the 
practice of law for at least seven years prior to his/her appointment.” 
 
DISCUSSION 
Identified below is a recruitment plan to assist the City Council in the 
recruitment and selection process for a new City Attorney.  The outline was 
developed by City Manager and Human Resources Director with input from the 
Mayor. 
 
Request for Quotations:  The Request for Quotations was distributed to 
executive search firms the week of March 19, 2012 in order to have these 
available at the earliest possible opportunity.  We provided an RFQ to five firms 
that were identified by the City Manager and the Director of Human Resources.   
 
The deadline to receive the RFQ from the executive search firms is April 6, 2012. 
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Job Description:  Attached to this RTC is the current job description for the City 
Attorney classification.  It is recommended that we move forward with this job 
description to begin the recruitment process.  The minimum qualifications are 
identified in the City Charter and include the following: the appointee shall have 
been admitted to practice as an attorney at law before the Supreme Court of the 
State of California, and shall have been engaged in the practice of law for at least 
seven years prior to his/her appointment. 
 
Recruitment Brochure:  The Human Resources Department will collaborate with 
the Executive Search Firm to develop the recruitment brochure and approve the 
advertisement plan.  
 
Application Process:  Applicants will provide a cover letter, resume and 
references directly to the Executive Search Firm for initial screening.  The 
Executive Search firm will conduct the initial screening for minimum 
qualifications and best qualified, depending upon the total number of qualified 
applicants.  Then based on the depth of the pool of candidates, one of two 
courses of action will occur.  In one case, if the pool exceeds five to six 
candidates, the City Council will meet with the Executive Recruiter to determine 
which candidates will be referred to the panels for interviews.  In the other case, 
if the pool is limited to six or fewer candidates, they will be directly referred to 
the panels. 
 
Interview Process:  The selected candidates would be invited to participate in an 
interview process. The process could consist of two panels.   
 
Panel One:  Will consist of a City Council subcommittee.  
 
Panel Two:  Will consist of subject matter experts.  The subject matter experts 
will consist of local public sector attorneys in agencies. The panel will be 
assembled by the Human Resources staff under the direction of the City 
Manager. 
 
The Department of Human Resources will work with the City Council 
subcommittee in developing interview questions for Panel One.  The City 
Manager will work with the current City Attorney to develop questions for Panel 
Two.  Final candidates from the oral examination process will move forward for 
an interview with the entire City Council. 
 
Final Selection Interview:  The City Council would convene a closed session 
meeting to interview the final candidates as determined by the interview process 
with the two panels.  The City Council will have the opportunity to review all 
applications prior to this meeting.   
 
Interim Staffing:  The current City Attorney has made an outreach effort to the 
legal community to identify a potential interim City Attorney. After this effort,  
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there are two potential Interim City Attorneys that the City Council can select.  
One potential interim is an internal candidate and the second potential interim 
is an external candidate.  It is recommended that the City Council subcommittee 
meet with these two individuals to determine the best choice for the interim 
assignment. Should neither candidate be selected for the interim assignment, 
further outreach will be done.  Further, it is recommended that an interview 
take place quickly so that there is an overlap with the interim and current City 
Attorney. 
 
FISCAL IMPACT 
There is an increased fiscal impact associated with the recruitment and selection 
process for the new City Attorney.  Sufficient funds have not been included in 
the Human Resources Department budget to hire an Executive Recruitment 
Firm.  It is anticipated the process will cost $35,000 to $40,000.  An additional 
appropriation is anticipated to fund this search. 
 
PUBLIC CONTACT 
Public contact was made by posting the Council agenda on the City's official-
notice bulletin board outside City Hall, at the Sunnyvale Senior Center, 
Community Center and Department of Public Safety; and by making the agenda 
and report available at the Sunnyvale Public Library, the Office of the City Clerk 
and on the City's website.  
 
ALTERNATIVES 

1. Move forward with the recruitment and selection process for the City 
Attorney and the selection process of the interim City Attorney position as 
identified above. 

2. Move forward with the recruitment and selection process with 
modifications as identified by the City Council. 

 
RECOMMENDATION 
Staff recommends adoption of Alternative #1 and that the recruitment and 
selection process for a new City Attorney take place as identified above. 
 
Prepared by: 
 
 
Teri Silva, Director, Human Resources 
 
Approved by: 
 
 
Gary M. Luebbers 
City Manager 
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