
 
RESOLUTION NO. 2025-24 

 
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
LOS ALAMITOS, CALIFORNIA, AMENDING THE 
MEMORANDUM OF UNDERSTANDING BETWEEN THE CITY 
OF LOS ALAMITOS AND THE CALIFORNIA TEAMSTERS 
LOCAL 911 ADOPTING JOB DESCRIPTIONS AND SALARY 
SCHEDULES FOR NEIGHBORHOOD PRESERVATION 
OFFICER AND MEDIA COORDINATOR 

 
WHEREAS, on November 15, 2021 the City of Los Alamitos City Council 

adopted Resolution 2021-23 approving the Memorandum of Understand (MOU) 
between the City of Los Alamitos and the California Teamsters Local 911; and, 

 
WHEREAS, on June 20, 2023, the City Council adopted Resolution 2023-06 

amending the MOU to increase vacation pay time; and,  
 
WHEREAS, on December 18, 2023, the City Council adopted Resolution 2023-

30 amending the MOU to remove the Management Analyst classification; and, 
WHEREAS, on July 22, 2024 the City Council adopted Resolution 2024-27 

amending the MOU to add job descriptions for the following full-time positions: Senior 
Planner, Senior Records Specialist, and Economic Development Coordinator and 
amended the Salary Schedule; and, 

 
WHEREAS, the City of Los Alamitos now desires to amend the MOU for 

California Teamsters 911 and replace the existing job description for Code Enforcement 
Officer with a new job description for Neighborhood Preservation Officer and add the 
new job description for Media Coordinator; and, 

 
WHEREAS, the City of Los Alamitos now desires to amend the Salary Schedule 

for Teamsters Local 911 by replacing Code Enforcement Officer with Neighborhood 
Preservation Officer and adding Media Coordinator classification. 

 
NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF LOS ALAMITOS 

DOES RESOLVE AS FOLLOWS: 
 

SECTION 1. The City Council of the City of Los Alamitos, California, finds that 
the above recitals are true and correct. 

 
SECTION 2. Section 2, Recognition, of the MOU, is hereby amended and 

restated to read as follows:  
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2.  RECOGNITION 
 
The City hereby recognizes TEAMSTERS as the exclusive representative of the 
employee representation unit consisting of the following classifications: 
 

Accountant  
Assistant Planner  
Associate Planner  
Code Enforcement Officer  
Department Secretary  
Finance Assistant  
Lead Foreman  
Maintenance Foreman  
Maintenance Worker 
Maintenance Worker I  
Media Coordinator 
Neighborhood Preservation Officer 
Planning Aide  
Receptionist Records  
Clerk Records Specialist  
Recreation Coordinator  
Secretary  
Senior Finance Assistant  
Senior Maintenance Worker 
Senior Planner 
Senior Records Specialist 
Economic Development Coordinator 

  
SECTION 3.  The City Council approves the job descriptions for Neighborhood 

Preservation Officer (Exhibit A) and Media Coordinator (Exhibit B). 
 
SECTION 4. The City Council amends and restates the California Teamsters 911 

Salary Schedule to include Neighborhood Preservation Officer and Media Coordinator 
effective August 18, 2025, attached hereto as (Exhibit C). 

 
SECTION 5. The City Clerk shall certify as to the adoption of this Resolution.  
 
PASSED, APPROVED, AND ADOPTED this 18th day of August, 2025. 

 
 
 

________________________________ 
   Shelley Hasselbrink, Mayor  
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ATTEST: 
 
 
______________________________ 
Windmera Quintanar, MMC, City Clerk 
 
 
 
APPROVED AS TO FORM: 
 
 
_______________________________ 
Michael S. Daudt, City Attorney 
 
 
 
STATE OF CALIFORNIA ) 
COUNTY OF ORANGE )  ss 
CITY OF LOS ALAMITOS ) 
 
I, Windmera Quintanar, MMC, City Clerk, of the City of Los Alamitos, do hereby certify 
that the foregoing Resolution was adopted at a regular meeting of the City Council held 
on the 18th day of August, 2025. by the following vote, to wit: 

 
AYES:  COUNCILMEMBERS: Doby, Nefulda, Hasselbrink, Loe  
NOES: COUNCILMEMBERS: None 
ABSENT: COUNCILMEMBERS: Hibard 
ABSTAIN: COUNCILMEMBERS: None 
 
 

         
 ________________________________________ 

                            Windmera Quintanar, MMC, City Clerk 
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EXHIBIT A 

CITY OF LOS ALAMITOS 
Job Description 

 
FULL-TIME NEIGHBORHOOD PRESERVATION OFFICER 

 
THE POSITION 
 
Under general direction of the Development Services Director and supervision of the Senior 
Neighborhood Preservation Officer, the Neighborhood Preservation Officer performs code 
enforcement activities; responds to zoning, residential, building, commercial and safety code 
violations; participates in the administration of field inspections and compiles reports related to 
the day-to-day operations; maintains accurate and complete case files; and performs related duties 
as required. 
 
ESSENTIAL JOB FUNCTIONS 
 
Duties may include, but are not limited to the following: Participates in the continuous 
improvement of administrative processes. Trains lower ranked staff. Reviews, monitors and 
applies municipal codes related to commercial and residential land use and property maintenance. 
Issues notices of violation and administrative citations with practical solutions to aid in effective 
and efficient abatement. Provides technical expertise, code interpretation assistance, advice on 
enforcement strategies on more complex incidents, and administrative matters. Assists staff and 
other departments with the interpretation and application of applicable ordinances. Responds in 
person or by letter to inquiries regarding complaints and investigations, either verbally or with the 
use of a personal computer or portable tablet. Explains to superiors the status of, or issues involved 
in, complaints or investigations. Participates in the investigation, preparation and presentation in 
cases for legal action. Responds to telephone and public counter inquiries concerning various code 
requirements, including egregious neglect of property maintenance concerns. Researches property 
records and maintains accurate records and prepares documentation for case prosecution. Consult 
with staff in other departments to resolve interdepartmental conflicts or concerns. Coordinate 
enforcement efforts with other City departments and outside agencies. Provide information and 
serve as liaison to representatives from state, federal and other local agencies. May represent the 
department in technical organizations and committees. Produces staff reports and studies. Meet 
with representatives of the community to explain functions, policies and operations and to mediate, 
resolve conflicts and/or respond to questions, clarify policies and regulations. Enforces the City’s 
Urban Forest Program and Parkway Tree Masterplan. Assists with department events and 
programs.  
 
QUALIFICATIONS 
 
The ideal candidate must possess any combination of education and/or experience such as 
graduation from a four (4) year college or university and three (3) years of increasingly responsible 
code enforcement experience or related field.   
 
Ability to obtain a valid Class C California Driver’s License by date of hire is required.  Valid 
required license shall be maintained.  Certified Code Enforcement Officer with California 
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EXHIBIT A 

Association of Code Enforcement Officers (CACEO) within six (6) months of hire. Successful 
Completion of a POST 832PC class required within six (6) months of hire 
 
KNOWLEDGE OF 
 
Principles and practices of code enforcement as it relates to municipal code restrictions; 
investigation techniques and practices; evidence collection and preservation; principles of land use 
planning; public speaking techniques; property owner rights, property descriptions, assessor's map 
systems; goals and functions of code enforcement; techniques and methodologies used in making 
and resolving difficult public contacts with individuals from diverse socio-economic and cultural 
backgrounds; research practices and techniques; technical report writing, written and verbal 
English grammar, spelling and construction, and photography  
 
GENERAL KNOWLEDGE OF 
 
State health and safety code; International Property Maintenance Code, principles and practices of 
office administration and supervision; Techniques of training and evaluation; Project and workload 
planning; Court room procedures; The principles of budget preparation in the public sector; 
Practices and methodologies of contract administration.    
 
ABILITY TO 
  
Provide attention to detail on work content, progression and final work products. Assists customers 
with a primary focus and intent to inform, resolve and gain trust. Provide influential leadership 
and affects positive change in the community. Plan, organize and engage in the performance of 
complex, technical work; Develop and implement goals and objectives; Evaluate and determine 
levels of achievement and performance; Learn, interpret, apply and explain applicable codes, 
regulations and policies; Identify and analyze administrative problems and implement operational 
changes; Develop and maintain cooperative working relationships with staff and customers; 
Determine and implement the appropriate course of action in stressful situations; Manage meetings 
effectively; Learn and apply City procedures, interviewing, investigative and safety techniques 
and practices; Accurately research property ownership and status; Work independently; Analyze 
and evaluate observations and information in relationship to applicable codes and regulations; 
Communicate effectively both verbally and in writing with individuals from a variety of 
socioeconomic and cultural backgrounds; Use a personal computer in the composing and editing 
of written management and technical reports. 
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EXHIBIT B 

CITY OF LOS ALAMITOS 
Job Description 

 
MEDIA COORDINATOR 

 
THE POSITION 
Under the general supervision of the Director of Development Services or their designee, 
the Media Coordinator serves as the department’s creative and technical lead for 
multimedia communications. This dynamic position develops and manages content 
across multiple platforms, including the City website, social media channels, video 
broadcasts, digital signage, and printed materials. The Media Coordinator integrates 
graphic design, marketing, video production, public information, and branding to support 
community engagement and public outreach initiatives. The position plays a key role in 
elevating the City and Department image, enhancing accessibility, and supporting 
strategic communications across departments and the public. 
 
ESSENTIAL JOB FUNCTIONS 
Under general direction, the Media Coordinator is required to perform the following 
essential job functions: 
 

• Plan, design, and produce multimedia content for the City’s website, social media 
platforms, newsletters, cable television, and printed materials. 

• Regularly update and maintain the City website, ensuring timely and accessible 
content that aligns with City branding. 

• Manage and develop engaging content for official social media accounts; monitor 
engagement metrics and respond appropriately to public inquiries. 

• Coordinate pre-to-post-production of video content including scripting, filming, 
editing, voice-overs, graphics, and closed captioning. 

• Create professional designs and layouts for flyers, brochures, posters, signage, 
presentations, certificates, maps, and promotional campaigns. 

• Photograph and video-record City events, programs, and facilities; manage the 
City’s library of digital assets, including images, video clips, and archived 
graphics. 

• Oversee branding consistency and visual standards across all City departments 
and platforms. 

• Provide guidance and support to departments in developing marketing and 
communication materials. 

• Assist in public outreach campaigns and strategic communication plans in 
coordination with City leadership. 

• Stay current with trends in web design, digital media, and social media best 
practices. 

• Train and support internal staff in the use of communications tools, website CMS 
platforms, and style guides. 

• Monitor, evaluate, and report analytics related to communication effectiveness, 
website usage, and social media performance. 
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EXHIBIT B 

• Coordinate with outside vendors for print, media production, and digital service 
needs. 

• Maintain an organized inventory of media equipment and supplies; troubleshoot 
and maintain production gear. 

• Perform related duties as assigned. 
 
DESIRABLE KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of:  
 

• Principles of web design. 
• Modern graphic design techniques and tools, including Canva and Adobe 

Creative Suite (Photoshop, Illustrator, InDesign, Premiere Pro, After Effects). 
• Social media marketing, analytics, and content strategies. 
• Video and audio production, including filming, lighting, editing, post-production 

workflows, and livestreaming. 
• Public outreach practices, branding, and municipal communications. 
• Layout design, and digital composition. 
• Digital and print publishing, formatting for newsletters, and promotional 

collateral. 
• Office software such as Microsoft 365 and collaboration platforms. 

 
Ability to: 
 

• Develop strategic, creative content tailored to multiple audiences and platforms. 
• Design and produce polished digital and print graphics for public consumption. 
• Write clearly and effectively for web, social media, and promotional materials. 
• Manage multiple projects, meet deadlines, and adapt priorities under pressure. 
• Troubleshoot and maintain basic audio-visual and IT hardware/software. 
• Analyze engagement and performance data and prepare related reports. 
• Provide guidance and training internal stakeholders on visual and digital 

standards. 
• Work collaboratively with a wide range of staff, vendors, and community 

members. 
• Represent the City with professionalism and clarity in public meetings and 

community events. 
• Work evenings and weekends as needed to support meetings or community 

events. 
• Safely lift and operate production and A/V equipment (up to 50 lbs). 

 
DESIRABLE EXPERIENCE AND TRAINING 
Any combination of training and experience that would provide the required knowledge, 
skills, and abilities is qualifying. A typical way to obtain the required qualifications 
would be: 
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EXHIBIT B 

Education: 
Graduation from an accredited college or university with major coursework in 
communications, digital media, public relations, graphic design, journalism, marketing, 
or a related field. 
 
Experience: 
Three (3) years of increasingly responsible professional experience in multimedia content 
creation, web design, video production, graphic arts, or public relations. One (1) year 
experience in a municipal or government setting. 
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