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Interested individuals should apply with a cover letter which 

includes a statement on why you are interested in working 

for the City of Doraville in the City Clerk position and a de-

tailed resume.      

Please send your applicant packet (letter and resume) to:      

regina.gates@doravillega.us. 

Applicants will be screened on an ongoing basis as resumes 

are received.  It is anticipated that teleconference interviews 

may be held, with in-person interviews of the finalists occur-

ring shortly thereafter.   

The City of Doraville will conduct a Criminal Records Check, 

Previous Employers and Reference Check and Verify Educa-

tion Achievements. 

The City is a drug free work environment; therefore, poten-

tial employees will be tested for illegal drugs. 

COME BE PART  

OF THE  TEAM 

 

Executive Recruitment for City Clerk 
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Doraville Facts 

 
 Located approximately 14 miles north-

east of downtown Atlanta and a little 
northeast of Buckhead the ninth wealthi-
est zip code in the United States per 
Forbes Magazine. The City of Doraville is 
a place of enormous potential and is on 
the cusp of greatness.  Third Rail Studios 
recently opened on the old General Mo-
tors’ plant site and is very busy.   

 
 Doraville is a livable, walkable communi-

ty with a small town’s cohesiveness while 
being part of one of the country’s prem-
ier metropolitan areas.  

 
 It is ethnically diverse and cherishes its 

multicultural character with populations 
from Asian / Pacific and Latin countries.  

 
 The City’s current population is 10,501, 

per the 2016 Census.  The median age in 
Doraville is 31.8 years old.  The median 
income is $42,482. 

 Doraville is one of thirteen cities in DeK-
alb County. In 2013, Doraville went from 
the strong mayor form of government to 
the council-city manager form. The City 
Council is composed of the Mayor and six 
Council Members.    

 
 Many City services are augmented with 

or wholly provided by contracted service 
providers.  The City is very lean in terms 
of staff, and employees are professional 
and excel at multi-tasking. They are dedi-
cated and serious about their work.  

 
 The new City Clerk will find Doraville to 

be a team-oriented environment, with 
innovative executive staff and a good 
place to work and contribute your talents 
to the public. 

 

 

 

 

 

 

 

 

 

 

 

 

Dear Potential Applicant: 

     The City of Doraville, Georgia is pleased to announce the 

recruitment and selection process for City Clerk. This bro-

chure provides background information on the City and our 

organization, as well as the requirements and expected quali-

fications for the position.  We want all applicants to know 

about the City, as we learn about you. 

     Doraville is a good place to work, reach your career goals 

and provide your talents in the furtherance of public service.  

Doraville truly believes that human capital is our most valua-

ble asset and we strive to make it wherein employer and em-

ployee alike mutually gain from our employment partner-

ship. Each employee is part of the whole! 

     Continuous recruitment will occur until this position is 

filled.   

     Interested individuals should apply with a cover letter 

which includes a statement on why you are interested in 

working for the City of Doraville in this position and a de-

tailed resume.      

     Please send your applicant packet (letter and resume) to:      

regina.gates@doravillega.us. 

 

Sincerely, 

Regina V.K. Williams-Gates 

Regina V.K. Williams-Gates 

City Manager 

 

 

 

 

 

THE IDEAL CANDIDATE 

The City Clerk is appointed by the City Man-
ager; and confirmed by the City Council.  The 
City Manager is looking for an experienced 
professional who is committed to state-of-the
-art records management, a leader and has 
integrity.  The individual will have a high de-
gree of energy and be of strong character.   

The City Clerk serves as the City Election Su-
pervisor. It will be important that the individ-
ual works effectively with the Mayor and City 
Council and City staff. The City Clerk serves as 
the official custodian of records and responds 
to Open Records Act requests. It is critical 
that the City Clerk leads the way to accom-
plishing the City’s continuous goal of trans-
parency. 

The City Clerk will be intelligent, upbeat, 
friendly, organized, positive,  and progressive 
- - someone with a “can do” attitude and is 
visionary, yet practical. The individual must 
be able to set priorities and meet deadlines. 
The City Clerk will be analytical and always 
looking for better, more efficient and more 
effective ways to make the City better, as well 
as make improvements to the City’s process-
es, procedures, and outcomes.  

The next City Clerk will have excellent com-
munications skills, both verbal and written.   
The City Clerk will be a problem solver, ap-
proachable, always striving to foresee any 
issues before they become problems and to 
recommend steps to avoid them.  

The staff is small, so the next City Clerk must 
be hardworking and be involved - ready and 
willing to perform work at multiple levels, but 
not be a micro-manager.  

 

POSITION REQUIREMENTS 

The position requires a combination of both education and relevant expe-
rience. Needed is a Bachelor’s degree from an accredited college in public 
administration, business administration, public policy, political science, or 
related discipline. Also required is at least five years of increasing respon-
sible administrative or legislative assistant or paralegal experience, of 
which two to three years must have been in a management position with 
a municipal, county, or state government agency. The City will consider 
an equivalency of a mix of the education and experience. Be a Certified 
City Clerk or the ability to obtain designation within two years of employ-
ment.   

 

COMPENSATION 

The City of Doraville offers a competitive salary and benefits for a very 
good total compensation package. Salary within the established pay 
range is dependent on training and experience.  

 

RESIDENCY 

Residency is not required. However, the community offers a variety of 
housing opportunities and encourages staff to reside within the City or 
close proximity. 

 

CONFIDENTIALITY 

Resumes and Applications will be treated as confidential until at least the 
final steps of the screening process.  Prior to reference checks and any 
public announcement of finalists, no disclosure will be made of an individ-
ual’s candidacy.  

 

The City of Doraville is an EQUAL OPPORTUNITY EMPLOYER, and does not dis-
criminate against employees or applicants for employment on account of race, 
color, religion, gender, age, national origin, genetic information, handicap, sex-
ual orientation, sexual preference, gender identity or expression, or political 
affiliation.  
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