DISCLAIMER

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.
CITY of KENNESAW

Job Description

Position:  Asst. City Clerk 





Department:
M & C
Responsible to:  City Clerk

Pay Grade:  33

GENERAL NATURE OF WORK

The purpose of this position is to provide a variety of functions including administrative and clerical support to the City Clerk, and the Mayor and City Council.  Responds to citizen inquiries; assist as necessary in preparation of Mayor and Council schedules and making travel arrangements, attending meetings and assisting in maintaining the records   for the City.  Works is performed under the general supervision of the City Clerk.

EXAMPLES OF WORK

· Prepare the Pre-agenda and Agenda for all scheduled City Council Meetings, including maintaining notebooks and binding of books for City Clerk and Council 

· Attend pre-agenda and council meetings as required in the absence of the City Clerk

· Signs and executes documents in the absence of the City Clerk as authorized by the Mayor & Council 

· Assist in preparation of annual budgets as necessary 

· Approves purchase orders and various bills for issuance and payment, in absence of City Clerk  

· Verify and distribute ads in Marietta Daily Journal for all departments as required

· Assist with preparing and submitting agenda items as needed

· Provide backup to other departments as needed

· Sort, copy and distribute faxes/mail for City Clerk, City Manager and Mayor and Council

· Maintains event/meeting calendar for Mayor and Council and schedules use of Council Chambers

· Assist with preparation of legal ads for newspaper regarding bids, road closings, public hearing notices, meetings etc. including posting of all notices for compliance of Open Records and Open Meeting Acts.  Posts notices, agendas and minutes to the website.

· Assist to ensure all information is available to the public in compliance with Open Records and Open Meeting Acts

· Assist City Clerk with general and special elections as needed

· Assisting with updates or changes to ordinances as necessary, and in updates and distribution of changes to Code of Ordinances

· Assist with sales and accurate records for City Cemetery

· Assist in research and verification of contracts, agreements or city records as necessary

· Assist with the bid process including providing bid packets to the public, answering questions and providing follow-up and in keeping accurate records 

· Any other duties assigned to City Clerk in her absence

NECESSARY KNOWLEDGE, SKILLS AND ABILITIES

· Ability to ensure strict confidentiality in all matters in job performance as needed and required.

· Ability to establish and maintain effective working relationship with other employees and city officials. .  

· Ability to provide guidance, assistance, and/or interpretation to others regarding the application of procedures and standards to specific situations

· Ability to communicate effectively verbally and in writing. 

· Ability to adapt to city policies and procedures and to read and understand the City of Kennesaw Code of Ordinances.

· Knowledge of computers and common computer software, including but not limited to word processing, spreadsheets, and databases. 

· Have exceptional knowledge of business English, punctuation, spelling and business math; 

· Knowledge of modern office practices, procedures and equipment.

· Must be bondable

· Must have a valid state driver’s license or ability to obtain one with three months. 

· Must possess and maintain valid Notary Public Certification or the ability to obtain a Notary Public Certification within three months. 

WORK HOURS AND CONDITIONS

Regular attendance is a necessary job function required for this position.  Work hours are 8:00 am to 5:00 pm, Monday through Friday, with one hour off each day for lunch.  Early morning and evening work and attendance of meetings is required with some overtime. Attendance of City Clerk’s certification training shall be required periodically.

EDUCATION, TRAINING AND EXPERIENCE

High school graduate supplemented by three years of experience with general accounting and clerical background preferably in municipal government.  The equivalent combination of education, training and experience, which will provide the requisite knowledge, skills, and abilities for the position.  

ADA REQUIREMENTS:  The incumbent must have full use of upper and lower limbs with the capability to bend and stretch for filing of records.  Eyeglasses or corrective lenses may be worn, to provide normal 20-20 vision for the incumbent.  Hearing aids are also satisfactory.

