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 Cairo

Job Description


Job Title:
City Clerk



Department:
City Clerk



Reports To:
City Manager

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned

· Prepares Departmental Budget and monitors expenditures

· Attends all council meetings and records and prepares minutes from city council meetings

· Acts as Municipal Court Clerk by attending all municipal court sessions and recording depositions of cases heard by judge

· Acts as Superintendent of Elections by supervising the city's general elections

· Maintains and updates city cemetery maps and types cemetery deeds

· Issues subpoenas and bench warrants

· Supervises accounts payable and receivable for General Government (Ad Valorem Taxes, Business Licenses' Municipal Court Fines and Bonds, Airport Hangar Rent, etc)

· Compiles and files documents with Department of Public Safety and Georgia Crime Information Center

· Assists in the collection of fees for taxes, court fines, business licenses, building permits etc

· Maintains annual and sick leave records for all employees

· Performs other duties as assigned

SUPERVISORY RESPONSIBILITES 

Directly supervises two employees.  Carries out supervisory responsibilities in accordance with city’s policies and applicable laws Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees, addressing complaints and resolving problems

POSITION REQUIREMEN TS

· Should have good knowledge of basic mathematics

· Should be able to establish and maintain an effective working relationship with co-workers

· Should have the ability to communicate effectively and in a courteous manner with the general public

· Should have good oral and written communication skills
· Should have thorough knowledge of and the ability to operate standard office machines

· Should be able to handle cashier duties with some basic computer knowledge and skills

· Should be proficient in general office duties such as filing and typing. Typing skills of at least 45 words per minute preferred

· Must have high school diploma or equivalent

· Should have at least 5 years previous experience in bookkeeping; with at least 3 years in a responsible supervisory capacity

· Must have certification as Certified Municipal Clerk

PHYSICAL REQUIREMENTS

These functions are required on either a constant, frequent or occasional basis (as indicated)

Constant - More than 90% or 7 hours or more per 8 hour day 

Frequent - 21 - 50% or 2.5 - 4 hours per 8 hour day 

Occasional - 0 - 20% or 1 - 2 hours per 8 hour day

Constant

Use of hands to fingers, handle, or feel; reading, writing, hearing, talking, sitting, seeing

(close vision, distant vision, color vision)

Frequent

Standing, walking, reaching with hands and arms, use of office equipment (telephone,

copier, computer, calculator, fax)

Occasional

Lifting up to 14 lbs, climbing stairs, bending, squatting, pushing, pulling,

WORK ENVIRONMENT: The environmental working conditions or this position will include inside work.  Moderate noise level. Mental stress or pressure of position is frequent.

