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 CLERK

GENERAL STATEMENT OF DUTIES:

Performs clerical functions for the City Council and assists the City's Finance Director as a Financial Advisor with supervisory duties as it relates to accounting staff. Duties, related to City clerical functions, are performed under the general supervision of the City Manager. Duties, related to finance and accounting functions, are performed under the general supervision of the Finance Director.

Examples of Work

The following examples are illustrative of the duties assigned to this class title. No attempt is made to be exhaustive in this listing.

· Executes all legal and ordinary documents on behalf of the City when Clerk's signature is required. - Annexation procedures.

· Serves as clerk to the City Council.

· Maintains records of procedures, minutes, ordinances 

· Maintains city charter and code.

· Maintains a complete set of laws, ordinances, standards and codes adopted and enforced by the City.

· Prepare supplements to the City Code of Ordinances and Charter.

· Superintendent of all City Elections.

· Performs all other duties as specified in the City Code of Ordinances and -Charter.

· Performs other related work as required by the City Council, City Manager and City Finance Director.

Knowledge. Skills and Abilities

Knowledge of city charter and code and state and federal laws governing municipal operations. Skill in operating a computer, calculator, electronic cash register, and recording devices. Skills in oral communication, interpersonal relations and writing. Considerable knowledge of legal requirements relating to the preservation of official records. Ability to plan, assign, supervise and review the work of a clerical staff in the performance of varied duties. Ability to prepare clear and concise reports and to maintain minutes and important records efficiently and accurately Ability to establish and maintain effective working relationships with employees, officials and the general public.

Training and Experience

Municipal experience involving laws and ordinances, legislative procedures and graduation from an accredited college or university with major course work in Municipal Administration or a related field, or any equivalent combination of experience and training which provides the required knowledge, skills and abilities acceptable to Mayor and City Council
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