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 TOCCOA, GEORGIA

JOB DESCRIPTION

JOB TITLE: CLERK OF COMMISSION

CITY CLERK DEPARTMENT

GENERAL STATEMENT OF JOB

Under general supervision, performs a wide variety of administrative duties in support of departmental and City activities. Serves as custodian of various City records and City seal. Registers voters and manages City elections. Reports to the Mayor.

Specific DUTIES AND RESPONSIBILITIES

ESSENTIAL JOB FUNCTIONS

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other duties may be required and assigned.

Attends City Commission meetings; takes and maintains minutes of meeting proceedings. 

Attests to the Mayor's signature on documents. 

Is responsible for the custody of the City seal and all official City records. 

Serves as co-signer of City checks in conjunction with the Finance Director. 

Is responsible for the custody of important public records such as contracts, deeds, agreements, and minutes. 

Serves as Archivist for the City. Assists with Tax Digest and collection of delinquent taxes; issues all executions for delinquent taxes. 

Issues City business licenses and calculates business license tax. 

Serves as Secretary to the Pension Committee, and sits as a permanent member on the committee. 

Serves as Chief Registrar and City Election Superintendent. 

Is responsible for managing City elections; registers citizens to vote. 

Is responsible for the custody of voting machines.

Prepares various records and reports such as meeting minutes, annexations, deeds, voting lists, business licenses, and delinquent statements.

Maintains cemetery records, sells cemetery lots, and issues permits for burial in city cemetery.

Some knowledge of carpentry and plumbing trades work. 

Some knowledge of basic masonry techniques. 

Ability to organize and supervise the work of others. 

Ability to understand, interpret and carry out oral and written instructions. 

Ability to give clear verbal instructions to public works employees. 

Ability to understand and interpret simple diagrams and drawings of assigned projects. 

Ability to maintain records of daily work assignments and projects.

Ability to establish and maintain effective working relationships with employees, other city staff and the general public.

OTHER REQUIREMENTS

Possession of a valid Georgia driver's license and a satisfactory Motor Vehicle Report (MVR).

Ability to drive and operate the department's assigned vehicles and equipment in a safe and efficient manner.

Ability to work in a variety of weather conditions for extended periods of time.

Must be available to respond to service needs or maintenance problems during evenings and on weekends.

Requirements included in this class specification are subject

to possible modification to reasonably accommodate

individuals with disabilities.

Manual Dexterity: Requires the ability to handle a variety of items, office equipment, control knobs, switches, etc. Must have the ability to use one hand for twisting motion or turning motion while coordinating other hand with different activities. Must have minimal levels of eye/hand/foot coordination.

Color Differentiation: May require the ability to discern color.

Interpersonal Temperament: Requires the ability to deal with and relate to people beyond giving and receiving instructions. Must be able to adapt and perform under minimal stress when confronted with an emergency.

Physical Communication: Requires the ability to talk, express, or exchange ideas by means of spoken words and/or hear and perceive nature of sounds by ear.

PERFORMANCE INDICATORS

Knowledge of  Job: Has knowledge of the practices, procedures, rules and regulations of the Department/Commission as they pertain to the specific duties of the job. Has knowledge of procedures involved in registering citizens to vote. Has knowledge of general office operations, functions and procedures. Is able to communicate in an effective manner with the City Manager and other officials. Has the ability to use independent judgment and discretion in the performance of duties. Is able to communicate in an effective and professional manner. Has the ability to compile, organize, prepare and maintain an assortment of records, minutes, reports, business licenses, and related information. Has comprehensive knowledge of legal terminology and business english. Knows how to estimate time, materials and supplies required to complete various routine activities. Knows hot to operate a variety of office equipment and machines such as a typewriter, computer, recording equipment, etc. Is able to offer assistance to City residents. Has good organizational, mathematical, administrative and human relations skills.

Quality of Work: Maintains high standards of accuracy in exercising duties and responsibilities. Exercises immediate remedial action to correct any quality deficiencies that occur in areas of responsibility. Maintains high quality communication and interface with all City departments and divisions, co-workers and customers, and the general public.

Quantity of Work: Maintains effective and efficient output of all duties and responsibilities as described under "Specific Duties and Responsibilities."

Dependability: Assumes responsibility for doing assigned work and for meeting deadlines. Completes assigned work on or before deadlines in accordance with directives, City policy, standards and prescribed procedures. Accepts accountability for meeting assigned responsibilities in the technical, human and conceptual areas.

Attendance: Attends work regularly and on time with a minimum of tardiness and absences and adheres to City policies and procedures regarding absences and tardiness. Provides adequate notice to higher management with respect to vacation time and time-off requests.

Initiative and Enthusiasm: Maintains an enthusiastic, self-reliant and self-starting approach to meet job responsibilities and accountabilities. Strives to anticipate work to be done and initiates proper and acceptable direction for the completion of work with a minimum of supervision and instruction.

Judgment: Exercises analytical judgments in areas of responsibility. Identifies problems or situations as they occur and specifies decision objectives. Identifies or assists in identifying alternative solutions to problems or situations. Implements decisions in accordance with prescribed and effective policies and procedures and with a minimum of errors. Seeks expert or experienced advice and researches problems, situations and alternatives before exercising judgment.

Cooperation: Accepts supervisory instruction and direction and strives to meet the goals and objectives of same. Questions such instruction and direction when clarification of results or consequences are justified, i.e., poor communications, variance with City policy or procedures, etc. Offers suggestions and recommendations to encourage and improve cooperation between all staff persons and departments within City.

Relationships with Others: Shares knowledge with managers, supervisors and staff for mutual and City benefit. Contributes to maintaining high morale among all City employees. Develops and maintains cooperative and courteous relationships with department employees, staffers and managers in other departments, representatives from organizations, customers, and the general public so as to maintain good will toward City and to project a good image. Tactfully and effectively handles requests, suggestions and complaints from other departments and persons in order to maintain good will within City. Emphasizes the importance of maintaining a positive image within City. Interfaces effectively with higher management, professionals, customers, and the general public.

Coordination of Work: Plans and organizes daily work routine. Establishes priorities for the completion of work in accordance with sound time-management methodology. Avoids duplication of effort. Estimates expected time of completion of elements of work and establishes a personal schedule accordingly. Attends meetings, planning sessions and discussions on time. Implements work activity in accordance with priorities and estimated schedules. Maintains a calendar for meetings, deadlines and events.

Safety and Housekeeping: Adheres to all safety and housekeeping standards established by City and various regulatory agencies. Sees that the standards are not violated. Maintains a clean and orderly workplace.
