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, CITY OF CLARKESVILLE

GENERAL NATURE OF WORK

.This is responsible administrative and supervisory work in the maintenance of records and documents for the City Council and in receiving, accounting for, and disbursing all City funds. Work is performed under the general supervision of the City Manager. The employee directly supervises other clerical and accounting personnel. The City Clerk shall be appointed at the first regular Council meeting after election each year.

EXAMPLES OF WORK

* Attends all meetings of the City Council.

* Keeps correct and full minutes of the proceedings of City Council together with all ordinances and resolutions passed by it, in a properly indexed book or register kept for that purpose .

* Receives all applications or petitions made to the City and places them before the Mayor and City Council at the meeting of Council next succeeding the receipt thereof.

* Issues all licenses and keeps a record thereof, and all badges and permits authorized by the Council.

* Supervises the keeping of cemetery records.

* Sends out City tax notices; receives and records payments.

* Supervises the computation of time worked and wages due all City employees, supervises the preparation and issuance of City payroll checks and records on employees' leave and overtime worked.

* Serves as City Election Manager and voter Registrar.

* Supervises the work of clerical, accounting, and maintenance personnel.

* Is the custodian of the City seal and affixes its impression on documents whenever required.

* Carefully preserves the records and documents belonging to the City which are not assigned to the custody of some other office, and to maintain a proper index to all such records and documents so that ready access thereto and use thereof may be had.

* Sees to the publication of all notices, ordinances, or other documents required by law to be published.

* Prepares for the election officials all notices, ballots, and election supplies necessary in connection with municipal elections.

* Prepares and has custody of all municipal records required by law to be kept by the City and not by a specific officer.

* Receives all money due the City Council, including taxes, and pays out the same.

* Keeps a computerized record book of accounts showing all money received on behalf of the City and the source and deposition thereof, which record shall be open for

inspection by the public and City Council members.

* Maintains a uniform system of accounts and keeps such other records and accounts as may be required by statute or ordinance.

* Performs other related duties as required.

NECESSARY KNOWLEDGE, SKILLS AND ABILITIES

* Considerable knowledge of modern office practices and methods of receiving, depositing, and disbursing large amounts of money upon proper authorization.

* Considerable knowledge of the legal requirements related to the keeping and preserving of Council minutes and official records.

* Considerable knowledge of municipal laws, policies, codes and regulations.

* Ability to plan, lay out, assign, supervise and review the work of a clerical and accounting staff engaged in the performance of varied duties related to treasury management.

* Ability to establish and maintain effective working relationships with superiors, associates. subordinates and the general public.

* Ability to prepare clear and concise reports and to maintain minutes and important records efficiently and accurately.

* Ability to be bonded by a surety company.

DESIRABLE EDUCATION, TRAINING AND EXPERIENCE

* Graduation from a standard high school, supplemented by business college; considerable experience in progressively responsible clerical work and office management, preferably including public management, public contact, and supervisory experience;

OR

* An equivalent combination of training and experience.

