DEPUTY CITY CLERK

NATURE OF WORK 





     Approved: 11/21/00
This is moderately complex work of a technical nature.  This position serves as a deputy position and will be required to fulfill some of the same duties as that of the City Clerk.  Position requires general clerical, typing, filing, secretarial and receptionist duties for the city.  Heavy public contact is involved in dealing with a wide variety of city matters. Other responsibilities include work with utility billing, accounts payable/receivable and bookkeeping/accounting.  Use of computers and modern technology are an integral part of the position. Work is performed under the general supervision of the City Clerk.

EXAMPLES OF WORK

Serves as an assistant secretary to the City Council.  Assists with the publication of notices for meetings, recording minutes, maintenance of records and other duties related to city ordinances and resolutions.

Assists with the maintenance of financial records, balancing and posting of daily receipts and disbursements; reconciles deposits and disbursements with computer output; prepares and enters adjusting entries.

Assists with checks invoices and bills, prepares vouchers and listing of accounts payable for council approval; produces checks; posts and balances accounts payable function.

Assists with checking time sheets and work tickets, distributes hours to appropriate pay categories for computer processing, assists with the payroll and related reports.

Serves as receptionist furnishing information, conducting routine transactions, receiving telephone calls, message taking; and acting as a cashier for city/utility payments.  Balances money daily and makes bank deposits.  Posts daily receipts for accounts receivable.

Prepares form letters, memoranda, reports, statements, card records and other data supplies by city departments.

Types letters, forms, reports and all other related needs in addition to operating various types of office equipment and computers.

Assists with the handling of all filing for the city.

Operates and maintains the utility billing system to include the updating of account information, estimated meter readings, new customer input, shut-off, notices, sales tax reports and any other related reporting.

Prepares and maintains fire/ambulance billing and accounting system.

Operates city two-way communication system and serves as relay when required for city maintenance personnel.

Assists with the scheduling and use of city buildings and bills/collects appropriate rental fees.  Notifies building maintenance personnel of building usage requirements.
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Responsible for city mailing and distribution system to include picking up the mail, distribution, and processing of all outgoing correspondence.

Data entry operator for city departments and assists other operators as may be required.

Prepares final copy of minutes, resolutions and ordinances.

Serves as alternate for the execution of city documents for the city with the mayor as may be required.

Assists with applications for and issuance of various municipal licenses and permits as authorized in city ordinances and council action.

Serves as an assistant secretary to any of the city's various boards, commissions and committees as may be required.

Serves in the Deputy Motor Vehicle Registrar's Office for the processing of motor vehicles, boat, trailer, and other similar such title transactions and assists with related reporting and bookkeeping functions as may be required.

Assists with the coordination and conduct of elections in the capacity of assistant election administrator; prepares ballots; receives filing for election; prepares for registration; prepares election judge roster and advises election officials as to duties; post and publishes notices; maintains election supplies and records.

May assist city manager with general city operations.

Performs other related work as required.

EDUCATION AND EXPERIENCE
A combination of education and experience equivalent to high school graduation and post-secondary training in office and secretarial practices with some background in bookkeeping/accounting and computer data processing; and one to three years of directly related experience.

KNOWLEDGE, SKILLS AND ABILITIES

Some knowledge of laws, rules and regulations applicable to municipal government.

Some knowledge of the principles and practices of governmental accounting or the ability to acquire such knowledge in a short period of time.

Knowledge of modern office practices, procedures, equipment and standard clerical techniques.

Considerable knowledge of English, spelling, punctuation and arithmetic.

Considerable skill and ability to maintain accurate record keeping systems.

Considerable ability to operate modern office equipment and computerized systems.

Considerable ability to follow oral and written instructions.

Ability in collecting money and maintaining accurate balances for bank deposits.

Considerable ability to prepare accurate and thorough reports.

Ability to establish and maintain effective working relationships with elected officials, department heads/supervisors, employees, public officials and the public.
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ACCOUNTABILITIES/CONDITIONS
Reports to:
 City Clerk

Work Direction: 
None

Work Coordination: 
Clerk/Secretary

Special Conditions:
 None

Physical Requirements:

Ability to sit in vehicle and office furniture.

            Ability to walk, stand, bend, squat, crawl, sit up and look up.

Ability to climb.

Ability to see/observe various activities related to job.

Ability to hear voices and radios.

Ability to lift/carry weight of 50 pounds or more.

F.L.S.A. Classification:
1. No Exemption Status

                                    2. Non-Supervisory

                                    3. Non-Exempt Overtime

Pay Equity Value Points: 169
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