
[image: ]

City Clerk

	Department:
	City Clerk’s Office	
	Reports To:
	City Manager
	Division:
	City Clerk’s Office	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	15	
	Revision Date:	
	6/1/2015


GENERAL STATEMENT OF JOB

Under the general supervision of the City Manager, performs a wide variety of technical and specialized administrative duties involving the overall responsibility for management of the City Clerk’s Office. Duties include maintenance and management of municipal records, actions of the City Council, coordination and conduct of City elections, liquor, pawnbroker and massage parlor licensing, and management of City Clerk’s Office staff.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Manages and performs the day-to-day functions of the City Clerk's office.
Attends City Council meetings and workshops to take and transcribe minutes, audio streaming of meetings, and operation of technology needed to run meetings effectively such as voting and recording systems. 
Manages the scheduling of all City Council Meetings, oversees the scheduling of City Council agendas, coordinates with staff the scheduling of agenda items and packet materials, and distributes agendas and packet materials to Council and publishes on City’s website to the Public.
Administers and coordinates the citywide records management program in compliance with State statutes and develops innovative approaches for records management, including electronic records management and storage, records retention schedules and training programs for the City Clerk’s office and City staff, along with coordinating open records requests from the public.
Conducts research by gathering data from various sources and prepares reports and compilations; resolves discrepancies in records and reports and follows up as necessary.   
Prepares the City Clerk’s Office budget and administration; prepares cost estimates for budget recommendations; assists in monitoring and controlling expenditures, directs the forecast of funds needed for staffing, equipment, materials, services, and supplies.
Administers the City’s election process.
Maintains the Campaign Finance Reports filed for Political Committees as required by Fair Campaign Practices Act and Centennial Municipal Code.  
Serves as the Chair of the Election Commission and sets agendas and packets for Commission meetings.
Maintains City election records.
Supervises the liquor licensing, massage parlor licensing and pawnbroker licensing administration in accordance with City and State laws.
Interprets policies, procedures, codes and ordinances and provides oral and written information to staff and the general public.
Measures and evaluates work performance of City Clerk staff, assigns schedules, develops training and work procedure guidelines, prioritizes workloads and delegates essential tasks.
Directs and coordinates staff responses for general questions regarding City Council meetings and agendas, election procedures, citizen inquiries, candidate committee requests and inquiries from other government entities.
Recruits and retains qualified staff at all departmental levels, consistent with applicable laws and regulations.
Establishes and maintains a working environment conducive to positive morale, individual style, quality, creativity, and teamwork.
Supervises and coordinates the activities of staff including training, scheduling, hiring decisions, and written performance evaluations; works with employees to correct deficiencies.
Develops, implements, and oversees a department work plan; organizing, prioritizing, and assigning work activities, projects, and programs; monitoring work flow; reviewing and evaluating work products, methods and procedures.
Develops, directs, and coordinates the implementation of goals, objectives, policies, procedures, and work standards for the department.
Writes and reviews City Council Reports.
Prepares and delivers public presentations before City Council.
Performs other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
Laws and regulations pertaining to municipal elections, liquor licensing, open meetings and legal notice requirements and all other general areas covered by the City Clerk's Office.
Colorado Open Records Act.
Budgetary processes, personal computer software applications, office supervision and office administration.
The use of word processing, data management and other office equipment is essential.
Research techniques and methods of report presentation.
Records Management principles and Electronic Document Management systems and solutions.
Principles and practices of municipal administration and pertinent Federal, State and Local laws, codes and regulations.
Microsoft Office Professional 2013 - MSWord, Excel, Access, Outlook and PowerPoint.
Modern office practices and procedures.

Skills
Skill in compiling, evaluating, and presenting City information; in problem-solving and negotiating; and in policy analysis and research.
Excellent analytical and communication skills.
Excellent inter-personal and influencing skills at all levels.
Excellent spoken and written English, with strong oral and written communication skills that include the ability to communicate to a variety of audiences, using media and public presentation and representational skills.
Analysis & reporting.
Strong computer literacy; e.g. MS Office Suite; email; calendar; Internet.

Ability to:
Ability to develop and maintain productive relationships with elected officials, City staff, business leaders, advisory boards, the news media, and the general public.
Understanding the City's political environment and sensitivities; ability to function effectively within that environment.
Make mathematical calculations and draw logical conclusions.
Handle multiple projects simultaneously and use good judgment in prioritizing work assignments.
Proficiently perform computerized word processing, comprehension, summarizing and writing/editing
Supervise and coordinate the activities of the staff as assigned, including training, scheduling, hiring decisions, written performance evaluations and possible disciplinary actions.
Observe, review and check the work of staff members to ensure conformance to standards.
Exercise tact and diplomacy in contact with the general public, City Council, City staff and other government agencies.
Explain detailed and complicated policies, procedures and laws to staff, citizens and prospective candidates for elective office.
Exercise good judgment in organizing records, researching and compiling written reports, statistical computations, cost analyses and general correspondence, respecting the public and sensitive information.
Follow oral and written instructions and exercise independence and judgment in applying and following established procedures and in meeting deadlines.
Learn job-related skills both on-the-job and/or classroom training relating to the election process and record-keeping requirements and apply the knowledge in a fair and unbiased manner.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Requires a Certified Municipal Clerk Certification. 
Bachelor’s Degree preferred. 
Seven (7) years of demonstrable experience in an administrative capacity in a City Clerk’s Office.
Requires an equivalent combination of education, training, or work experience that produces the knowledge, skills, and abilities to perform the essential duties and responsibilities of the position.
Demonstrated experience in producing innovative projects and reports. 
Proven experience in management of staff, records management, municipal elections, campaign finance, or closely related areas.
Willingness to travel when necessary.
Demonstrated extensive experience in professional roles in public sector or related fields and the ability to manage high level and multiyear projects.
Demonstrated management skills and experience.
Demonstrated high-level skills and detailed technical knowledge resulting in an integrated approach to management of City Clerk’s Office. 


REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 40 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
[bookmark: _GoBack]Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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