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Licensing and Records Clerk

	Department:
	City Clerk’s Office	
	Reports To:
	City Clerk
	Division:
	City Clerk’s Office	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	2	
	Revision Date:	
	2/19/2016


GENERAL STATEMENT OF JOB

This is a full-time position, reporting to the City Clerk.  The Licensing Clerk will assist the City Clerk in the functions of the City Clerk’s office and will be responsible for Licensing Administration for the City.

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.  

Assists the City Clerk and Deputy City Clerk in performing the day-to-day functions of the City Clerk's office.
Serves as the Secretary to the Liquor Licensing Authority (Hearing Officer), sets and prepares Liquor Licensing Authority agendas and assembles packets for Authority meetings.
Licensing Administration (Liquor, Pawnbroker and Massage)
Assists licensees and applicants in all aspects of the licensing process.
Prepares administrative applications for approval by the City Clerk.
Meets with license applicants, reviewing numerous and varied legal documents related to the initial license as well as changes to existing licenses.
Conveys City and State laws and regulations to applicants.
Creates and maintains licensee files.
Maintains and updates local licensing forms.
Answers detailed questions regarding Special Event Liquor Permits by qualified non-profit agencies and use restriction exemptions for alcohol possession in Centennial Center Park.
Maintains current certification from the US Department of State as a Passport Acceptance Agent and receives and processes applications, including reviewing forms, proof of citizenship taking photos and collecting fees for United States passports.
Responds to general questions regarding City Council, elections, citizen inquiries, and inquiries from other government entities.
Assists the Deputy City Clerk with records management including scanning, filing and administration of the electronic document management systems of the City.
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

Ability to understand, interpret and communicate State and City liquor, massage parlor and pawnbroker codes.
Ability to use discretion and maintain confidentiality and integrity of data.
Advanced knowledge of Microsoft Office preferred.
Experience working in an environment with strong emphasis on customer service.
Ability to work as a team player.
Ability to effectively communicate verbally and in writing with a variety of stakeholders including applicants, City staff, board members and others.
Ability to handle shifting priorities, is self-directed and meets deadlines on a consistent basis.
Ability to develop effective working relationships with both internal and external customers.
Ability to communicate effectively with city attorney, sheriff’s office personnel and outside attorneys.
Ability to transport oneself to off-site locations.
May be able to attend night meetings as needed.
Follow oral and written instructions and exercise independence and judgment in applying and following established procedures and in meeting deadlines.
Handle multiple projects simultaneously and use good judgment in prioritizing work assignments.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

High School Graduate or GED and/or any combination of training, education and experience equivalent to five years of experience in a responsible administrative capacity with a City Clerk's Office, Licensing, or closely related area.

SPECIAL REQUIREMENTS

Must obtain Notary designation and adhere to requirements.
Must obtain Acceptance Agent certification from U.S. Department of State Passport Services within first month of employment. 

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

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

Physical Demands
[bookmark: _GoBack]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
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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