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Passport Clerk (Part-time)

	Department:
	City Clerk’s Office	
	Reports To:
	City Clerk
	Division:
	City Clerk’s Office	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	1	
	Revision Date:	
	1/7/2016


GENERAL STATEMENT OF JOB

Under the direction of the City Clerk, this position performs specialized clerical work offering passport services by processing and validating passport applications on behalf of the United States Department of State, while collaborating with the City Clerk’s Office.

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.  

Receives and processes applications for United States passports.
Processes passport applications, including reviewing forms, proof of citizenship, and other controlled records and supplies;
Reviews information on applications to determine eligibility according to federal laws and the U.S. Department of State’s policies;
Queries applicants to obtain additional or clarifying data;
Answers questions of individuals concerning passport applications and related services;
Provides digital passport photos which meet the requirements of the U.S. Department of State;
Ensures the City’s passport records are complete, including yearly re-certifications, and maintains a positive working relationship with the U.S. Department of State staff;
Assists the Deputy City Clerk with filing, scanning and additional administrative functions for the City Clerk’s Office;
Establishes and maintains positive working relationships with the public, coworkers and other City employees using principles of exceptional customer service;
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:
Knowledge of the United States Passport regulations and policies;
Knowledge of general accounting;
Knowledge of passport photo requirements;
Knowledge of the various forms and processes required for a passport application.

Skills:
Strong interpersonal and communication skills;
Proficiency with MS Office Suite;
Strong written and verbal communication skills with the ability to effectively communicate and interact with all levels of the organization.
Ability to:
Ability to establish and maintain effective working relationships with other employees and the general public, including children;
Ability to exercise tact and discretion in contact with City employees and the public, and in handling confidential information;
Ability to understand and follow oral and written instructions;
Ability to effectively provide positive customer service.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

High School Diploma or equivalent.  Requires one (1) to three (3) years of experience in a high public contact clerical position; or an equivalent combination of training, education, or work experience that produces the knowledge, skills, and abilities to perform the essential duties and responsibilities of the position. 

Must obtain Acceptance Agent certification from U.S. Department of State Passport Services within first two weeks 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
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 20 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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