CITY OF SHORELINE

DEPUTY CITY CLERK
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
To perform a variety of administrative and legislative duties in support of the City Clerk including the implementation of a City-wide records management program; and to serve as the City Clerk in the absence of same.

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from the City Clerk.

ESSENTIAL FUNCTION STATEMENTS   Essential responsibilities and duties may include, but are not limited to, the following:
Essential Functions:
1.
Implement and oversee the City's official records management program including tracking and retrieval systems for all legislative documents, contracts, inter-local agreements, deeds and ease​ments.

2.
Provide analysis and guidance in the organization, tracking, retention and archiving of all departmental records; administer vital records program and assure implementation of a uniform system.

3.
Perform administrative and legislative duties in support of the City Clerk; review City Council packet materials; prepare legislation for signature; prepare various meeting materials including informational notebooks; participate in special projects as assigned.

4.
Coordinate information for public posting in accordance with the Open Public Meetings Act and various State laws; prepare and publish legal notices and ordinance summaries; verify receipt and accuracy of affidavits of publication.

5.
Respond to citizen requests and inquiries regarding ordinances, Council actions and other pertinent information; research information as requested.

6.
Serve as City Clerk in the absence of same, including attending City Council meetings and preparing the agenda packet.

7.
Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:
Operational characteristics, services and activities of a City Clerk's office.

Principles and practices of records management including records retention laws, records tracking and archiving.

General local government practices and parliamentary proce​dures.

Business English, spelling and arithmetic.

Modern office procedures, methods and computer equipment.

Pertinent Federal, State and local laws, codes and regulations.

Ability to:
Participate in the operations, services and activities of the City Clerk's office.

Develop and administer an efficient records management system.

Develop procedures and practices regarding information dissemina​tion.

Act on behalf of the City Clerk.

Interpret and apply Federal, State and local policies, laws and regulations.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Maintain physical condition appropriate to the performance of assigned duties and responsibilities.

Experience and Training Guidelines
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:

Three years of increasingly responsible administra​tive experi​ence in records manage​ment or a related field, preferably in a city clerk's office.


Training:

Equivalent to a bachelor's degree from an accredited college or university with major course work in public administration, or a related field.


License or Certificate:

Possession of, or ability to obtain, an appropriate, valid Municipal Clerk Certification.

WORKING CONDITIONS
Environmental Conditions:

Office environment, exposure to computer screens.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for sitting for prolonged periods of time; extensive use of computer keyboard; extensive communication with the public and City staff.

PRIVATE 
Note:
1.
Any combination of education and experience may be substituted, so long as it provides the desired skills, knowledge and abilities to perform the essential functions of the job.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  However, some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

3.
While requirements may be representative of minimum levels of knowledge, skills and abilities to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

4.
This job description in no way implies that these are the only duties to be performed.  Employees occupying the position will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

I have read and understand this class description.

PRIVATE 
Signature

Date

