
ADMINISTRATIVE SECRETARY/CITY CLERK
SALARY:  C $3,113.51 - $3,784.50 per month
REPORTS TO:  City Manager
DEFINITION:
Under direction of the City Manager, to perform a variety of complex secretarial, clerical and administrative support tasks for the City Manager Department, City Council, and Department Heads; to assist the City Manager in many areas of highly responsible and/or confidential administrative detailed tasks; and to perform related work as required.
POSITION CHARACTERISTICS:
The Administrative Secretary/City Clerk performs a wide variety of complex clerical, secretarial and administrative detailed duties.  The position interacts daily with the City Manager and assists the City Manager Department as instructed, needed or required; interacts with the City Council members to transmit, receive and relay information, to confirm appointments, or compose correspondence, etc. The position also communicates with officials of other agencies to receive and transmit information and coordinate schedules; works with great independence in meeting deadlines and work projects; works with confidential/privileged information.  Instructions given by supervisor generally do not provide all of the information needed to complete the assignment.  The individual is expected to resolve problems confronted through the application of good judgment and precedence and referring to the supervisor when it involves the establishment of new procedures or involves solutions which are inconsistent with city procedures and policies; and keeps the Supervisor informed of all such decisions or activities.
EXAMPLE OF DUTIES:
Coordinates the City Manager’s and City Council’s incoming correspondence, visitors and telephone calls with the availability of the City Manager and the City Council members, exercising considerable and good judgment in dissemination of information, making referrals to the appropriate authority and initiating and composing correspondence; researches and compiles confidential and other data for Staff and Officials; clerical support to management and department heads, operates copiers and related office equipment, makes hotel and travel arrangements for Staff and City Council; maintains city records, assist other departments as needed; and performs related work as required. 
CITY CLERK & CLERICAL DUTIES:
Under administrative direction to plan, organize and carry out all activities of the City Clerk. Provide information to the public as directed or required; provide notary services; understands City protocol; works with City Manager in developing the City Council, Housing Authority, Successor Agency and Public Financing Authority packets, Resolutions, Ordinances, Agreements, Contracts, etc.; assist the Finance Department in the issuing of Business Licenses, special taxes and special permits.  Perform legal duties (including but not limited to) elections, filing clerk for FPPC Conflict of Interest Forms, filing and posting public notices, maintain the City Council’s Minute Book and official City records as directed, needed or required.
KNOWLEDGE AND ABILITIES:
· municipal legislative proceedings
· records management
· budget preparation
· management and administration
· organization, time management and scheduling
· communications systems; records storage and duplication systems including the operation of computers
· public relations techniques
· election laws and open meeting laws (Ralph M. Brown Act); requirements for Fair Political Commission (FPPC) reporting and filing;
· contract and agreement processing
· structure, policies, procedures and functions of local, state and federal government; municipal, state and federal laws and codes related to the City Clerk functions
· Notary laws
SKILLS:
Plan, organize, and coordinate a variety of services, assignments, projects, elections and programs.  Research, comprehend and interpret legal documents and codes.  Interpret and provide technical advice and assistance to personnel.  Communicate proficiently both orally and in writing with emphasis on detail, correct spelling and proper use of grammar.  Interact with the community and the public, other government agencies and elected officials.  Research and prepare complex detailed reports.  Manage time-lines and work schedules.   Apply information systems technology.  Work flexible hours as needed for meetings, City functions and events, etc.
TRAINING:
· Course work and training in subject matter relevant to the functions of a City Clerk.
EDUCATION AND EXPERIENCE:
Any combination of education and experience equivalent to: High School graduation or equivalent and thirty (30) semester units of college course work in secretarial science, business, or related field; Certified Professional Secretary or Administrative Assistant Certificate highly desirable and may substitute for required semester units. Must have at least three (3) years of progressively responsible experience, preferably as a Deputy City Clerk or a supervisory position in a government agency.
LICENSES/CERTIFICATIONS:
· California Drivers’ License.
· Notary Certification.

ALL FULL-TIME EMPLOYEES ARE REQUIRED TO HAVE A VALID CONTACT TELEPHONE.
EMPLOYEE SHALL WORK HARMONIOUSLY WITH ALL CITY EMPLOYEES.
EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.
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