
City Clerk 
Job Description  

1. Prepares agendas for all meetings and compiles agenda packets for distribution
to the Mayor, Board of Aldermen and management staff.

2. Compliance with Open Meetings and Records Laws including publishing and
posting all notices, bids and other notices required by state law and coordinating
all open records requests.

3. Attends all meetings of the Board of Aldermen and prepares journal style minutes
of all meetings.

4. Maintains all official records and official seal of the city, including: ordinances,
resolutions, minutes and contracts consistent with state law. Certifies copies of
documents for court and other city departments.

5. Provides administrative support in scheduling, routine telephone inquiries and
written correspondence, planning special events, typing and copying of reports
for the Mayor, Board of Aldermen and City Administrator. Serves as primary
answering point for the administrative offices.

6. Assists City Administrator in role as Purchasing Agent in coordination of bidding
process, including placement of publications for notices to bid, distribution of bid
packages, acceptance of bids and opening of bids for all departments.

7. Serves as the City’s election authority and coordinates municipal elections.
8. Responsible for processing and issuance of all city licenses including business,

liquor, vending machine and solicitation.
9. Assists City Administrator in the supervision of the assistant city clerk,

bookkeeper, sanitation clerk and community development assistant.
10. Notary Public and oath/affirmation administrator.
11. Oversee and participate in the development and administration of the City Clerk’s

Office annual budget; participate in the forecast of funds needed for staffing,
equipment, materials, and supplies; monitor and approve expenditures;
implement adjustments.

12. Supervises the filing and maintenance of Board and Committee minutes, as well
as records and other official documents.

13. Signs and certifies city ordinances, resolutions, contracts, reports and other
documents and supervises their transmittal and filing in the appropriate books
and/or data systems.

14. Other duties as assigned by City Administrator, Mayor and Board of Aldermen.
15. Hours: Monday – Friday  8:30 a.m. to 4:30 pm. And as needed to complete

his/her job duties.


