City of Denison
Job Description

Job Title: City Clerk
Department: Administration
Reporis To: City Administrator
FLSA Status: Exempt
Approved By:

Approved Date:

Summary: Assists municipal government with clerical and administrative support by performing
the following duties.

Essential Duties and Responsibilities: include the following. Other duties may be assigned.
Custodian of City Seal and shall affix it on all documents requiring official signature and seal.
Prepares agendas and bylaws for City Council.

Records minutes and official actions of City Council.

Keeps all fiscal records and accounts.

Orders official publications from the local newspaper and processes the affidavits of publication
for filing and payment.

Records and certifies all ordinances and resolutions passed by the City Council and properly
indexes the same.

Keep an accurate record of all investments made, bonds and bond indebtedness, tax levies,
and other pertinent financial information that affects the City.

Maintains the insurance files for the City.

Processes, issues, and records various licenses and permits
Answers official correspondence.

Prepares reports on civic needs.

Supervisory Responsibilities:

Direcity supervises employees in the City Hall. Carries out supervisory responsibilities in
accordance with the organization's policies and applicable laws. Responsibilities include
interviewing, hiring, and training employees; planning, assigning, and directing work; appraising
performance; rewarding and disciplining employees; addressing complaints and resolving
problems.

Competency:
To perform the job successfully, an individual should demonstrate the following competencies:

Design - Generates creative solutions; Demonstrates attention to detail.

Problem Solving - ldentifies and resolves problems in a timely manner; Gathers and analyzes
information skilifully; Develops aiternative solutions; Works well in group problem soiving
situations; Uses reason even when dealing with emotional topics.

Technical Skills - Pursues training and development opportunities; Strives to continuously build
knowledge and skills; Shares expertise with others.

Customer Service - Manages difficult or emotional customer situations; Responds promptly to
customer needs; Solicits customer feedback to improve service; Responds to requests for



service and assistance; Meets commitments.

Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality, Listens
to others without interrupting; Keeps emotions under control; Remains open to others' ideas and
tries new things.

Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens
and gets clarification; Responds well to questions; Demonstrates group presentation skills;
Participates in meetings.

Writtan Communication - Wiites clearly and informatively; Edits work for speiling and grammar;
Presents numerical daia effectively; Able to read and interpret writien information.

Teamwork - Contributes to building a positive team spirit; Abie to build morale and group
commitments to goals and objectives.

Change Management - Develops workable implementation plans; Communicates changes
effectively; Builds commitment and overcomes resistance; Monitors transition and evaluates
restilts.

Delegation - Delegates work assignments; Matches the responsibility to the person; Sets
expectations and monitors delegated activities; Provides recognition for results.

Managing People - Includes staff in planning, decision-making, facilitating and process
improvement; Takes responsibility for subordinates' activities; Makes seif available to staff,
Provides regular performance feedback; Develops subordinates' skills and encourages growth;
Continually works to imprave supervisory skills.

Cost Consciousness - Works within approved budget; Develops and implements cost saving
measures; Confributes to profits and revenue; Conserves organizational resources.

Diversity - Demonstrates knowledge of EEO policy; Promotes a harassment-free environment.
Ethics - Treats people with respect; Keeps commitments.

Organizational Support - Follows policies and procedures; Completes administrative tasks
correctly and on time; Supports organization's goals and values; Benefits organization through
outside activities.

Judgement - Displays willingness to make decisions; Exhibits sound and accurate judgment;
Supports and explains reasoning for decisions; Includes appropriate people in decision-making
process; Makes timely decisions.

Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for
additional resources; Sets goals and objectives.

Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats
others with respect and consideration regardiess of their status or position.

Safety and Security - Observes safety and security procedures; Reports potentially unsafe
conditions; Uses equipment and materials properly.

Attendance/Punctuality - |s consistently at work and on time; Ensures work responsibilities are
covered when absent; Arrives at meetings and appointments on time.

Qualifications: To perform this job successfully, an individual must be able to perform each
essential duty satisfactorily. The requirements listed below are representative of the knowiedge,
skill, and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education and/or Experience:

Associate's degree (A. A.) or equivalent from two-year college or technical school; or six months
to one year related experience and/or training; or equivalent combination of education and
experience.

Language Skills:

Ability to read, analyze, and interpret general business periodicais, professional journals,
technical procedures, or governmental regulations. Ability fo write reports, business
correspondence, and procedure manuals. Ability to effectively present information and respond
to questions from groups of managers, clienis, customers, and the general public.

Mathematical Skilis:

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions,



percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and
geomeiry.

Reasoning Ability:

Ability to apply common sense understanding to carry out instructions furnished in written, oral,
or diagram form. Ability to deal with problems involving several concrete variables in
standardized situations.

Computer Skills:

To petform this job successfully, an individual should have knowledge of Accounting software;
Database software; Human Resource systems; Internet software; Payroll systems; Spreadsheet
software and Word Processing software. '

Certificates, Licenses, Registrations:

Physical Demands: The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this job.
Reasonabte accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this Job, the employee is regularly required to sit and taik or hear.
The employee is frequently required to stand and walk. The employee must frequently lift and/or
move up to 10 pounds and occasionally lift and/or move up to 25 pounds. Specific vision
abilities required by this job include close vision and ability to adjust focus.

Work Environment: The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perforn the essential
functions.

The noise level in the work environment is usually quiet.

Other Skills and Abilities:

Other Qualifications:



