CITY OF ENTERPRISE

JOB DESCRIPTION

Job Title:  City Clerk/Treasurer



FLSA Status:   Exempt

Department:
Administration



Pay Grade:
    N/A 
Job Description Prepared:    February 2005

Note:
Statements included in this description are intended to reflect in general the duties and responsibilities of this job and are not to be interpreted as being all-inclusive.  The employee may be assigned other duties that are not specifically included.

Relationships
Reports to:
Mayor and City Council

Subordinate Staff:
Senior Administrative Assistant; Financial Specialist; Building/Property Coordinator; Supply/Assistant Mail Clerk; Administrative Assistant
Other Internal Contacts:
All Other Departments

External Contacts:
General Public; Attorneys; Businesses; Financial Institutions; Federal and State Governmental Agencies; Auditors; Vendors; Alabama League of Municipalities; Various Boards and Commissions

Job Summary
The employee is responsible for overseeing the financial activities of the city.  Conducts budget meetings with department heads and submits budgets to the city council and mayor.  Integrates budget amendments received from the city council and mayor.  Makes investment recommendations to the city council and mayor.  Coordinates the maintenance of the city’s information technology system.  Supervises employees of the administrative department.  Ensures elections are conducted according to applicable laws.
Job Domains

(An asterisk indicates a nonessential function.)

A. 
Financial Administration
1. Conducts budget meetings with department heads and submits annual budget to city council and mayor for approval.

2. Receives budget amendments from the city council and mayor and integrates into proposed budget.

3. Assists human resources to prepare salary and benefits budget.

4. Receives vendor quotes for administrative department purchases and makes purchasing decision.

5. Reviews and approves invoices for payment.

6. Maintains fixed asset inventory.

7. Ensures audit requirements are maintained for fixed assets.

8. Assists auditors to complete annual financial audit.

9. Prepares annual budget for the water board and receives approval or amendments from the water board.

10. Maintains financial ledger of industrial development board projects.

11. Reviews bank account balances and makes deposits and transfers to ensure checks that are written have funds available.

12. Reviews investment options and makes investment recommendations to the city council and mayor.

13. Invests city funds as directed by the city council and mayor.

14. Coordinates the issuing of bonds.

15. Ensures departments adhere to bid laws.

16. Meets with civic leaders to secure funding for city improvement projects.
17. Develops and maintains three to five year financial plan.

B.
City Clerk
1. Prepares agendas for the city council meetings.

2. Takes and transcribes minutes of city council meetings.

3. Oversees the maintenance of city records to include city council records, financial records and personnel records.

4. Represents the mayor and the city at various civic functions.

C.
Information Technology Administration

1. Oversees the city information technology system and makes software and hardware recommendations to the city council and mayor.

2. Contacts computer vendors to resolve computer problems and to requests hardware and software upgrades.
3. Oversees the disposal of surplus information technology property.

D.
Supervision and Administrative
1. Supervises the issuing, collection and receipting of all licenses, permits and receipts.

2. Supervises the work of administrative department employees.

3. Receives requests for leave and approves of leave as appropriate.
4. Carries out disciplinary actions according to city policies and procedures.
5. Carries out hiring process for job openings in the administrative department.

6. Assists the mayor to hire employees for the mayor’s office.
7. Conducts employee evaluations for administrative department employees.

E.
Elections

1. Ensures election schedules are followed.

2. Provides information packets to candidates.

3. Arranges for election machines to be set up.

4. Publishes notices in newspaper.

5. Ensures absentee ballots are counted according to regulations.

6. Schedules and trains poll workers.

7. Prepares and updates district voter lists.

8. Ensures elections supplies are at each polling location.

9. Conducts site visits of polling places to ensure regulations are followed.

10. Schedules and plans city council meeting to certify results.

11. Coordinates run-off elections as necessary.

Knowledge, Skills and Abilities

(* Can be acquired on the job)

1. Knowledge of budgeting principals and practices.

2. Knowledge of financial reporting procedures.

3. Knowledge of city ordinances, policies and procedures.

4. Knowledge of current and future trends in city and financial planning and management.

5. Knowledge of information technology terms and principles.

6. Knowledge of federal, state and local laws and restrictions and the Code of Alabama as it applies to municipal government.

7. Knowledge of modern office practices and procedures and business English.
8. Knowledge of governmental accounting.
9. Math skills to perform financial and budgetary functions.

10. Reading skills to comprehend codes, regulations, policies and various manuals and directives.

11. Ability to keep complex records and to prepare reports from such records.

12. Ability to effectively communicate with employees, elected officials and the general public.
13. Ability to establish and maintain effective working relationships with other employees, elected officials and the general public.
14. Ability to supervise the work of others.

15. Knowledge of personal computer operations and information technology hardware and software.
Other Characteristics
1. Possess a bachelor’s degree in business administration or public administration and at least five years of municipal or business administrative experience preferred; however, any combination of education and experience which provides the qualifications listed above will be considered.

2. Bonded or possess the ability to become bonded.

3. Ability to work nonstandard hours as needed.

4. Must meet City of Enterprise physical standards which include drug and alcohol testing.
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