PERSONNEL COMMITTEE
13-0251R
RESOLUTION APPROVING PROPOSED AMENDMENTS TO THE

SPECIFICATIONS FOR THE EXISTING CIVIL SERVICE
CLASSIFICATION OF ASSISTANT CITY CLERK.

CITY PROPOSAL:

RESOLVED, that the proposed amendments to the specifications for the
existing c¢ivil service classification of assistant city clerk, which were
approved by the civil service board on May 7, 2013, and which are filed with the

city clerk as Public Document No. , are approved. This

classification shall remain subject to the city’s collective bargaining agreement
with its supervisory unit employees and compensated at Pay Range 1055, $4,529 to

$5,524 per month.

Appraoyed: Approved for presentation to council:
/@WW Q ML

Department Director Chief Admlnlstratlvi\i{flcer
Approved as to form: Approved:
@ttorney Auditor

HR CT: ls 5/3/2013

STATEMENT OF PURPOSE: This existing classification was revised to broaden the
Functional Areas and the Education & Experience requirements, revise the
driver’s license requirement, split out and expand the knowledge and skill
requirements, update ability requirements and split out and better define the
physical ability requirements. There is no change in the rate of pay, which
is Range 1055, $4,529 to $5,524 per month.



ASSISTANT CITY CLERK

SUMMARY/PURPOSE:

This classification is responsible for managing operations in the City Clerk’s Office
including providing support to assigned boards and commissions including the City
Council, managing assigned elections, advising City-wide on data retention, managing
the licensing system of the City, and providing support City-wide for mail and copying
services. The classification also serves as the City Clerk in his/her absence.

ESSENTIAL DUTIES AND RESPONSIBILITIES (Oth

uties may be assigned):

Act as a liaison on issues relating to the Cle
organization at all levels and externally:tc
external agencies

Serve as liaison and staff suppo
distribute agendas and proceedi

| sfﬁ(i)ff'ce throughout the

Retain and manage reco (
such as ordinances and
Serve as Secretary to the (
Commission, CQ@

of assigned staff, including establishing
Wg;d employment actlon hire, dlscharge

Job Requirements

fully, an individual must be able to perform each essential

duty satisfactorily. The reqwrements listed below are representative of the knowledge,
skills and abilities required.

Education & Experience Requirements

1.

A bachelor’s degree in business administration, office management, or any
research-based field, plus four (4) years of verifiable experience serving in a
similar public capacity, or serving a board of directors; or

. Seven (7) years of verifiable experience serving in a similar public capacity, or

serving a board of directors; or



3. A combination of verifiable experience and/or education accepted as equivalent.

License Requirements

1. Must possess a driver’s license valid in Minnesota

Knowledge Requirements

1. Knowledge of all ordinances and statutes regarding public meetings, elections,

and records retention.

2. Knowledge of the principles and practices of project management.

3. Knowledge of effective supervisory practices and procedures.

Skill Requirements
1. Skill in the use of computers and other ele
application software.
2. Skill in accurate communication thro
various media
3. Skill in maintaining and enhancing professional relatlonshlp

effective customer service

4.

Skill in making accurate computations.

evices along with their

1.
2.
3.
4. us organizational levels
5. documents including legal documents
0. e, often under trying conditions
7. te meeting documentation and other
8.
Physical A
1.
2.
3. oop, kneel, crouch, and reach to file information
4. Ity lift and carry items such as reports and paperwork
weighing up to 25 pounds.
Genlst: CT Job #: Union: CDSA Pay: 1055 CSB:
CC: Res: EEOC: EEOF: WC:

20130506




