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 DISTINGUISHING CHARACTERISTICS  
The City Clerk/Treasurer is responsible for carrying out all functions of that office, including the preparation 
of agenda and minutes, maintenance of official City records, preparation for the conduct of City elections, 
preparation, production and mailing of utility bills, collection, preservation and protection of payments 
received for taxes and utilities. The incumbent is also responsible for implementing the City’s records 
management program and serves as telephone and voice mail administrator. Duties require high attention 
to detail and meeting of stringent legal and procedural deadlines.  
ESSENTIAL DUTIES AND RESPONSIBILITIES  
The duties listed below are intended only as illustrations of the various types of work that may be performed. 
The omission of specific statements of duties does not exclude them from the position if the work is similar, 
related or a logical assignment to this position.  
 
• Drafts and finalizes City Council meeting agenda; coordinates assembly and distribution of agenda 

packets to City Council members, and interested members of the public; arranges for official publication 
and posting of notices regarding City Council meetings; prepares meeting minutes and meeting 
transcripts upon request; prepares and distributes follow ups on Council actions and directions to staff; 
distributes and files documents following Council action; finalizes resolutions, ordinances and minutes 
in preparation for Mayor’s signature; attends City Council meetings.  

• Maintains and operates the utility billing system, including preparing route sheets for the collection of 
meter readings, the validation of data collected, the production and mailing of monthly bills. 

• Serves as Treasurer; collects payments to the City, pays bills, as authorizes by the Mayor, and is 
responsible for the protection and preservation of all City funds. 

• Serves as the Filing Officer; organizes and administers the filing of campaign financing statements and 
reporting; monitors and reviews filings to ensure they are complete and in compliance with State 
requirements.  

• Assists in conducting City elections; performs pre-election support functions including ordering 
candidate forms and materials, assembling packets and instructions to candidates and verifying 
residency and candidate requirements; provides information to candidates and the public on election 
and candidacy requirements and procedures.  

• Administers the City’s Record Management Program; organizes and prepares Council and committee 
agendas, minutes, resolutions and ordinances for microfilming; archives and indexes records annually; 
provides information and access to City records to City staff and the public; conducts research on the 
more complex inquiries, retrieves and makes copies of City Council actions and other public documents 
upon request; notarizes and certifies City documents.  

OTHER DUTIES  
Conducts research and prepares or participates in the preparation of reports, calendars and procedure 
manuals; receives claims and subpoenas for the City.  
Administers the City’s voice mail and telephone systems.  
Provides for advertising and receives bids for Improvement Projects as directed by the City Engineer.  
Provides backup support to the Mayor and City Council and other office administrative staff.  
DESIRED MINIMUM QUALIFICATION  

Knowledge of:  

Policies, procedures and requirements governing the actions of an elected City Council and the general 
functions of a municipal government; organization, functions, procedures and rules of the Council and 
Council Committees; Municipal Code provisions related to the operations of the City Clerk's function 
and matters which come before the Council and its Committees; rules and procedures governing the 
notice and conduct of public hearings; election procedures; standard office administrative practices and 
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procedures; principles, practices, methods and techniques applicable to administering a City-wide 
records management program; bid advertising and opening procedures; and methods and techniques 
for administering of the telephone and voice mail systems.  
Ability to:  

Operate a personal computer, standard office equipment and telephone and voice mail systems; 
organize work, set priorities, meet critical deadlines and follow up on work assignments with a minimum 
of supervision; proofread materials for conformance with City policies and procedures and for correct 
English usage; analyze and interpret administrative procedures, regulations, legal documents and 
contracts; assist in the development and implementation of policies, procedures, work standards and 
internal controls; exercise sound independent judgment within established guidelines; meet critical 
deadlines while maintaining sufficient flexibility to meet other office needs; prepare clear, concise and 
complete meeting documentation and other written correspondence and reports; establish and maintain 
effective working relationships with City staff, elected officials, other public and private organizations, 
the media and the public; exercise tact and diplomacy in interpersonal dealings which are difficult, 
highly sensitive and confidential.  

Training and Experience:  
A typical way of obtaining the knowledge, skills and abilities outlined above is graduation from high 
school or a G.E.D. equivalent; and five years of progressively responsible administrative experience 
involving the development and maintenance of detailed and complex records and legal documents, the 
meeting of critical deadlines and the interpretation of laws, regulations and other legal requirements; or 
an equivalent combination of training and experience.  

Licenses; Certificates; Special Requirements:  

Current license as a Notary Public issued by the State of Georgia.  
PHYSICAL AND MENTAL DEMANDS  
The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions.  

 
Physical Demands  

While performing the duties of this class, an employee is frequently required to walk and stand. An 
employee is regularly required to sit; talk or hear, both in person, in public meetings and by telephone; 
use hands repetitively to finger, handle, feel or operate standard office equipment and computers; reach 
with hands and arms; kneel or crouch; and lift up to 50 pounds.  
Specific vision abilities required by this class include close vision and the ability to adjust focus.  
Mental Demands  

While performing the duties of this class, an employee is regularly required to use written and oral 
communication skills; read and interpret information and documents; analyze and solve problems; 
perform highly detailed work on multiple, concurrent tasks; work under intensive deadlines and with 
constant interruptions; and interact with City staff, elected officials, other public and private 
organizations, the media and the public.  
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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 perform the essential functions.  
An employee is this class works under typical office conditions, and the noise level is usually quiet. 


