JOB TITLE: City Clerk, City of Nicholls
DEPARTMENT: City Hall Administration

SUPERVISOR: Mayor
Position is appointed by the City Council

JOB SUMMARY:

This position performs a variety of administrative duties in support of the Mayor and City Council
and the preparing and record keeping of all Council meetings, actions and decisions in accordance
with State Law. Responsibilities in the City Hall include issuing business licenses, beverage
licenses, and special event permits. The City Clerk coordinates with the Coffee County Elections
Supervisor for municipal elections. Serves as the custodian of official City records, prepares, and
submits a variety of official documents, records, legal materials, public documents and city seal.
Duties are performed independently under the general supervision of the Mayor.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

® Prepares council agenda and coordinates the assembly of council packets for all council
meetings.

 Attends regular and special meetings of Mayor and Council, prepares minutes for each
meeting.

o Prepares and posts notices of public meetings and hearings and notifies the news media of
scheduled meetings.

° Maintains all official records of the City including minutes, contracts, easements, property
deeds, titles; certifies copies of documents; researches information in accordance with the
Open Records Act.

e Consults with the Coffee County Tax Commissioner regarding the property. tax digest;
advertises and schedules the meeting to set annual mileage rate. ~

e Prepares billing and issuance of business licenses and collection of related fees as well as
approves applications for business license and special event licenses. Gathers all
information regarding beverage license and submits to Code Enforcement and Council for

approval.

e Prepares the annual operating budget for the City and submits to the auditor for review and
to the Mayor and Council for approval.

* Approves invoices, processes payment and signs checks, and mails in a timely manner.

e Receives, reviews and distributes incoming mail.



MINIMUM QUALIFICATIONS:

e Associate’s degree in business, public administration, or related field from an accredited
college or university.

* Five years of responsible experience in a similarly related job.

OTHER REQUIREMENTS:

o State of Georgia certification as a municipal clerk must be initiated upon assuming the
duties of this classification.

e Certification as a notary public must be obtained after appointment to this position.

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. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

e While performing the duties of this job, the employee is frequently required to sit and talk or
hear, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The
employee is occasionally required to walk.

® The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities
required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT:

e 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.

e While performing the duties of this job, the employee sits in an office near a computer. The
noise level in the work environment is usually quiet.

COMPLEXITY:

e The work consists of varied administrative and supervisory duties. The Varity of duties and
time constraints contribute to the complexity of the work.



e Opversees activities of accounts receivable, accounts payable, payroll and other functions of
the City.

e Organizes, inputs and issues bi-weekly payroll to all employees. Maintains all payroll tax
filings are current monthly, quarterly, and yearly. Prepares W2s for all employees and

completes all federal and state filings.

e Receives, completes and submits all state and Department of Community Affairs required
surveys.

e Works with the City Auditor during the fiscal year audit review.

e Organizes and maintains CCDR and PFDs and reports to State Ethics Commission for all
elected officials.

KNOWLEDGE REQUIRED:

e Knowledge of standard policies, procedures, programs and services in municipal
government.

e Knowledge of administrative functions of a municipality including personnel, purchasing,
utility billing and financial management.

¢ Knowledge of state laws, practices and procedures relating to public records and public
meetings in local government.

¢ Knowledge of modern office practices, equipment, methods and procedures.
e Skill in effectively communicating, both orally and written.

e Skill in establishing and maintaining effective working relationships with elected officials,
City employees, general public, business and community leaders.

e Skill in managing competing priorities on multiple projects.
e Skill in recording and transcribing minutes of public meetings.

e Ability to comprehend, interpret and explain adopted codes, ordinances and policies that
relate to City operations and programs.

e Ability to research and analyze detailed information, records and statistical data.
e Ability to prepare clear, concise and accurate documents.

e Ability to manage stressful situations.



SCOPE AND EFFECT:

The purpose of this position is to supervise the operations of the department and to maintain
city records. Successful performance contributes to an effective city administration.

PERSONAL CONTACTS:

o Contacts are typically with local elected officials, co-workers, appointed officials,
representatives from civic and business organizations, other city employees and the general
public.

PURPOSE OF CONTACTS:

o Contacts are typically to give or exchange information, resolve problems, negotiate or settle
matters and provide services.

SELECTION GUIDELINES

e Guidelines include city ordinances and codes, relevant state and federal laws, state elections
codes and city and department policies and procedures. These guidelines require judgment,
selection and interpretation in application.

o The duties listed above 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 the position.



