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City of Bowling Green, FL
JOB DESCRIPTION
To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described. Since every duty associated with this position may not be described herein, employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of their duties just as though they were written out in this job description.
	City Clerk


Department: City Hall (Full-time/exempt)
Starting Salary: $
JOB SUMMARY

This is a department head level position and serving under the administrative direction and control of the city manager. This is a highly responsible administrative position recording the actions and maintaining the official records of the City and the City Council. The incumbent administers City elections and provides support services to the City Manager, and various boards and committees. Incumbent exercises considerable independent judgment and makes decisions within the scope of designated responsibilities.
ESSENTIAL JOB FUNCTIONS

•  Attends all City Council meetings and records all motions, votes, and actions.     Prepares minutes of each meeting along with summary of action and ensures that necessary follow-up on action items is taken.

•  Attends evening meetings of the Planning and Zoning Board, Code Enforcement Board and such other boards as may become necessary. Prepares minutes for these

meetings.

•  Prepares and distributes agendas for the above-referenced meetings.

•  Provides for public notice of all meetings subject to the Sunshine Law and provides for legal advertising, publication and posting of notices, as necessary.

•  Records/attests all ordinances, resolutions, contracts, and deeds. Administers oaths,

accepts affidavits, and maintains municipal deeds, leases, agreements, and other

records as required.

•  Maintains custody of municipal records, including ordinances, resolutions, and contracts, and promulgates procedures for the orderly management, maintenance, retention, and destruction of said records in accordance with State law. Serves as the State Records Management Liaison Officer.

•  Serves as qualifying officer for all municipal elections. Supervises all municipal elections and coordinates the official report of such elections. Coordinates with the Hardee County Supervisor of Elections for conduct of municipal elections.

•  Administers the publication, maintenance and distribution of the City Code of Ordinances and supplements thereto. Ensures the accuracy of this publication.

•  Maintains records of all board and committee appointments. Ensures an individual’s

eligibility to hold appointed office.

•  Maintains custody of City’s official seal. Affixes seal on official documents as necessary.

•  Directs the issuance of occupational business licenses and other licenses and       permits within the municipality.

•  Oversee’s the City’s finance under the direction of the City Manager.

•  Prepares and administers the annual budget for City Hall operations. Monitors

   expenditures for compliance with approved budget. Ensures City compliance with

   Florida Department of Revenue Truth in Millage (TRIM) requirements.

•  Serves as Financial Disclosure Coordinator for the municipality.

•  Oversees purchasing and payroll activities for City Hall operations/employees. Payroll

   oversight includes health, life and dental insurance, retirement, and workers’           compensation.

•  Provides for response to public records and informational requests received from the

   public, staff, other agencies and interested parties as provided by State Statute.

•  Contributes to City’s Newsletter.

•  Coordinates postings to the City’s Web Site.

•  Supervises and evaluates performance of Deputy City Clerk and Administrative

   Assistant/Code Enforcement Officer. Counsels employees and administers discipline     as required.

•  Prepares correspondence, proclamations, and resolutions as necessary.

•  Provides support to the City Council, including correspondence, mail, telephone calls,    e-mails, conference registration, hotel and travel arrangements.

•  Provides notary public services.

•  Performs related work as required.
QUALIFICATIONS

Education and Experience: 
· High School Diploma or GED

· Three to five years of related work experience in municipal government.

· Certified Municipal Clerk (CMC) designation as conferred by the International   Institute of Municipal Clerks preferred but not required.
· Accountoing background in local government
Special Qualifications: 
None 
Licenses, Certifications, or Registrations: 
· Florida Notary Certification

· Possession of or ability to readily obtain a valid Class “E” driver’s license issued by the State of Florida for the type of vehicle or equipment operated. 
Knowledge, Skills, and Abilities: 
· Demonstrated proficiency in Microsoft Word, Outlook, Excel, and Power Point.

           Proficiency in Microsoft Access preferred but not required.
           Familiar with navigating on the Internet

· Knowledge of standard office procedures, practices, and equipment.

· Knowledge of Florida Statutes related to municipal government.

· Knowledge of the Uniform Accounting System Manual related to municipal government accounting.

· Excellent written communication skills, ability to compose original material.

· Thorough knowledge of ordinances, policies, and procedures of the City. Knowledge of legal requirements, rules, and procedures for City Council meetings (including rules of order related to public meetings).  Knowledge of the organization, function, and activities of municipal government. Knowledge of local community issues.

· Ability to establish and maintain effective working relationships with other city officials, associates, and the general public.

· Ability to plan and supervise the work of subordinates.
PHYSICAL DEMANDS

This is an administrative position involving generally sedentary work. Incumbent must be able to sit for extended periods of time. Incumbents must be able to work extended hours to attend evening City Council meetings and additional meetings as required. The incumbent must occasionally lift objects weighing up to 25 pounds. 
WORK ENVIRONMENT

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force frequently or constantly to move objects; work requires sitting for extended periods of time; work requires reaching, manual dexterity, grasping, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word, and conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive information at normal spoken word levels, and to receive detailed information through oral communications and/or to make fine distinctions in sound; visual acuity is required for preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, operation of machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities; the working

environment is a standard business office environment; the employee is not subject to adverse environmental conditions.

City of Bowling Green has the right to revise this job description at any time. This description does not represent in any way a contract of employment.
Equal Opportunity Employer

The City of Bowling Green provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by federal, state, or local laws. All Applications with Resume are accepted in the Human Resources Department located at 104 E Main St, Bowling Green, FL 33834 or via email: financemgr@bowlinggreenflorida.org. Position is open till filled.

Name of Employee: _________________________________________
I have read the foregoing job description, understand its contents and that it is my responsibility to perform all the necessary requirements as stated above.

___________________________________

Signature of Employee

______________________________

Date Signed

THIS JOB DESCRIPTION IS NOT INTENDED TO BE AND SHOULD NOT BE CONSTRUED

AS AN ALL-INCLUSIVE LIST OF ALL THE RESPONSIBILITIES, SKILLS OR WORKING

CONDITIONS ASSOCIATED WITH THE POSITION. WHILE IT IS INTENDED TO

ACCURATELY REFLECT THE POSITION ACTIVITIES AND REQUIREMENTS, THE CITY

RESERVES THE RIGHT TO MODIFY, ADD, OR REMOVE DUTIES AND ASSIGN OTHER

DUTIES AS NECESSARY. THIS JOB DESCRIPTION DOES NOT CONSTITUTE A WRITTEN

OR IMPLIED CONTRACT OF EMPLOYMENT.
[image: image1]