CITY OF LAKEFIELD
CITY CLERK
JOB DESCRIPTION 

JOB TITLE:



City Clerk
SUPERVISION:


Reports to City Council 
EFFECTIVE DATE:

August 5, 2020
FLSA STATUS:


Exempt
PAY GRADE / RANGE (2019):
Grade 
HOURS WORKED:
40 hours / week
SUMMARY OF POSITION:

Performs administrative and supervisory work coordinating and directing City government operations. The City Clerk performs responsible administrative duties for the City Council, Public Utilities Commission (PUC), Economic Development Authority (EDA), and all appointed Boards. This position ensures all legal requirements are met for the City and serves as the liaison to the Council, PUC, EDA, engineers, residents, and businesses. This position administers the daily operations of City Government and works closely with the departments to provide assistance in development and growth of Lakefield. The City Clerk serves as the secretary to the City Council and other boards. 
SUPERVISION RECEIVED:

Works under the administrative oversight of the City Council, Economic Development Authority, and Public Utilities Commission.
SUPERVISORY FUNCTIONS:

Exercises general and administrative supervision over the Customer Service Specialist and Pool Manager. This position serves as the Personnel Director for the City. 
PRIMARY / ESSENTIAL FUNCTIONS OF THE JOB: 
City Council Administrative Duties

· Services as general compliance officer for city, state, county and federal policies, laws, statutes, and rules impacting the City.

· Oversees the operation of all City departments including personnel, equipment, and facilities to ensure high quality products and services.

· Responds to requests from the public and maintains effective community relations.

· Troubleshoot IT issues.

· Coordinates and maintains effective media communications and relations. Serves as City spokesperson to the public and media regarding city matters and emergency response situations.

· Manages human resources matters and oversees maintenance of all personnel and pay history records. 
· Responsible for oversight of City Hall personnel.

· Responsible for staff development and performance appraisals.

· Serve as effective role model and leader in the facilitation and development of professionalism, leadership, and problem-solving skills.

· Ensure safety trainings and meetings are in compliance with state and federal regulations including ADA, OSHA, FMLA, etc.

· Recommends staffing additions, salary adjustments and employee development activities.

· Develop and implement Personnel Policies and Procedures Manual for City Hall and the City of Lakefield.

· Ensure compliance with regulations regarding comparable worth and wage scale development.

· Report and oversee Workers’ Compensation claims for the City.

· Works closely with the Council on meeting preparation, projects, and the development of policies.

· Drafts City ordinances, resolutions, and policies for City Council approval. 
· Implements administrative rules, policies and procedures provided by the City Council.
· Serve as primary representative and public relations liaison for City Council.

· Represents the City Council and City with other communities, businesses, counties, state, and federal agencies.

· Oversee the daily management of City Hall and related operations.

· Evaluates projects, programs, and services and makes recommendations to the City Council.
· Perform research on topics as directed and effectively present the results, possible actions, outcomes, advantages, disadvantages, and anticipated costs.

· Investigates program and grant opportunities.
· Develop and submit grant applications.

· Implement and administer new program opportunities.

· Secure services of local entities as necessary to fund and or administer development programs.

· Maintains professional knowledge and attends training, education, and meetings.

· Coordinates with staff, vendors, and other agencies to ensure coordinated activity and service effort.

· Coordinates projects and with the Financial Manager.

· Assist in the development of effective financial policies and procedures.

· Assist in the preparation of annual budget and CIP.

· Provides support as directed.

· Performs Finance Internal Control Duties.

· Reviews payroll, payables, check register and journal entries.

· Perform payroll, bills payable and other financial maintenance in the absence of the Financial Manager.
· Perform utilities payment collections in the absence of the Customer Service Specialist.

· Participates in the annual Audit for the City and the PUC.

· Assists Financial Manager to ensure procedures are in place and implemented to c comply with state and federal regulations.

· Coordinate City elections in accordance with policy, procedure, and election laws.

· Direct proper retention and storage of City documents.

· Maintain content of local access channel in absence of Customer Service Specialist.

· Performs related duties as assigned or apparent.

Personnel Duties
· Manages human resources matters and oversees maintenance of all personnel and pay history records. 

· Responsible for oversight of City Hall personnel.

· Responsible for staff development and performance appraisals.

· Serve as effective role model and leader in the facilitation and development of professionalism, leadership, and problem-solving skills.

· Ensure safety trainings and meetings are in compliance with state and federal regulations including ADA, OSHA, FMLA, etc.

· Recommends staffing additions, salary adjustments and employee development activities.

· Develop and implement Personnel Policies and Procedures Manual for City Hall and the City of Lakefield.

· Ensure compliance with regulations regarding comparable worth and wage scale development.

Economic Development Authority Duties

· Coordinates the work of engineers, consultants, EDA, and advisory bodies.
· Represents the City with other governmental agencies and officials.
· Assists with Economic Development plans and activities, attends all EDA board meetings and provides input as needed.

· Prepares meeting agendas and materials for the EDA.
·  Reviews and edits memos, minutes and correspondence from staff and consultants.  
· Provides a summary of materials and develops recommendations.

· Serve as primary representative and public relations liaison for EDA.

· Works closely with the EDA on projects and the development of policies.

· Coordinates with staff, vendors, and other agencies to ensure coordinated activity and service effort. 

· Provides support as directed.

Public Utilities Commission Duties

· Serve as primary representative and public relations liaison for PUC.

· Assists with PUC activities, attends all PUC board meetings and provides input as needed.

· Prepares meeting agendas and materials for the PUC.

· Reviews and edits memos, minutes and correspondence from staff and consultants.  

· Provides a summary of materials and develops recommendations.

· Serve as primary representative and public relations liaison for PUC.

· Works closely with the PUC on projects and the development of policies.

· Coordinates with staff, vendors, and other agencies to ensure coordinated activity and service effort. 

· Oversee the completion of monthly meter reading and billing processes for utilities.

· Serve as liaison with City and sewer operator and power lineman.

· Provides support as directed.

REQUIRED SKILLS / ABILITIES:
· Considerable knowledge of principles and practices of public sector management.
· Strong background in budgeting, accounting, and government financing.
· Knowledge of municipal utilities services and operations.

· Knowledge and skill in personnel management, staff development, and performance evaluations.
· Considerable ability to research and prepare accurate and comprehensive reports.

· Ability to prepare and make presentations to individuals and groups.

· Ability to effectively work with and maintain relationships with elected officials, advisory bodies, other public officials, and the public.
· Skill in utilization of technology and computers.
· Ability to work professionally and in a teamwork manner with staff.
· Strong working knowledge of math.

· Ability to communicate effectively both orally and in writing.
· Considerable ability to research and analyze data, determine alternatives, and make recommendations. 
· Considerable ability to deal courteously with the public and represent the city in a positive and professional manner.
· Ability to maintain effective working relationships with a wide variety of internal and external contacts to achieve organizational objectives in matters requiring cooperation, explanation and persuasion and utilize discretion and persuasion to negotiate important agreements.
· Ability to formulate strategic direction in keeping with the overall organization mission.

· Ability to perform work requiring analytical ability and inductive thinking in adapting policies, procedures, and methods to fit unusual and complex situations.
PHYSICAL DEMANDS:
The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of this position.  

· Must be able to frequently sit, stand, and walk; talk and hear; use hands and fingers, handle or feel objects, tools, or controls; reach with hands and arms in an office environment.
· Considerable ability to hear and speak when conversing in person or by phone.
· Considerable ability to read reports, correspondence, computer screens and other documents. 
· Ability to interact with a computer (monitor, keyboard and other input and output devices) for extended periods of time.

· Specific vision abilities required include close vision, distance vision, peripheral vision, and the ability to focus as it relates to tasks such as reading, processing paperwork, computer work and interaction with others.
· Requires regular exposure to indoor office conditions as well as vehicle use and travel.
MINIMUM QUALIFICATIONS:
· Associate degree in public administration, accounting, business, finance, or a related field
· Supervisory experience
· Valid Minnesota Driver’s License

EQUIPMENT/JOB LOCATION:

· The primary work location for this position is in Lakefield City Hall.  Typical equipment used includes items customary with an office environment: computer, telephone, fax machine, printer, copier, calculator, file cabinets, digital document scanner, etc. as well as city vehicles.

· This position occasionally deals with mental effort and stress. This position continuously deals with high deadlines and attention to detail.

NON-DISCRIMINATION STATEMENT
The City of Lakefield will not discriminate against any employee or applicant for employment because of any legally protected class or status.
(The examples given above are intended only as illustrations of various types of work performed and are not necessarily all-inclusive.  This position description is subject to change as the needs of the employer and requirements of the position change.)
Approved by City Council, Lakefield, MN  08-17-2020
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