
ESSENTIAL JOB DUTIES AND/RESPONSIBILITIES 

The following duties are normal for this position.  The omission of specific statement of the duties 

does not exclude them from the classification if the work is similar, related, or a logical assignment 

for this position.  Other duties may be required, assigned and expected aside from those set forth 

below to address operational needs and changing operational practices. 

JOB IDENTIFICATION 

Job Title: Pay Grade: 

Department: FLSA Status: 

Location: Reports to Position: 

Effective Date: 

JOB SUMMARY 



QUALIFICATIONS 

Education and Experience Guidelines 
Any combination of education and experience that would like provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities required for this position 
would be:      

 Education and Training 

 Experience 

Licenses or Certification Required 

The following generally describes the knowledge and abilities required in order to successfully 
perform the assigned duties of the position: 

 Knowledge of: 



Ability to: 

APPROVAL/ACKNOWLEDGEMENT 

_____________________________________  _____________ ______________
Department Head      Title            Date 

_____________________________________  HR Director  ______________ 
Human Resources Director         Title          Date 

_____________________________________ City Manager  ______________ 
City Manager            Title     

____________________________________________________ 

Date 

______________
Incumbent Employee Printed Name and Signature      Date 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  In compliance with the Americans with Disabilities Act, 
the City encourages both prospective and current employees to discuss potential accommodation 
needed to perform the essential duties of this position. 

 Environment:   

Physical Demands:   See Accompanying Page

 Key Working Relationships:   



Rare 
0%-10%  

of the time 

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

LIFT/CARRY 

1-10 lbs 

 11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

PUSH/PULL 

1-10 lbs 

11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

MOVEMENT 

Bend/Stoop/ 
Twist 

Crouch/ 
Squat 

Kneel/Crawl 

Reach Above 
Shoulders 

Reach Below 
Shoulders 

  Repetitive 
Arm Use 

Repetitive 
Wrist Use 

Repetitive 
Hand Use 

a) grasping

b) squeezing

Climb 
Stairs/Ladder 

Uneven 
Walking 
Surface 

Even Walking 
Surface 

PHYSICAL REQUIREMENTS –  
Rare 

0%-10%  
of the time

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

EQUIPMENT USE & OPERATION 

Motor Vehicle 

Heavy Equipment 
(Backhoe, dump 

truck) 

Large Apparatus 
(Fire Truck, Street 

Sweeper) 

Small Equipment 
(Mower) 

Handheld 
tool/equipment 

(tamps, weed 
eaters, shovel) 

WORK WITH/NEAR 
Machinery 

Electricity 

Power Tools 

Impact Tools 

Chemicals 

Fumes 

Heights 

ENVIRONMENT 
Indoors 

Outdoors 

Extreme Heat 

Extreme Cold 

Dusty 

Excessive Noise 

Other (explain) 

ENDURANCE 
Task Hours at One Time Total Hours in an 8 Hour Day 

Sit 

Stand 

Walk 

HEARING/VISION/DEXTERITY 
N/A AVERAGE LOW 

Hearing Acuity

Visual Acuity  

Manual dexterity 

Additional Considerations (including clarification of any of the 

above) 


	Pay Grade: EAP-10
	FLSA Status: Exempt
	Location: Municipal Building
	Reports to Position: Mayor and Council
	Effective Date: 09/20/2023
	JOB SUMMARYRow1: This job is appointed to serve at the pleasure of the Mayor and Council.  Evaluate City Council agenda packets, including coordinating and reviewing agenda material, finalize agendas and oversees distribution of the packets. Perform follow-up activities resulting from Council meeting, including transcribing and distributing minutes, ensuring that resolutions and ordinances are in proper format and notarized, tracking committee actions and preparing letters of acceptance or rejection. Supervises City official records, file maintenance, ensure that documents are recorded and filed properly and oversees the monitoring, archiving and destruction of documents. Oversees City’s municipal code ensuring timely update and proper ordinance codification. Monitors contracts and other agreements ensuring they are signed, recorded in a timely manner and that City insurance requirements are met. Serves as the City’s Municipal Election Official, coordinating all aspects of the City’s municipal and special elections. Administer oath of office for City Council and maintain custody of the official City seal. Administer City-wide programs on municipal code, records retention and storage document imaging and advertising for Council and special meetings. Act as the City’s Public Information Officer (PIO). Receive and coordinate responses to all subpoenas for records, lawsuits and depositions to appear that are served on the City.  Supervise, direct and evaluate assigned staff.
	Ability to: Establish and maintain effective working relationship 
Maintain professionalism during times of high stress 
Communicate clearly and concisely and both verbal and written form
Read and comprehend moderately complex materials
Utilize math to develop departmental budget and track other financial information
Make sound decisions
Work in a constant state of alertness and in a safe manner
	Date_2: 
	Date_3: 
	Date_4: 
	Total Hours in an 8 Hour DaySit: 8
	Hours at One TimeStand: 1
	Total Hours in an 8 Hour DayStand: 1
	Hours at One TimeWalk: <1
	Total Hours in an 8 Hour DayWalk: <1
	undefined_3: Extended periods of reading aloud at council meetings.  
	Essential Duties: Serves as Chief Election Official for all municipal elections
Issues public meeting notices and other matters as required by law
Prepare ordinances, resolutions and proclamations for execution, recording, archiving and distribution
Authenticates documents evidencing action of City Council
Certifies copies of official municipal documents and maintains custody of the City seal
Directs the compilation, revision, publication and maintenance of the City Code 
Receives claims, lawsuits and petitions
Distributes legislative bulletins and related materials
Maintain City records in a safe and secure location
Ensures records are accurate, current and that confidentiality is not breached
Performs searches of municipal records as needed
	Essential duties 2: Secure permission from Alabama Records Disposition Authority to purge old records
Approves review of records for public inspection or agency use
Maintains current laws and ordinances of the City and determines which should be codified
Maintains copies of acts of legislature until codified
Analyzes and distributes legislative acts and Attorney General opinions to affected departments of the City
Advises Mayor and Council of applicable laws
Informs affected departments of pending legislation
Supervising employees of the City Clerk's office by maintaining an effective chain of communication, assigning and reviewing work, evaluating performance and daily management
Approves purchases for the City Clerk's office in accordance with proper purchasing procedures of the City
May deal with sensitive and confidential matters at the discretion of the Mayor and/or City Manager 
May deal with citizen complaints and inquiries
Assists Mayor and Council with coordination of various city functions
Coordinate functions of various city boards with Mayor/Council
	Licenses and Certs: Valid driver's license
	Knowledge: Municipal rules, regulations, policies and procedures
The Code of Alabama and Acts of the Alabama Legislature
Alabama Ethics Laws
	Hours at One TimeSit: 2
	Job Title: City Clerk
	Department: City Clerk
	Education and Training: Bachelor's degree in Business Administration or related field
	Experience: Five years previous experience in municipal administration or finance
	Environment: Indoors
	Key Working Relationships: Mayor and Council, City Manager, Department Heads, Citizens
	Title: 
	Job Description: CITY CLERK
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