CITY OF GREENVILLE, SOUTH CAROLINA


Job Description #0902







      June 2006

Job Title: 


Deputy City Clerk
Department:


City Manager
Status:



Non-exempt
Immediate Supervisor:
City Clerk
BRIEF DESCRIPTION OF THE JOB:
Responsible for assisting with City Council agenda preparation, providing secretarial support to City Clerk and City Council and performing various records management functions.  Acts as City Clerk in her absence.

ESSENTIAL FUNCTIONS:
Set up and attend agenda meetings and prepare draft agenda for review.  Assemble, type, copy and sort agenda material for distribution to Mayor, Council, City Manager, staff and media.  Prepare weekly calendar of meetings and public notices, according to FOIA, for electronic distribution to City Council, City Manager, staff, media, other agencies and general public.  Prepare for City Council meetings to include room and equipment set up and clean up and ordering food and beverages.  Answer phones, take messages, poll City Council, receive complaints and notify  appropriate department or agency.  Process and distribute daily correspondence and determine proper response and disposition.  Prepare travel and training arrangement for Council and City Clerk, compose and type letters and memos, filing and special projects as assigned by City Clerk or City Council.  Update and maintain inventory of City Council(s legislative history to include minutes, ordinances, resolutions, microfiche and agenda packets.  Maintain and update attendance and personal profiles of Mayor and Council and other City  public officials.  Respond to internal and external requests for council records by searching and retrieving requested documents and support information by searching electronically or manually.  Complete pictorial display of elected and appointed officials by searching for those misplaced, omitted or misfiled by utilizing various resources such as , but not limited to, Greenville County Library and Historical Society.  Compile, catalogue, computer index, store and preserve all historical records to facilitate internal and external access.  Maintain and update inventory of all records in Records Center and State Archives.  Attend informal/formal meetings of City Council, committee meetings, work sessions as necessary and take minutes.  Act in absence of City Clerk by performing all duties of the City Clerk.

PHYSICAL DEMANDS:
Overall Strength Demands:
Medium demands include standing, sitting, walking, lifting, carrying, pushing/pulling, reaching, handling, fine dexterity, kneeling, crouching, crawling, bending, twisting, climbing, balancing, vision, hearing, talking, and foot controls.

Machines, Tools, Equipment and Work Aids:  
Equipment utilized includes a computer and related software (Microsoft Office), copier, fax machine, telephone, calculator, typewriter, bitware, Zyindex, City Codes, Board brochures, internet, transcription machine and printer.

Primary Work Location(s): Office Environment

NON-PHYSICAL DEMANDS:
Time Pressures

Frequent Change of Tasks

Performing Multiple Tasks Simultaneously

Tedious or Exacting Work
Noisy/Distracting Environment

Irregular Schedule/Overtime

Working Closely with Others as Part of a Team

JOB REQUIREMENTS:

Formal Education:
A two-year Associates degree or equivalent (Municipal Clerk Certification) is necessary.
Experience:
Over one year of experience is necessary as a Secretary with city government.

Certification and Other Requirements:
A valid SC drivers license is necessary.  

Reading:
Must be able to read City Code, microfiche, maps, correspondence, agendas, petitions, ordinances, minutes, resolutions, contracts, applications, and reports. 

Math:

Must be able to perform basic mathematical operations.

Writing:
Must be able to write letters, reports for City Manager, City Council, and outside agencies. 

Managerial/Planning:
Responsible for work plan and outlining objectives and goals, plans and manages day-to-day activities and sets priorities of work to be done.

Reasoning:
Work involves choices of action within limits set by standard practices and procedures.  Professional judgment is required to apply the proper course of action.

Supervisory Responsibility:

Work requires the occasional direction of helpers, assistants, seasonal employees, interns, or temporary employees.


Interpersonal Skills:
Customer service both internal and external with department heads, members of Council and other appointed public officials, writing letter, taking messages, e-mail and requests for information from outside agencies.

Contacts Within the Organization:
Legal, City Council, Department and Division Heads.

Contacts Outside the Organization:
Caterers, vendors, citizens and other public agencies.

DECISION MAKING:
Appropriately directing caller to department or public/private agency, preparing requisitions and reports, filing and daily tasks.

FREQUENCY AND FREEDOM TO ACT:   

Periodic Freedom: work adheres to specific procedures, but incumbent determines priorities and organizes work.
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