
Richland

CLASSIFICATION TITLE;

City Clerk

JOB NUMBER:

7164

AFFILIATION:

Unaffiliated

(Non-Union)

REPORTS TO:

City Attorney

PAY GRADE;

22

FLSA STATUS:

Exempt

GENERAL SUMMARY

Performs difficult administrative work managing the City Clerk's Office, and related work
as apparent or assigned. Position frequently encounters new and varied work situations
involving a high degree of complexity. Work is performed under the general direction of
the City Attorney (supervisor).

CORE VALUES

All employees are expected to model and foster the City of Richland's core values in the
performance of their duties and their interactions while representing the City. The values
of Teamwork, Integrity, and Excellence promote and maintain a high level of morale and
productivity, and are the tie that binds all City employees together across all functions.

ESSENTIAL JOB FUNCTIONS

To be successful in this position, an individual must be able to satisfactorialy perform each
essential function. Additional duties of a similar nature and level may also be assigned.
The City may make reasonable accommodations to enable a qualified individual with
disabilities to perform the essential functions.

•  Serves as the municipal filing officer; records and maintains contracts, minutes,
ordinances, resolutions, and other official documents; attends weekly City Council
meetings and keeps accurate records of the proceedings; provides information and
guidance on parliamentary procedure; attests documents as indicated; prepares the
City Council agenda/agenda packets; ensures timely execution of Council actions, to
include filing and retention of agreements, resolutions, and ordinances; ensures the
proper issuance of legal and public notices.

•  Provides guidance to administrative staff supporting the City's advisory boards and
commissions; administers the application process and membership rosters; ensures
preparation and maintenance of agendas, packets, and minutes for all boards,
commissions, and committees; facilitates member compliance with the Open
Government Training Act and other training requirements.
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