VILLAGE OF MAGDALENA

POSITION DESCRIPTION


TITLE:
 Clerk/Treasurer


EMPLOYMENT TERM:     Full Time – Appointed

DEPARTMENT: Administration
EXEMPT/NON-EXEMPT:  Exempt

FUNDING SOURCE:
General Fund
QUALIFICATIONS:

1. AA degree in accounting, finance, business administration or related field and two to three (2-3) years of related experience or an equivalent combination of education and experience.

2. Working knowledge of word processing, spreadsheets, and database software.

3. Working knowledge of fund accounting

4. Must be willing to complete training and obtain Certified Municipal Clerk license within 3 years.
5. Must be willing to attain Chief Procurement Certification within 1 year.  
6. Must have good communication skills to work with the public, trustees, state/federal agencies and disgruntled customers.
ADDITIONAL PREFERENCES:
Possession of Master Municipal Clerk License 

Possession of Certified Municipal Clerk License

Possession of Chief Procurement Officer Certification 

SUPERVISED BY:

Mayor or his/her designee
SUPERVISES:
Deputy Clerk, Assistant Clerk and other employees as designated by Mayor
PAY RANGE:
Grade I, Grade J with Certified Municipal Clerk License and Chief Procurement Officer Certification, Grade K with Master Municipal Clerk License contingent upon appropriations approved by the Board. 
WORKING HOURS:
40 hours per week 
LUNCH HOUR:


12:00 – 1:00 p.m.
POSITION GOAL:
Performs a variety of administrative duties needed to expedite the delivery of services of the offices of the Village of Magdalena and manages the day to day operations of the Village.
DUTIES & RESPONSIBILITIES:

1. Maintains or causes to be maintained all Village record and files in accordance with state regulations and retention schedules and is designated as the Custodian of Records for the Village.
2. Maintains a license as a Notary Public and attests to all legal Village documents.

3. Keeps the Village seal.

4. Conducts municipal elections

5. Issues municipal permits and licenses.

6. Prepares meeting agendas and packets for trustee meetings

7. Prepares, posts, and publicizes all legal notices, proceedings and ordinances.

8. Implements and follows procurement policies set forth by State Statute. 

9. Prepares and issues Requests for Proposals and Bids as required by the State Procurement code.

10. Prepares payment vouchers and checks

11. Prepares and maintains all payroll records

12. Prepares and reports all financial statements as required

13. Reconciles all bank accounts

14. Prepares and transmits official Village correspondence and communications.

15. Receives and disseminates all Village correspondence and communications.

16. Issues work orders to the Joint Utility Department.
17. Develops and compiles the annual Village budget.

18. Monitors all department budgets to assure expenditures are in line with the budget and revenue. 

19. Maintains the accounts, financial data, and financial reporting system

20. Prepares all financial and property records for the annual audit

21. Facilitates other Village committees and commissions by providing information and technical support

22. Assists the public by answer questions and addressing complaints. 
23. Coordinates, schedules and records the use of all Village property.

24. Assumes duties for sick, emergency, vacation relief or vacancies of the Deputy Clerk to do tasks consistent with requirements in order to assure continuity of operations.
25. Performs other duties as assigned by the Mayor.
EVALUATION:  Will be evaluated in accordance with the Village of Magdalena policies and procedures.
ADVANCEMENT OPPORTUNITY:  Promotion is dependent on experience, certification/license, job training availability, job performance, seniority and job opening.

BOARD APPROVED:
June 12, 2017 
CERTIFICATION

"I have carefully reviewed the above description of the qualifications, duties and responsibilities of this position and certify acceptance of this description as complete and accurate.

___________________________________


____________________

Employee






Date
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