City of Browerville


Deputy City Clerk

DESCRIPTION OF WORK:

The Deputy City Clerk is the assistant to the City Clerk. This position performs skilled accounting and bookkeeping, assists with elections; and performs related tasks as required.

Supervision Received

Works under the general supervision of the City Administrator

ESSENTIAL DUTIES AND RESPONSIBILITIES:

(The examples listed may not include all duties performed by the position.)

1. Prepares accounts payable and receivable and post them to a computerized journal, as assigned by the Clerk. Monitors expenditures and receipts for accuracy.

2. Maintains and processes payroll, payroll deductions, payroll records and reports, etc. as assigned by the Clerk.

3. Assist with annual audit.

4. Screen the City’s incoming calls providing general information as requested and refers other calls to appropriate personnel/departments.

5. Prepares and types correspondence, reports, memos, letters and required documents.

6. Receives utility bill payments by mail and in person, compares remittance to copy of enclosed billing and writes receipts and stamps bills paid.

7. Coordinates sale of bulk water and bills the client accordingly.

8. Coordinates the billing for Fire Department runs.

9. Coordinates the input of data and billing for Ambulance Department runs.

10. Coordinates the rental and use of City facilities.

11. Distributes incoming mail.

12. Issues dog & cat licenses.

13. Prepares and submits necessary building permit paperwork to the state and building inspector.

14. Prepare utility billings for mailing.

15. Perform other duties as assigned.

OTHER DUTIES AND RESPONSIBILITIES:

1. The ability to perform all essential position functions under the working conditions as described.

2. The ability to effectively communicate both orally and in writing.

3. The ability to establish and maintain effective working relationships with other employees.

4. The ability to be pleasant and to be courteous at all times and to promote positive public relations even under trying circumstances.

5. The ability to effectively handle a variety of multiple public inquiries both by telephone and in person.

6. Knowledge of English, spelling, arithmetic, bookkeeping, computers, typing, photocopiers, and other office machines.

WORK ENVIRONMENT:

1. Position requires a clear speaking voice to answer telephones.

2. Activities can be very hectic and stressful for periods up to four hours wherein a variety of different tasks are performed.

3. Persons who are upset or angry may vent their feelings to this position.

QUALIFICATIONS AND EXPERIENCE:

1. Two-year degree in accounting and/or bookkeeping is required.

2. Minimum 40-wpm typing speed.

3. One-year experience on a computer.

4. Previous general office experience is required.

5. Previous experience with fund accounting desired.

While this job description is intended to be an accurate reflection of the job requirements, the Council reserves the rights to modify, add or remove duties from particular jobs and to assign other duties as necessary.
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