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CITY OF RALSTON 
 

JOB DESCRIPTION 
              

 
Full Time          Appointed 
 
POSITION TITLE:   City Clerk 
 
REPORTS TO: City Administrator 
 
SUPERVISES:   Administrative Assistant 
 
FLSA STATUS:   Exempt 
 
PURPOSE OF POSITION:  Responsible for specialized administrative work 
involving the overall operation of the City Clerk’s office.  Work includes accurate 
maintenance of City records, ordinances, resolutions, bonds and City Council 
agendas/minutes. This position is required to attend City Council and other various 
meetings. Appointment is recommended by the City Administrator, with approval by the 
Mayor and majority of City Council members. 
 
ESSENTIAL FUNCTIONS: 
 
Prepares and distributes City Council agendas and packets of related information. 
Attends City council meetings, prepares minutes and maintains a journal of all 
proceedings, ordinances and resolutions; indexes all actions taken and distributes 
information as needed. 
 
Prepares and advertises meeting notices, ordinances, bids, legal notices, publications 
and other pertinent data for the City Council and other board and committee meetings; 
ensures that all notices and legal publications are published as required. 
 
Serves as a custodian of all official city records and public documents; certifies and 
records the documents as legally appropriate; establishes and maintains a complex file 
and catalog system by accurately filing all city records and documents in accordance 
with state requirements. 
 
Maintains city personnel records; establishes and maintains a complex file system by 
accurately filing personnel records and documents in accordance with state and federal 
requirements. 
 
Ensures that city ordinances are codified and distributed appropriately; attests, 
publishes, and archives ordinances and resolutions. 
 
Issues various permits and licenses to the public. 
 
Attends various board and commission meetings, takes minutes, maintains and 
publishes accurate records of proceedings, ordinances and resolutions. 
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ESSENTIAL FUNCTIONS: (continued) 
 
Coordinates all activities and services in the City Clerk’s office including public service 
operations and support.  Develops specific goals and plans to prioritize, organize, and 
accomplish work. 
 
Responds to requests for information from the public, other municipalities, City and 
State officials and City departments by researching a variety of records, ensuring 
complete and accurate information. 
 
Serves as a Notary Public and notarizes documents for the City and general public; 
certifies official documents as requested for court proceedings, etc. 
 
Coordinates city elections with the Douglas County Election Commissioner. 
 
Attends various meetings and conferences to maintain awareness and keep abreast of 
changes for municipal/public administration functions and responsibilities. 
 
Establishes and maintains positive public relations with the public, other employees, 
other governmental agencies and city officials; establishes contacts in the business 
community to create opportunities for promoting services and programs for the 
community. 
 
Performs a variety of clerical duties such as typing, photocopying, answering phone 
calls, preparing various documents and reports, and work on special projects, as 
needed; operates standard office equipment in the performance of duties. 
 
MARGINAL FUNCTIONS: 
 
Performs other duties as directed or as the situation dictates. 
 
ESSENTIAL KNOWLEDGE, EXPERIENCE AND ABILITY: 
 
Knowledge of and ability to apply city, state and federal laws, policies and regulations 
which impact city activities. 
 
Knowledge of and ability to comprehend and apply state statutes and the City Code. 
 
Knowledge of and ability to apply effective record keeping principles and procedures. 
 
Knowledge of city responsibilities and ability to use independent judgment in the 
performance of duties. 
 
Knowledge of community resources and agencies available to the general public. 
 
Knowledge of and ability to utilize a personal computer in the performance of job duties.  
 
Knowledge of and ability to perform input and retrieval functions utilizing a variety of 
computer programs. 
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ESSENTIAL KNOWLEDGE, EXPERIENCE AND ABILITY: (continued) 
 
Ability to accurately prepare and maintain records, reports and other departmental 
documents. 
 
Ability to perform job duties efficiently while managing frequent interruptions. 
 
Ability to communicate effectively, both orally and in writing. 
 
Ability to operate standard office equipment. 
 
Ability to establish and maintain effective working relationships with other employees, 
other governmental agencies, municipal officials and the general public. 
 
ESSENTIAL EDUCATION, CERTIFICATION, AND/OR LICENSES: 
 
1. Graduation from an accredited college or university with a Bachelor's Degree in 

public administration, business administration or a related field, or an equivalent 
combination of education, training and experience. 

2. Must have supervisory experience, with at least two (2) years in a municipal 
environment, or an equivalent combination of training and experience. 

3. Must obtain a certification as a Municipal Clerk within a time frame established by 
the employer.  

4. Must become a notary within a time frame established by the employer. 
5. Must be bondable. 
6. Must have a valid driver’s license at the time of hire. 
 
ESSENTIAL PHYSICAL DEMANDS AND TYPICAL WORKING CONDITIONS: 
 
The physical demands and work environment characteristics described here are 
representative of those that must be met by an employee to successfully perform the 
essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Work is generally performed indoors in an office setting and requires some physical 
activity, including extended periods of sitting, walking, standing, kneeling, bending, 
crouching, reaching, stooping and climbing. An incumbent must have the ability to 
transport themselves to and from various locations throughout City Hall and surrounding 
jurisdictions. 
 
An incumbent must have the ability to frequently lift and/or carry equipment, supplies 
and other materials weighing up to 10 lbs., and to occasionally lift and/or carry 
equipment, supplies and other materials weighing up to 25 lbs.  An incumbent must also 
possess the hand-eye coordination and manual dexterity necessary to use hands and 
arms to reach, finger, handle, grasp and feel; and operate the following:  computers, 
tools, and any other equipment that is used to perform the essential functions of the job. 
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ESSENTIAL PHYSICAL DEMANDS AND TYPICAL WORKING CONDITIONS: 
(continued) 
 
Work hours may occasionally be required in times of darkness.  Noise level is usually 
moderate.  Vision abilities, correctable to normal ranges, include close vision, distance 
vision, peripheral vision, depth perception and ability to adjust focus.  Communication 
abilities include the ability to talk and hear within normal ranges. 
 
Work requires extensive interaction with the general public, and may be stressful when 
dealing with irate citizens and/or time constraints. 
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