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Cl TY OF SAN JOSE
CI TY CLERK (U) (1614)

CLASS PURPGCSE

This is a position in the unclassified Cvil Service. Under |egislative
direction, an enployee in this class perforns supervisory and adm nistrative
wor k of unusual difficulty and is charged with directing, planning, organizing
the work of the City Cerk's Ofice. Performs related work as required.

TYPI CAL DUTI ES AND RESULTS (The position may not include all the duties
listed, nor do the exanples cover all the duties which may be perforned.)

Pl ans and directs the work involved in maintaining and i ndexing officia
Gty docunments and records, including Records Center and microfil mprogram

Prepares agenda for City Council and other neetings, attends neetings
personal ly or by deputy, records actions, and dictates or approves draft of
the m nutes.

Directs the official publication of notices and ordi nances.

Answer s questions frompublic officials and the public regarding nunicipa
organi zation, practices, ordinances, and the status of communications,
resolutions and actions of the Council and other bodies.

Pl ans, coordi nates and supervi ses the conduct of nunicipal elections in
accordance with the Charter and State Codes and adnministers Political Refornm
Act .

Mai ntai ns records of city boards and conmi ssions which he/she serves as
secretary.

Supervi ses preparation of budget requests and directs departmenta
operations in accordance with the approved budget.

Trai ns and supervi ses persons enployed in the departnent including
secretarial service to the Mayor and Council persons.

Acts as secretary to bodies such as the Cvil Service Comm ssion and
admi ni sters Commi ssi on Appeal s.

Certifies copies of official records.

Eval uat es and redesi gns of fi ce procedures.

Mai ntai ns effective working relationships with other City departnents,
County offices, State and Federal agencies involved in the typical activities
of the City Cerk's Ofice.

Typi cal End Results Include: Ensures the provision of copies of al
official records of the City. Ensures that all official Cty Council business
is made a part of public record and is available to the public Ensures that
there is an official record of all conmttees and boards to whi:ch assigned.

DI STI NGUI SHI NG CHARACTERI STI CS

The City Cerk is a single position class in the unclassified service and
is appointed by the Cty Council. The incunbent records and maintains records
of the Council's official actions, conducts City elections, publishes officia
notices, and serves as Secretary to various boards, conm ssions and conmittees.
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QUALI FI CATI ONS
M ni mum Know edges, Skills and Abilites

Know edge of the organization and | egal requirenments and procedures of
the Ofice of a Gty Cerk.

Know edge of the organization of |ocal, regional, special district, and
state government.

Know edge of | egislative methods and procedures.

Ability to attend neetings and/ or prepare agendas, minutes, and reports.

Ability to supervise or prepare budget requests, and nonitor departnenta
operations.

Ability to interpret |aws, procedures, and rules.

Conpet ency Know edges, Skills and Abilities

Know edge of the status of resolutions and actions of the Cty Counci
and ot her official bodies.
Ability to supervise office staff to maintain conplete records of
of ficial business.
Ability to propose procedural revisions as necessary.
Ability to establish effective comunications with other jurisdictions.
Ability to maintain effective working rel ati onshi ps.

Trai ni ng and Experience

Any conbination of training and experience equivalent to ten (10) years
of broad and increasingly responsible experience in public adm nistration
closely related to the function and the duties of the office of City Cerk
including at l|east four (4) years supervising clerical personnel
Li censes/ Certificates

Possession of a valid California drivers |icense may be required.
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