ORDINANCE No. _ /&

CREATING NON-BLECTED CITY OFPFICE OF DEPUTY CITY CLERK/TREASURER

BE IT ORDAINED BY THE CITY QF RUBSELLVILLE:

SECTION T: There le hereby created the office of Deputy
City Clerk/Treasurer.

SECTION II: For powers and duties of the office, see
attached class spocification {job description.)

SECTION IIIz The Oath of Office to be oxecuted shall be
that set forth in Baction 228 of the Constitution of the

Commonwaalth of Kentucky.

SECTION IV:i Before entering the dutles of this office,
the Deputy City Clerk/Treasurer shall execute bond teo the City,
with a corporate surety auwthorized and gualified to become auraty
on bond in thia gtate, in the amount o&f N peco ol L Aﬁ ﬁ9~¢4ﬂv

BECTION Vi Componsation for thie office shall be set at
Grade 2/  in accordance with the City’s Compenzation plan; the
compensation plan and classification plan shall be revised to
incorporate this class specification.

EECTTION VI3 The Pexrsonnecl Policilece and Procedures of the
City shell apply to this office.

SECTION VII: This ordinance sghall become effective after
two readings and the publication roguircments have been met.

Date of First Reading: 3}/;&7';’ 97

Date of Second Reading: __ 9/2/97

Date of Publication: . ‘7 /?{/‘9 7
!

Signed: Aé ; %;ﬁgz
Mayor
Atteat(:ig;)_

ty




1 t Deputy City Clork/Treasurer
Dapt/Div: Administration / City Clerk/Treasurxer's Offica
oxrt Mayor / City Clork/Treasurer

Bupervisen: Personnal Aspigned to Office in Lhe Absence of the
City Clark/Troasurer

Class Charagterigtics: Under general administralive direction of
the Mayor and/or the City Clerk/Treapurex, assists the City Clerxk/

Treasuror with all functicns of the office; supervises personnel
assigned to the offise in Lhe absence of the City Clerk/Treapurer;
performe related wark as reguired.

General Duties and Roeaponsibilic '

Ebgontial: Performs all duties of the office in the absence
of the City Clexk/Treasurer, including preparation for all Council
mastings; attending meetings; completing and accurate recording,
distributing and filing minutes of mestings; publishing ordinances;
maintaining official recerds of all Council actions and all records
of the eity not specifically assigned to ssparate departments, May
gupervige the preparation, proofing and mailing of notices for
utility bille, tax bills, license fees, and other city revenues.
May amssist with collection of revenues; makes bank deposits.
Aggigts with maintaining all receipts and disbursement records up
toc date: reconcilea same with bank statemants. Prepares,
distributes and records reguired reports. Assists Mayor with
preparing annual budget and its presentation to Council; assists in
administering budget, May apply for and coordinate federal and
state grante~in-aid for the city; may supervise their
administration, including preparation of necessary status reports.
Assiste with issuing purchase ordexs; accepting inveoives and
checking for accuracy; paying all bills for the city. Assists with
system control for computer hardware/software system. Supervises
all personnel in the office 1In the absente of the City Clerk/
Treasurer, including approving time cards, anthorizing time~off for
annual loave, steo. Implements and executes directives of the
Mayor. May supervise payroll function,; insuring that checks are
prapared and digtributed in a timely manner, May supervise
amployen benefits programs, Insure that employee records are
maintained. Insures that regquirsd monthly, gquarterly, and/or
annual reports are prepared and dlistributed as regquired. Recelves
inguiries from the public .and atrends fo thedx .digpesiticon -ox

forwards to appropriate person or department,

Non-ggsentialt HNone.

MINTMUM QUALIFICATIONE

Training and Experisnces Graduation from high schocl or eguivalent
eupplemented by three vears related work experience; additional
aducation may be substituted for the required work experience on a
year-for~yaar basip up to & maximum of two years.

1




.Qaputy City Clerkf~ isurerx, Page 2

Xnowladge: Knowladge of public administration theories and
practices, including financial management, recozds management, and
personnel administration. Knowledge of the theories and practices
of municipal finanocial adminfstration. Knowledge of federal, atate
and local laws, administrative regulations and crdinances relating
to operatione of city government. Knowladge of parliamentary
procedures. XKnowledge of prepaxation and management of officlal
recordse of the city. Knowledge of financial administration in
publice organlzations. Xnowledge of banking practices. Knowledge
of modern offise procadures, eoffice machines and equipment,
including cemputara.

bilities: Adainistrative and analytical abilities. Ability
to supervise other perasonnal in the department while assisting with
required doties in the abpenco of a higher asuthority, Ability to
prapare and mpaintain records accurstely and efficiently. Aabilitvy
to communicate effectlvely, orally and in writing. Mathematical
abilities. Ability to learn applicable computer software programs,
Ability to use keyboard efficiently and mffectively. Ability to
egtablish and maintain effective working relationship with city
officers and employees, and the gensral public. Abllity to be
tactful, patieant, firm and diplomatic.

ADDITIONAY, INFORMATION

Ipnatructionas Very qenarai; must use own judgmant much of the
time. :

Progaasap: Maat sccasionally consider different courses of
action, or deviate from standard operating procedures, to get the
job done.

Review of Work: Work iz reviewod through reports, recoxds,
etr.; all financlal records are audited annually.

Analytical Reguirements: Amsignmente involve continual
analysis of figures, trends and results of all kinds which directly

sffect the poulicy of the city.

Togle, Eguinment and Vohioles Ueseds Noxmal office equipments
computer, copier, calculator, cash register, telephone, fax
machine, oto.

Phyaical Demands of the Job: Work is upually performed in an
eifloe at « deak oo table; wwet L gt obfjects weiyghning less
than twenty-five pounds is an accepted requirement of the job.

Contactsa: Publie and invornal contacts reguiring tact and
diplomacy axre reguirements of tha job.

Confidentinl Information: Regular uga of confidential
information ie a J6b vogulrement.




béputy City Clerk/'I'::'aaaurer, Page 3

Montal Effort: Heavy.

Interruptiona:r Congtant.
aci Lic rementg: None.
lryr Must be able to occasionally attend evening
neetings.

Certification Requirements: Obtaining Certified Municipal

Clark designation by the iInternational Institute of Municipal
Clorks and Assotiate Cortified Kemtucky Municipal Clerk by the
Rantucky Munieipal Clerks Assoulation preferred, but not required,

tiocnal irems : Muet boe bonded.

Quartime Provision: Non-gxenpt.




