CITY CLERK - TREASURER
Position:  City Clerk - Treasurer
Reports to:  City Administrator & City Council

Revision Date:  January 22, 2016
FLSA Classification:  Non-exempt

POSITION SUMMARY

Under general administrative direction of the City Manager and City Council, pursuant to the Code of Iowa, performs a variety of complex and specialized supervisory, professional, administrative and technical accounting, financial, budgetary, and administrative duties which require accuracy, proficiency, confidentiality and limited independent judgment. Performs other duties as required.

ESSENTIAL JOB DUTIES

· Attends all council meetings and meetings of other boards and commissions as required.

· Performs an accurate recording of the proceedings, preparation of the minutes, ordinances, resolutions and other records.

· Assists in the development and implementation of city budget.

· Evaluates and reviews all departmental expenditures and receipts using calculator, worksheets, and state forms.

· Determines levy amounts based on increases or decreases in spending.

· Transfers funds between accounts following standard accounting procedures.

· Invests city funds and monitors investment performance.

· Prepares payroll of city employees and maintain payroll records.

· Calculates deductions, taxes, garnishments, contributions and other withholding.

· Prepares required federal and state tax reports on a monthly, quarterly, and annual basis.

· Records personnel information including leaves, compensatory and overtime, salary increases and insurance records.

· Posts and balances entries to general ledgers and journals.

· Prepares vendor claims for payment.

· Submits claims for payment for approval by the city council.

· Print warrants and distributes payments to vendors.

· Records and files grant revenues.

· Notarizes documents.

· Receives direction from and implements policy of council and boards.

· Maintains records.

· Manages utility office.

· Analyzes financial operations of utilities.

· Advises delinquent customers on payment options.

· Prepares and files liens and assessments.

· Notifies property owners of assessments and public hearings.

· Issues licenses and permits approved by the city council and maintain appropriate records.

· Performs duties relating to elections as required by state law.

· Performs personnel functions for city employees.

· Assists in administering the city employment policies.

· Maintains medical files on employees and volunteers.

· Prepares and submits the following reports to the property agencies including but not limited to:  Budget, Budget Amendments, Annual Financial Report, Road Use Tax Report and addendums, Tax Increment Financing (TIF) Reports, W2s, 1099s, 1098s, W3s; Annual Cemetery Reports.
· Reviews liability, workers compensation and employee insurance coverage to make recommendations for coverage to Council.

· Maintains certificates of insurance.

· Coordinates and oversees financial audits as required.  Works with independent auditor to complete audits in a timely manner, including work-paper preparation and report writing.

· Reviews Workers Compensation claims, completes and files documentation with carrier. 

· Represents the city in direct contact with citizens on a daily basis.

· Receives and investigates complaints from citizens in a professional and business like manner.

· Answers questions and explains city policy.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

The individual must possess the following knowledge, skills and abilities or be able to explain and demonstrate that the individual can safely perform the essential functions of the job, with or without reasonable accommodation, using some other combination of skill and abilities. 

· Knowledge of and ability to accurately apply accounting principles on a cash basis.

· Knowledge of and ability to competently perform basic business mathematics, including addition and subtraction; multiplication and division; and the ability to accurately calculate percentages and apply mathematical and statistical formulas.

· Ability to compile and analyze financial reports and to present sound conclusions and recommendations.

· Proficient in professional techniques of correspondence composition.

· Read English language and compare similarities and differences between words and between series of numbers.

· Ability to consult technical sources and documents, including city ordinances, the Code of Iowa, and administrative regulations.

· Ability to maintain accurate and detailed records.

· Ability to proficiently operate a variety of office machines and equipment, including computer, typewriter, fax machine, copier and telephone.

· Ability to work independently and in consultation with other public officials, boards and commissions.

· Ability to train and supervise the City’s office employees.

· Ability to interact and exchange information with the public and other city officials in a courteous manner.

· Knowledge of the organization and functions of municipal government.

· Knowledge of state laws and regulations relating to municipal government, including but not limited to the following:  legislative process; open meetings and open records; finance; budgeting; accounting; taxation; property assessment; revenue financing; contract letting; bonding; urban renewal; economic development; and zoning.

· Occasionally lift and carry books, ledgers and related documents weighing 25 lbs. or less.

ENTRY REQUIREMENTS

Required Education:  Associates Degree in accounting, finance or public administration or equivalent combination of education and experience.
Preferred Education:  Bachelors Degree in accounting, finance or public administration.

Work Experience:  Three (3) years of experience in related fields with particular emphasis on accounting.
Required licenses, registrations and certifications: Must have or be able to attain Certification as a Iowa Municipal Clerk (CMC); Valid Iowa motor vehicle operator’s license.
Required drug testing:  Upon request of the City Administrator.

Residency requirement:  Must reside within a 30 minute response time to City Hall and must be established no later than six (6) months after the date of hire and shall be maintained throughout employment with the City. 

Other testing required:  DCI background check.
REQUIRED SPECIAL QUALIFICATIONS:

· Shall be bondable.

· Shall generally be available for off-hour emergencies.

CLASSIFICATION HISTORY:

The City of Prairie City retains the authority to change the job duties included in the job description at any time.  The list of duties is not exhaustive and various requirements are subject to possible modifications as a reasonable accommodation for a qualified individual.  The duties listed above are intended only as illustrations of various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position.  The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
WORK ENVIRONMENT

Most work is performed in an office setting seated with appropriate heating and cooling and is not subject to significant occupational or environmental hazards other than those normally associated with general public contact.  Work is performed at a computer or using other office equipment.  The noise level in the work environment is usually moderate.  Likelihood of personal injury would be relatively slight.  Work may involve frequent interaction with the public or frequent interruptions.  Ongoing contact with the public in this setting always has the potential for dealing with difficult customers and the public when they have a complaint or question regarding city services.
HOURS OF WORK

Generally 40 hours per week, Sunday through Saturday.  May be required to work additional hours or to change hours with minimal notice because of operational needs.

1. Marginal functions of the position that are incidental to the performance of essential job duties have been excluded from this job description.

2. All requirements are subject to possible modification to reasonably accommodate qualified individuals with disabilities. Prospective employee and incumbents are encouraged to discuss possible accommodations with the City.

3. 
Job descriptions in no way state or imply that the description includes every duty to be performed by the employee in the position. Employees will be required to follow any other job-related instructions and to perform any other job‑related duties requested by their supervisor.

4. The City reserves the right to change or reassign job duties or combine positions at any time.

5. The City of Prairie City is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourage prospective employees and incumbents to discuss potential accommodations with the employer.
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