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	Position Title:
	Deputy City Clerk

	Department:
	Administration

	Reports To:
	Assistant City Administrator/Human Resources Director

	FLSA Status:
	Non-Exempt



Summary
This position provides highly skilled administrative support preparing City Council documents, issuing and tracking business licensing, administering elections, and public records requests. 

Essential Position Duties & Responsibilities 
The duties and responsibilities listed are intended only as examples of the types of work performed by employees in this position and are not intended to be all-inclusive. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position. The City reserves the right to revise or change job duties as organizational needs and job requirements change.
· Issue and track City business licensing. 
· Assist the City Clerk in administering and managing primary, general, and special elections in compliance with all relevant laws and ordinances. 
· Recruit, train, and provide work direction to election judges and election assistants. 
· Maintain election equipment and manage election supplies. 
· Coordinate with polling locations. 
· Administer early voting. 
· Assist with local candidate filing, voter registration, and financial reporting procedures. 
· Oversee election records retention. 	
· Prepare City Council meeting materials, coordinate notifications, take follow-up actions, draft minutes, and manage records retention. 
· Prepare required public notices for meetings and hearings. 
· Maintain the City’s municipal code, ensuring timely updates and proper ordinance codification. 
· Assist with the preparation of minutes for the Planning Commission and Hastings Economic Development and Redevelopment Authority (HEDRA). 
· Make recommendations for the City’s fee schedule. 
· Maintain the City Clerk and Elections web pages. 
· Provide Notary Public services for City legal requirements, residents, staff, and the general public. 
· Assist with public records requests. 
· Manage records retention schedule. 
· Service on committees as assigned. 
· Other tasks and special projects as assigned. 
· Regular attendance is required. 

Knowledge, Skills & Abilities
· Discretion when handling sensitive materials. 
· Strong organizational skills. 
· Ability to respond in a courteous and professional manner with both internal and external customers. 
· Ability to work independently with minimal supervision. 
· Ability to express oneself clearly and concisely, both orally and in writing. 
· Ability to maintain a high level of confidentiality. 
· Knowledge of the Minnesota Records Retention laws. 
· Strong attention to detail. 
Minimum Qualifications
· Associate’s degree or its equivalent. 
· Two years of experience in municipal government. 
· Professional experience with the Microsoft Office suite. 
· Good verbal and written English communication skills. 
· Notary commission or ability to obtain upon hire. 
Preferred Qualifications
· Direct experience with elections, Dakota County a plus. 
· Direct experience with public meeting management. 
· Direct experience with website content management. 
· Direct experience with Municipal business licensing. 
· Experience using digital content management software (i.e., Laserfische, etc.)
Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
This work requires the occasional exertion of up to fifty (50) pounds of force; work regularly requires sitting, speaking, or hearing and using hands to finger, handle, or feel, frequently requires repetitive motions and occasionally requires standing, walking, stooping, kneeling, crouching or crawling, reaching with hands and arms, pushing or pulling and lifting; specific vision abilities include close vision and depth perception; vocal communication is requires for expressing or exchanging ideas by means of the spokenword; hearing is required to perceive information at normal spoken word levels; work requires preparing and analyzing written or computer data; work has no exposure to environmental conditions; work is generally in a moderately noisy location (e.g. business office, light traffic). 
Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
A significant portion of this work is in a typical office environment. It will use common office supplies and equipment, and the noise level in the office is generally quiet. Exposure to computer monitors in the office is regular and expected. This position works closely with others. 


Supervision of Others
This position is not responsible for supervision of any staff. 
The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to 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.
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