CITY OF LOS BANOS
Job Description

POSITION TITLE ASSISTANT CITY CLERK/
RECORDS COORDINATOR
DEPARTMENT ADMINISTRATION
EMPLOYMENT CATEGORY REGULAR
EMPLOYMENT LEVEL STAFF
DEFINITION

To perform technical support related to all City Clerk functions; to plan, organize,
coordinate and evaluate the City’s ongoing physical and digital records storage and
retention needs, including compliance in all City departments, and to do related work as
required. This position is responsible for making recommendations to the City Manager
to ensure compliance with applicable records management, retention, and destruction
policies and procedures, including issues that might have a city-wide impact. This
position also serves as a liaison for the City Clerk’s Office by overseeing official City
records and election processes.

SUPERVISION RECEIVED AND EXERCISED

This position acts with a high degree of independence of action in the assigned area of
responsibility. Receives direct supervision from the City Manager, or as assigned, and
may exercise general supervision to clerical staff when necessary.

EXAMPLES OF ESSENTIAL DUTIES
Duties may include, but are not limited to, the following:

o Reliable and dependable attendance and punctuality.

e Maintain confidentiality of City records and/or confidential discussions pertaining to

City records.

Organize and maintain complex and extensive files and records.

Attend and provide support at various meetings; record meeting minutes.

Prepare and issue notices of City Council Meetings.

Attend City Council meetings/record proceedings in the City Clerk’s absence and

prepare and/or review official meeting minutes.

. Coordinate and perform agenda follow-up including preparation of official resolutions,
ordinances, minutes, official letters, and codification of the municipal code.

o Respond to complaints and requests for information from employees, management,
outside agencies and the public.

. Oversee the outreach efforts, interviews, and appointment process for City
Commissions/Committees.

. Maintain the City’s Records Retention Schedule and assist departments with
questions pertaining to records destruction.
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Monitor applicable federal, state, and local rules and regulations applicable to the
records management program.

Accept formal proposals and/or bids and conduct bid openings.

Certify official documents and file documents for recording.

Perform notarial services, as needed.

Monitor Conflict of Interest and Campaign Statements, and designated employee
Economic Interest Statements as required by local and state law; respond to
questions regarding elections.

May serve as the Elections Official in the City Clerk’s absence for processes such as
accepting and processing petitions for referendums, initiatives, and recalls.

Type a wide variety of material from rough draft copy, notes, or verbal instructions.
Provide clerical support to the City Manager including drafting, composing and
filing official City correspondence.

Assist in implementation of City policies and procedures.

Research and develop a variety of policies and procedures.

Build and maintain positive working relationships with co-workers, other City
employees and the public using principles of good customer service.

Perform other duties in the Administration Department as needed.

Knowledge of:

Understand and manage the operations, services, and programs related to the
functions of a City Clerk’s Office.

Apply principles and practices of public administration and understand city
government procedures.

Interpret and ensure compliance with relevant Federal, State, and local laws,
including the Brown Act, Political Reform Act, and Municipal Code.

Communicate effectively and professionally, both verbally and in writing, with
strong attention to grammar, spelling, and punctuation.

Maintain and organize filing systems, including handling and safeguarding
confidential records.

Utilize modern office practices and organizational procedures efficiently.

Operate standard office equipment and navigate various computer operating
systems with proficiency.

Understand and apply Fair Political Practices Commission (FPPC) filing
requirements.

Ability to:

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach
equipment surrounding desk; perform simple grasping and fine manipulation; use
telephone, and write or use a keyboard to communicate through written means; and
intermittently carry weight of 10 pounds or less.

Perform essential office functions, including prolonged sitting, reaching for
equipment, using a telephone, keyboarding, writing, and occasionally lifting or
carrying items weighing up to 10 pounds.

Accurately follow and carry out oral and written instructions.
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Organize and maintain complex and extensive files and records in compliance with
legal and departmental standards.

Research, analyze, and prepare clear, detailed, and comprehensive reports.

Apply independent judgment in problem-solving and decision-making situations.
Interpret, explain, and apply relevant municipal laws, City and departmental
policies, and state laws, including the Public Records Act, Brown Act, Political
Reform Act, Government Code, and Election Code.

Prioritize tasks effectively and organize work to meet strict deadlines.

Analyze and interpret complex legal documents, administrative procedures, and
government regulations.

Communicate clearly, confidently, and professionally both orally and in writing.
Maintain composure and professionalism when managing challenging or high-
pressure situations.

Demonstrate confidence and assurance in personal decision-making.

Build and maintain effective and cooperative working relationships with staff,
officials, and members of the public.

Provide technical guidance and functional supervision to assigned staff; effectively
train and support team members.

MINIMUM QUALIFICATIONS

Must be age eighteen (18) by date of application.

Equivalent to completion of the twelfth grade.

Possession of, or ability to obtain, a valid California Class C driver license.

Four (4) years of increasingly responsible clerical or clerical office experience
including public contact.

Type at a speed of 50 NWPM.

DESIRED QUALIFICATIONS

Bachelor’'s degree from an accredited college or university in public administration,
business administration, or related field.

Possession of, or ability to obtain, a Certified Municipal Clerk (CMC) certification
from the International Institute of Municipal Clerks (IIMC).

Experience working for a public agency.
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