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Job Description
City Clerk/Secretary

—Overall Physical Strength Demands—

Scdertary T Wi Heavy Very e
Exerting up i 101 | Exrting up 1030 . | Everting 2050 16| Eerting S0-100 | Bvertig over T00 5
occasionllyor | occasionally, 101bs. | occasionaly, 10-25 | 1. occasonaly, | occusionaly, 50100,
negligibloweights | frequenly, or bs_frequenty, or | 25-50 s bs. requentl, or up
frequenty;siting | negligible amounts | upto 101, two- | fequenty,or upto. | (0 20.50 o, two-
mostofthe ime. | constantly OR tirdsormoreof | 10201bs.two- | thirds ormore of the
reires valking or | th tim. dirdsormoreof | time.

sanding o th e,

sigifican degee

—Physical Demands—

C=Contimuously | F=Frequenly | 0= Oeeasfonaly | ReRarly N=Newr
ormoreofthe | From 1310230 | Uptol3ofthe | Lessthan lhowr |  Neveroceurs.
time. he time, time. per week.
“The Tollowing s 3 briet escription of s way 3 J0b i currenly performed; t does ol addvess T potentil for
accommodaton

Physical Demands | Frequency Description

i recing cifzon and cistomers
Greting cizens, wswering elphons

"o other offees (Bank etc).

Offie supplics,

Supplies o ther ofices

Generslized

Fofles

Paperwork

Compuier work

Folding plt documers

Folding plt documents

Tocating s i records
‘Mailing vatersower bl
Reviewing maotepance probems
‘Caryin supples and fle:
Readin, secing customers
‘Communication withcustomers
“Communicaton with esiomers

Foot Conirolt
Other (Specitriving

0| z|oo|o]oo]=|o|=|z]o[o|ofo|olo]o|ol={-

"Dl i  Post Office and bk
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Job Description
City Clerk/Secretary

—Machines, Tools, Equipment, and Work Aids—

(Copie,fax machine elephone,calulator, generaloffce equipment, compuar, printe, and rlated software:

—Protective Equipment Required—
o rotestiv xupment s g for i psion. Kb lves ey b ke

—Environmental Factors—
Dy VoSl Tines | WiSeve Tines | S Sy Weiewar
Per sk Peroat
[ Health Environmental Primary Work
And Safety Factors Location

Hicianial Hazards N Respony Hamrds N[ Offcs Envronment | X
Chemica Hazards N Exrome Tempersres N | Warshouse:
Eleciica aaiss N Noise and Vibrtion N Shop
Fire Hazards N Wetness ity N | Veicke (FOR) W
Exploives N Physica Haoaras | Outdoars
Commuricsbi Disises N
Poysical Dangeror Abwse | N

—nNon-Physical Demands—

“C=Coniimiously Ferequenily "G-Occasionilly ety NeNever
2Bormorsofthe | From 13w 23 0fthe | Upto 13ofthe | Lessthan | hourper | Neveroceurs
time time time ek
Non-Physical Demands Frequency Code
“Time Prassire T

Emergency Stion
Frequent Cange of Tasks

Iireqular Work Schedule/Overime

Performing Multiple Tasks Simulansoudly
‘Working Closely with Othes s Part o  Teai
Tedious or Bxactng Work

Noisy Disracting Environment [

/0| o] |=/=|

‘The secretary shall perform all other duties required by law, ordinance, resolution, or
order of the governing body of the City of Murchison, TX.
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Job Description
City Clerk/Secretary

~Signature - Review and Comments—

1 have eviewed thi ob description and in it o be an acurate description of the demands of i postion,

City Secreary Signatire o Employee Daie
Mayor
Iob Title of Supervisor Signatursof Supervieor Date
1ob Tile of Deparimnt Fead Signitare of Department Head Dite
Comments:

“Ths job descripion s intended t0 descibe the genral natre and lvel of work being performed by individuals
asigned o this positon. s notinended 1o be an exhaustiv st of sl responsibiltie, dutes, and ails require o
‘personnel soassigned t this posiion. This job descripton s subject o change 0 the needs and requirements o the:

Job change.
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JOB DESCRIPTION FOR CONTRACT EMPLOYEES

1) Maintain professional and yet, o a personabl atitude fo customners, ellow
employees, council members and mayor.

2) Follow specifed guidelinesascontact tates, When and fthere s  question,
confer withe mayor forinput.

3) Follow gencral insructions of mayor (when acting in th capacity of ity mg)
andlor council, ot to interfere wicontract,

) Treatment of eased and/or owned city property will be trated respectively, as
‘eauied. ity quiprment and property should be kept n a neat and ordely
fashion.

3). You are serving in. b capacity that hes placed you in a unigue position whercas
Your performance is especially viewed by citizens on a daily basi, Be proud of
your position and humble to the opportunity t serve the City of Murchison,
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OFFICE OF THE MAYOR
DESCRIPTIVE DUTES |

‘The mayor occupies the highest elective office in the municipal governmegt. As political
head of the city, the mayor is expected to provide the leadership necessary o keep it
moving in the proper direction.

In general aw municipality where there s no separate office of judge of a unicipl
court, the mayor is ex officio judge of the court

Ifthere is no paid position of city manager, the mayor is the city’s chief exteutive officer.
“The mayor presides over council meetings, is the signatory for the city, and is generally
recognized as the ceremonial/governmental head of th city for most purpdses

Mostof the powers exercised by the mayor ae created through ordinancesland
resolutions adopted by the ity coun

performing the ceremonial duties that go with the offce. In some cascs,
approved by the council give the mayor wide latitude to deal with the m:
arise cach day.

‘As the mayar of Murchison, TX, you are placed in a unique position whercas your
performance is especially viewed by citizens on a daily basis. Be proud of your position
and humble to the opportunity to serve the City of Murchison.

MAYOR NAME DATE
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L |CLAIN FOR REMBURSEMENT FOR EXPENDITURES ON OFFICIAL BUSIRESS
I I I

[
IDEPT OR DETAIL & {OFFICE" [TELEPHONE No-

[PAYEE A T T T " ISOCIAL SECURITY G|
IADDRESS OF PAVES

T lRATE: T IANOUNT CLAED
TE_—FROW 7o #MILES WILEAGE JoTHER

(AMOUNT s [TOTALS:
T T [TCERTIFY THAT THIS 1S TRUEICORRECT]
APPROVING OFFICIAL SIGN HERE: (CLAMANT SIGN HERE: |
DATE (OATE]
[ I I I
ICASH PAYMENT REGEIPT- [REASON FOR TRAVEL:
IPAYEE(SIGNATUREY
DATE RE(
JAMOUNT

[PAYMENT MADE BY CHEGK NO- DATE,
|

[
IFORM DESIGNED: 876106,
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H4- continued:

oo bt o the couneil providing prope documentatonis tched. 5 Reimbrsement s NOT allowed for
et aleoholicbeverages, laundry & valet servics, enal a usd for pesonal sspees

eacellanecus: Employecs/deignes o the same destintion should lmit tavel t ome vehict. Reimbursement
i b alowed fo ofcalbusinss. Per Diem i inended to cover ncidental expencer
Rnetudes but is not limitedto meals if spproved. Vacation or persoml s i sonjumein et e

When travel includes ANY personal business, NO reimbursemens wil be approved.

Travelpolicy docs notincude contract enployecs, unles special approval by couneil

Mike Hill, Mayor
City Council, Morchison, TX 75778
August 2009
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City of Murchison
‘Travel & Reimbursement Policy

A. Statement of Purpose: To set forth guidelines prescribing the City’s payment &/or reimbursement for reasonable ¢
Approved expenses which are incurred in the course of autharized tavel by employees &/or council members, includi
the mayor on City business.

B. General Policy: Trave shallbe in the best interet of the City. Examples of authorized travel nclude, but are not
Limited o:
W-trining for improvement ofjob knowledge/skills
Zattendance at mectings or conferences
3-making presentations
being elected an officer of a professional organization pertining to the city
S-reviewing projectsor programs at other cties or agencies (if approved by council)
Gobtaining or renewing certifcations required of the employee's or the council member's
7-any other ravel, as and if authorized by the council

C. Authority to Travel: Travel shall comply wiall FLSA requirements. A Request for Authority to Travel shll be:
‘completed/approved prior o ravel by an employee's mayoricity mar or coneil, in order for reimbursement outside o

. Travel Advances: There will be NO advances but instead only reimbursermens.

E. Transportation: The choice of transportation considering cost effectiveness and other relevant factors s eft t the
Discretion of the council and may incude the following: Commercial Aifines, rentalcar, o personal vehicle.

F. Meals: Day Trips-The IRS requiresthat the amounts reimbursed o employes while on businessday ipsbe report
As income on employee's W-2. 1-City of Morchison considers a day rip as one thatis outside the city imits, at least s
As Dallas(the metroplex) and not greater than 120 mile from Murchison, unless agreed upon by subject and council.
Athens/Tyler/Longyiew are all“essthan a day’s traver. 2-Overnight rips must b pre approved and acnua receipts
Must support reasonable amounts or expenses. 3-Business Meals ar to be reimbursed for employee’s, mayor, &/or
‘Couneil members and business guests (as pre approved or w1 spending authority for Mayor), when dorumeated s 1o
The busincss purpose relaing to the ity of Murchison,including the aftendee’s names who re preseat and allowable
"his should be nly during spesalcircumstances (. buying a meal for  state nspector, o someons performing
Function specificaly for city.

G Lodging: The ciy expests it designee (o be comfortably odged at conference hotel when attending conventions, et
However, when on travel or th ciy, resor/uxury hotel accommodations shall be avoided. For adaily tip less than
120 miles. lodging reimbursement shall not be authorized and avoided unless counil sees fitto approve.

H. Reimburscment: 1- Day Trips: Only on rare occasions and when trip s mandatory will it be approved. IRS per
Diem willbe used as established. For reimburscment, employees shall submit  copy of the Authoriy (0 Travel Form
Forreimburscment of meals on day tips to councilfor pre approvement so that the requested amount may be paid
“The form of  check. 3-Mileage: Mileage for use of pesona vehicle wil be paid at the rate that the IRS secognizes
And mustbe documented on Travel Expense Report. Council must approve esch expenditure. 3+ Overnight ps:
Employees or councl members must submit a trave expense report for reimbursement of expenscs upon completion
Of travel, including: temized copy of hotel o mote il ranspotaton bill scfre.cabs,pasking, c) recipt or
‘Some ther proof of fec, such as copy of conference progam, ct: pay will be according (0 pe diem rte so by IRS.
-business meals: reasonable costs of meals for cmployecs/designces, and business gucsts must be documented as|
To the business purpose relating to City of Murchison & attendees present. The actual meal receipt must be ncluded.
Purpase of meeting & who was in atendance must be documented on meal receipt, and business meal reimbursemont
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CITY OF MURCHISON . .
HENDERSON COUNTY, TEXAS DIDHAR -1 PH 1: 37
ORDINANCE NO. 2009- 016

AN ORDINANCE OF THE CITY OF MURCHISON, TX ,
ESTABLISHING RULES AND REGULATIONS FOR OBTAINING
TRAVEL AUTHORIZATION AND REIMBURSEMENT OF EXPENSES.

WHEREAS, the ity of Murchison employees and publc offcals il incur authorized usiness expenses
for trave,subsisence,registration i felsed expenses whileon City businessand

WHEREAS,the ity of Murchison would ike o provide  reasonable and timely mechanisn forthe
reimbursement of such necessary expendiures.

'NOW, THEREFORE, the City Council of the Cty of Murchison, T does ordain s follows:
Section 1. Ftablishing Travl Polices and Procedures, The Travel Policies and Procedures for
Teimbarseinent for expenses mcured Whileon officilcty busines are approved by the Mayor and City
‘Couneiland e hereby adopted and setforth onthe atachment,marked s “Bx’ibit A”as amende,
necessary, by theciy councl, rom time o time.

Section?. Effctive date, Thisordinancs shallbe effecive onth date of incorportion.

Pussed By the Cty Counel by motion on August 11, 2009.

A W)

Masor, Mk H

ATTEST:

Lyttt

=ty
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CITY OF MURCHISON
HENDERSON COUNTY, TEXAS 001 -1 py I
ORDINANCE NO: 2005 03 el

AN ORDINANCE ESTABLISHING THE CITY OFFICE OF CITY SECRETARY/CLERK:
PROCEDURE FOR SELECTION; TENURE, COMPENSATION; DUTIES; PROVIDING FOR
SEVERABILITY; AND PROVIDING OTHER DETAILS RELATING TO THE PASSAGE OF

‘THIS ORDINANCE.

‘WHEREAS, in accordance it Secton 22,071 of the TX Local Government code,th City Council of the
City of Marchison ha determined the n dditon to the membersofthe ity council, e ther ffcrs o
the municipality areth secretary,contactemployees an any othe ofiersor agentsathrized by the
Councl

WHEREAS, in accordance ith Secton 22.071 of the Texas Local Gavernment Code,the Cty Coureil by
ondinance shall povide for th lection r appoinment of the offces provided by the secton efereaced
above,
WHEREAS, i sccordance with Section 22.073, the scretary ofthe musicipality shal atiend cach
meeting of the City Council of the ity of Murchison and shll Keep,in  ecord provided fo hat purpose,
accurate minutes of the City Couneil's proceedings.
WHEREAS, the scrtaryshal

1) engross and enrll all laws,resolutons,and odinances of the sity couocl;

) keep the orporate ea

3) ke charge of, rrangs, and maintin the records ofthe city councl;
)

fssued o municipal offiersand iensesissud by the mayor, and
and

). propare all noticsrequiredunder anyregulation orardinanceof the murici

WHEREAS, the scretry shall nofify the TX Judics: Council the e of each person who i cected or
appoinie as mayor, municipa court judge, o ek of a municipel court of the municipalicy. The secretary
shll oy the udical counci within 30 days after th e of the person's elcton of ppoinient.

WHEREAS, th secretary servesas the general accountant o the municipality and shall keep regular
accounts of the municipa roceipts and disbursements. The seretary shall keep cach cause of recept and
ishursements sepratly an e proper heading. Th secetay shlllso kp each cause ofrecept and
Gisbursment sepurately and under proper headings. Th secetary shll also kecp separte accourts with
each person, inluding each offcr, who has monetry tranaciion wih municipaly. The secrtaryshal
creitaccountsallowad by proper autority and shllspeify th pariclar ranstion o which cochenry
Spplics. The secrotry shallkeep records of the accounts and oer nformation overed by Subchapter C.

WHEREAS, te screaryshal keep a regserof bonds and bills issued by the muricipality & al evidence
of dobt duc & payable o he municpalty, noting the elevant prcculrs and fcts s they oceur

‘WHEREAS, the scretaryshall erform il oher dutis required by law, ordinance, solution,or order of
the governing body.
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NOW THEREFORETO, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF
MURCHISON, T

'SECTION 1. ‘T facs nd maters et outsbove i the reciations ar found 0 be rue and corect. The
job description forth City Secretary/Clek ae hreby adopied nd st forth i th atachment marked s
“Exhivit A"

SECTION 2. OFFICE ESTABLISHED.
“Tha he ofice of ity secrtary i hereby established. Th ety sacetry may aso b known s the clty
cerk.

SECTION 3. APPOINTMENT OF CITY CLERK.
e city clrk shallbe appainte by the city council,subjocttoan affrmative vot of and rom the counc

SECTION 4. TERM OF CITY CLERK
“The ity clek shallserve for such  erm that the ouncl may desive.

SECTION 5. COMPENSATION OF CITY CLERK
“The compensation of th citycerk shal b a from time t tme determined by he city counci.

SECTION 6. GENERAL DUTIES OF CITY CLERK
. The ity ek shal perform the dtes prescribe by Texas Locel Government code 22073 and othes
duesthat may be required by law,ordinancs, esoluon,or rder ofth City Council,a per “Ex’ibit A”

. The ity clerk shal atend every meeting of the City Courcil and kep accurate minles of the
proccedings thercf and odinances of the Council t keep he orporat sl nd take chargeof and
preerve and keep in orderal boks,records, documens, contact,etes, and s of the ity Councl.

€ The Ciy Cle shal countersign 1l commissions fsued t cty offcrs and ll censesissued by the iy
and keep an accurae ecord o regity there, and make out and sue al odces requied under any.
oncinanceor reslution ofthe City Councl

SECTION 7. REMOVAL
‘. The City councl may remave the Ciy Clek for in competency,cormptio, misconduc, or
malfeasanc i ofice aftr povidin the offcer with due noic, discipline, ad an opportunty to

be heard.
b, 1fthe City Council lacks confidenceinthe
time,afer proceedings as it justsbove have occurrd. The remon
hirdsof th eected slderman vote in fovor of resoluton deckrng

Cleck the Counci may remove the officer st any
iseffectiveonly f owo-
ack o confidence.

SECTION 8, SEVERABILITY
fany section, paragraph, sentenc, claus, prase or word ofthis ordinance ofthe application hereof o
any personor cirumstance is held invalid or ncontitutional,such holding shallno affct the valdty of
he remaining porion o s ordinance, and the City Council hereby desares hat t would ave passed
rermalning porions despite invalidtyof nconstiuioraly.

PASSED, APPROVED AND ADOPTED THIS 8™ DAY OF SEPTEMBER, 2009.

MAYOR, MIKE HILL

ATTEST:

‘M_‘i%“m Tedfors, erind Secreiary
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10 DESCRIFTION FOR CITY SECRETARY

Duties and description include:
1) Maintain & professional and personable attitude to customers, ellow employees, council members
and mayor,
2) Perform all duties/functions concerning water bill. (i.¢. posting, printing, completing document

associated to bills for USPS, depositing at Post Office, accepting payments from custormers, posting
payments, etc)

3) Accomplish task of mailing requirements including preparing and dopositing outgoing mail,
retrieving mail from the Post Office at a time that is deemed appropriate to flow of traffic at the city.
hall. This should be a daily function.

4) Handle all banking/financial responsibilities, transactions and business required by position daiy.
“This includes paying al bills, as received, ips to bank, etc.

5) Maintain purchase log for any financial expenditures under $200 and purchase order for financial
expenditures over $200. Always attach receipt o cither log or P.O. as requircd by dollar amount.
Order supplies/services, as necessary for city hall, contract employees, mayor and/or council.

6) Perform general office duties, following work schedule set by city council and/or mayor, without
exception. This includes answering business phone, making business calls, accepting/sending faxes,
as necessary, relaying messages to mayor, council or contract employees, depending on where
call/fx s dircctod, computer entries, printing and copying, reports(both manual & computer
gencrated), city business/official email correspondence, fling and posting, etc.

7) City Secretary’s attendance at council meetings/workshops is critical and mandatory. Recording
actual and accurate minutes during meetings, typing them in a timely manner, relaining in a secure
ile until next meeting, and presenting official minutes a the following council meeting for
approvalldenial is required. The function of preparing an agenda, (derived by requested agendz.
items, etc),requesting approval by city manager/mayor, and posting the agend according to the
regulated time clements. Mayor, council members and required employees (sccording to the agenda
items) will be notificd by phone, email, in person or by US Mail of the council mecting/workshop.
within 24 hours of meeting time. No personal notes and/or opinions added/removed to accommodatc
anyone as minutes are deemed official” as they are spoken.

8) Perform all housekecping duties at city hall including keeping your desk, filing cabinets, counter,
etc in a clean and orderly fashion. Cleanliness s important to the public. Treatment of leased and/or
‘owned ciy property will b treated respectfully, as required.

9) Follow work schedule set forth by th city council and/or mayor, without exception. Promptness is
important. Procrastination is not accepted or tolerated during any part of a workday schedulé.
Position docs not allow, require, include or justify managing other employees (contract or salaried).
Be responsible for yourself and your duties
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10) This is a public office where you serve n a capaciy asthe secretary for and of th City. Exch ciizen
has & voice in how their interest s used and spent. Your performance is especially viewed by citizens
on a dily basis. Be proud of your position and humble o the opportunity as you servethe City of
Mucchison.
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Job Description A:n;u AMEAT
City Clerk/Secretary

—Brief Description—
The prpoe o i posidon i o praare Councl oo, agends, it snd condac l Ciy clstons 35
eyl s a1 S Lo Ths 1 stsomplhed 3 empietin poces e, g
e nd compie o o Tt et Os 4t oy e g comepamines o
e aor o Cy Counl s waerbons il o vy (e ol s of sy e
Tovmene psing. . T i sy mporant osilen and shold b el 5 s Th secreary o the
gy el atnd exch meeeg of e governng by andshll e, i ecods provi o hat
Tarpore aceuret minee of the e by procedns. The strery Sha: ogros wm aroll
e reoions, andoriiances o e Everin bl

—Essential Functions—

This information i intesde to be desripiv ofthe key responsiilis of the posiion. The following examples do
‘ot identity all duies prformed by any sinle incumbent.

S Sedeniay [T Tight M Medium W Teny [V Very He
Evering upto 10155 | Exering p 0 T0 1o | Exertg 20-50 | Excring 50-100 | Exerig over 100 s
occasionllyor | occasionally, 101bs. | occasonally, 1025 | s occasionally, | occasionlly, 50-100
neglighle weights | frquenty,or Ibs froquetly,or | 25:50 . bs. requentl, or up
froguenty;siting | negligible amounts | up1o 101bs.two- | fsquenty, or upto | 102050 s, two-
mostof e me. | constantly OR thindsormareof | 10201s.bwo- | tirds or more ofthe
reqires walking or | thetme. irdsormoreof | ime.
sandingtoa he ime.
sgnificat degres.
Code Description of Essential Functions
T [ Complees packel prepartion by yping and Sopying agends, notices and minute, and conducing

research and agendas for Council and Mayor. Have mayo approve agend. Post agenda imely. Notty
(Council and any employeo (ho shoukd be in atendanc) of meeting within 24 ours of mesiing time
Only actual minutes will be acceptd (o additons or deletions 1o official minutes) as minutes 10 3
counil mesting e ‘offcial”as they ar spoken.

T Prepares ormespondenc, s necesary by coordating fhe Wriing, prining and Fing of uch for
the Mayor, Councl or chy department (1. waer, sewez, ). Trips {0 Post Office for mailng and
reieving mail should be made daly and at a ime that ciy hal raffc s t o minimum. Perform
peneal office dites (including answering busivess phone, making business call, accepling/sending
e, relaying messages to mayor, council or contract employees, depending on where callf i
dincied, computer enties, prining and. copying reports-both manual and computer genersted,
businessofficial emal comespondences, and fling and posin, i) whie following a work schedale
set by councl (may be incrased by mayor If warranted by chy secetay's documenttion (must be:
approved by mayor) or If mayor approves due o excesive workload. Ether must be documented
wihou exéepion). Prompiness is importan. Procrastnation is ot accepied or tolerated during
‘workday schedule.

Perform all housekeeping dutis at city ball, whichincludes keeping the secetaral work tation clean
and ondery. Cleanlincssis important t the public. Trestment oflased andior owned property will b
rewed vespeciflly, s reqired

L )
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—Job Requirements—

Job Requirements

Formal Education/
Knowledge

Work requires Knowledge of @ specic vocalonal sV, or echaical naire
‘which may be obtaned with an assoc. degroe,diploma o equivalent fom a cllege,
technical, busines, vosational, costespondeace school. Appropriae cetfcation may
be awarded upon satsfuctory completion of advanced study! training (Certfcaion
provided by TML, or other agency a instructe by council following online courses
arc adequate) Council has authority to variance wieducation requirements.

Eipericnce

experienc s requied (To be determined when hiing new SmpToyes)

Ceontifcaton Requrements

Valld rvers License

Reading

Tntrmediat - Abily 1o read papers, periodicals, Journal, manuel, onries,
thesauruses, and encyclopediss. Ordinariy,such educaton s obiained in bigh school
p 10 college However, it may b obained from experence and elf-sudy.

ek

Basic - Abiliy 1o perfor: the four basic arifimetic operaions. _Ordierly, such
education is obained i elementary school up to high schaol. However, it may be
obtained from experience and elf-study

Witing

Imermediste - Abilfy o Write reports, prepare business Ieiers, exposiions, and
summries wih prope formal, punctuaton, speling, and gramuar, usng all pars of
speech. Ordinariy, such educaionis obained in high school up o college. However,
it may be obaine from expeience and sef sty

Vanageral

Receives Generl Dirction: The cmployee normally performs th Job by GIOWing
esablished standard operatig procedures andor policis. There is @ chojce of the
appropeite procedare or policy o aply (o dutes. Performance s reviewed
perodicaly. SOP: The posiion does not alow, reguire or jusify managing other
cmployees. e responsible for managing yourself and you dies.

Butget Responsioliy

‘Docs rescarch for budget documents; and compiles data for computer entry; enters or
oveses datn ey Has resposibityfor mrioring budge xpendircs ypialy
nonicronary sxpeninge) fo 3 work i o s 3 deparr 2, .
‘program, projects, or small organizational units. Will handle all banking/financial
esponiities st ranacions dai. Ths nludes pying il from satement,
i To he bk, . aiain purchse g for cxpendiare under S200 and
Puchase ordrs for hok over S200 Abways tach respt fo o or PO. Orier
Spplcrvces s ncesry o ity bl conractcplayecs,meyorador ol
s pertaining 10 city business (including all aspects). The secretary serves as the
geneal accomtant of the ety and shall isp. reguar accounis of he iy’
Feceptidsbascmenss Also shall keep esch cawe of receptdisburscment

separacly and under proper eadings.

Siperviory Conol "N responsibityfo e dirctionor supsrvIion of oer
Ttespersonal/ Hurmar | Mainain a profesional and personable atfiude with cusomers, Folow crployess,
Relations Skills council and mayor. Work may require providing advice 1o olhers outside dirct

reportin rlotonships on spcific problems or geneal poliie. Confacts eay reguire
the considersion of diferent poinis of view o reach agreement. Elements of
persuasion may be necessry 10 gan cooperation and acceplance of deas, This s 3
public ofice whercas you serve i 2 capacity as th secretry for and of the City.
Each citzen has 8 voce in how thei ntrest s sed and speni. Your perforance is
especially viewsd by ciizens on a daily basis. B proud of your positon and humble
1o e opportunity a5 you serve the Ciy.








