CITY OF ASHVILLE
CLERK II

JOB DESCRIPTION
This position entails varied and responsible administrative work.  Its primary function is to ensure anyone having business at city hall is greeted and assisted in a friendly and professional manner. Responsibilities also include clerical support to the administrative department. prepare payables for payment and be responsible for the entire payment process, collection of payments for business licenses, permits, court and tax payments.  The Clerk II position is responsible for payroll data entry, bi-weekly payroll processing and maintains various records required to support payroll. Other responsibilities include general administrative functions and complex clerical duties of the Planning Commission and the Board of Zoning Adjustments and specialized administrative municipal judicial court work in the operation of municipal court. The incumbent works under the general supervision of the City Clerk.  

ESSENTIAL FUNCTIONS
· Be reliable, punctual, organized, and have demonstrated ability to manage multiple priorities in an office.
· Operate basic office equipment in the performance of assigned duties.
· Receive and verify invoices and requisitions for goods and services. 
· Process the check runs after each council approval.
· Prepare vendor checks for mailing.
· Maintain updated vendor files.
· Maintain historical records by filing documents.
· Biweekly payroll data entry & processing
· Maintain case files, agendas, public notices and publication of legal notices for the Planning Commission and Board of Zoning Adjustments.
· Monitor and record incoming zoning plans and applications.
· Issuance of building permits & Certificates of Occupancy 
· Scheduling building & fire inspections
· Conducts research to ensure correct platting of property.
· Attends Planning Commission & Board of Zoning Adjustments meetings, conferences and workshops.
· Create, maintain, and update GIS data for Zoning Map
· Assist the business community in the issuance/renewal and payment of general business licenses.
· Process and receipt all payments received.
· Assist court clerk in preparing papers and documents in compliance with court rules and governing laws.
· Assist court clerk in preparing and maintaining court dockets and pertinent court records; issue court papers; prepare court cost bills and collect and account for money paid into the court. 
· Issue arrest warrants: receive guilty pleas and impose scheduled fines; account for money paid into the court; assist court clerk in preparing subpoenas and warrants; approve surety appeal and appearance bonds.
· Protect the organization’s value by keeping information confidential.
· Update job knowledge by participating in educational opportunities.
· Maintains positive working relationships with co-workers and the public.
· Perform any and all other duties which are not in conflict with the above functions as requested by the City Clerk from time to time.

KNOWLEDGE, SKILLS, AND ABILITIES
· Working knowledge of the principles and practices of public administration in general and City Ordinances.
· Knowledge of accounts payable.
· Knowledge of payroll functions and procedures.
· Ability to maintain a high level of accuracy in preparing and entering financial and payroll information.
· Ability to understand city ordinances, federal law, state law, and other guidelines relating to payroll activities.
· Knowledge of the laws, rules, regulations, and procedures governing the legal process related to municipal court operations and assignments.
· Knowledge of legal terminology, documents, and rules governing filing and recording legal documents.
· Skill in preparing reports and correspondence.
· Skill in working within deadlines to complete projects and assignments.
· Ability to operate a multi-line phone system.
· Ability to maintain confidential files in a timely, efficient, and orderly fashion.
· Ability to express ideas clearly and concisely, orally and in writing.
· Ability to maintain confidentiality concerning financial and employee files.
· Ability to plan and organize work with little or no supervision.
· Ability to accept lines of authority; promote harmony; and cooperate with other staff and officials.

QUALIFICATIONS
· Must be a graduate of an accredited high school or hold a certificate of high school equivalency (GED).  
· Must possess computer skills that are necessary to perform the essential functions of the position, preferably with knowledge of Microsoft Windows® systems and applications.  
· Must have general working knowledge of related office equipment.  
· Must obtain CAPZO certification within the first two years of employment.
· Must be sworn to the oath of office prescribed in the Constitution of the State of Alabama and filed with the probate office after date of appointment.  Within six months of taking oath must enroll in a magistrates’ orientation and certification program approved by AOC and complete six orientation sessions with 70% success and graduate. 
· Must complete required continuing education hours for each certification program each year.
· Must possess a valid Alabama driver’s license and a driving record suitable for insurability. 
· Must be willing to work non-standard hours and overtime as required.  
· Must be willing to travel overnight to attend continuing education courses and workshops. 
· Must be physically able to perform the essential functions of the position; reasonable accommodations may be made to allow someone to perform the essential functions of the position.


The above does not constitute a contract with employee and shall not be construed as such as the same is expressly disclaimed.  



