











Section 35. OATH OF OFFICE. Every officer, upon entering office, shall take or file with the City
Administrator an oath or affirmation that they will support the Constitution and laws of the United States
and of this state and the charter and ordinances of the City of Dundee, and that they will perform the
duties of their office to the best of their ability.

CHAPTER VII.

VACANCIES IN OFFICE.
Section 36. WHEN OFFICE IS VACANT. An elective office shall be deemed vacant when the
incumbent dies, or is adjudicated as incompetent, upon conviction of a felony, resignation or recall upon
the incumbent's ceasing to possess the qualifications necessary for the office; or upon the failure of the
person elected or appointed to an office to qualify within three (3) days after the time for the term of office
to commence; and in the case of the mayor or councilor, upon their absence from meetings of the City
Council for 60 days or are absent from the city for 30 days without consent of the Council; or in the case
of an appointive officer upon removal from office.

Section 37. FILLING OF VACANCIES. Vacancies in elective offices of the city shall be filled through
appointment by a majority of the remaining membership of the council. In the case of a tie vote, the
selection shall be by coin toss. The appointee’s term of office shall begin immediately upon appointment
and swearing or affirming to the oath of office, and shall continue throughout the unexpired term. During
the temporary disability of any officer or during the absence temporarily from the city for any cause, the
office may be filled pro tem, in the manner provided for filling vacancies in office permanently.

CHAPTER VI,
ORDINANCES AND MUNICIPAL CODE.
Section 38. ENACTING CLAUSE. The enacting clause of all ordinances shall be, "The City of Dundee
does ordain as follows."

Section 39. INTRODUCTION, READING AND PASSAGE. Every ordinance shall be fully and
distinctly read in open council meeting on two different days previous to being put upon its final passage
except in the following instances:

a. Any ordinance may be introduced, read twice, once in full and once by title, and put on its
final passage at a single meeting by unanimous voice vote of all members of the Council present at the
meeting.

b. The Council by unanimous voice vote of all members present at a meeting may, read an
ordinance by title only with a public explanation or summary of the ordinance read in full, and a second
reading by title only and put on its final passage by a single unanimous voice vote of all members of the
Council present at the meeting. The final vote of ayes and nays of the members of the Council present
shall be taken and recorded in the minutes or journal of the Council. If the ordinance passes, the City
Administrator shall so endorse it, with the date and his or her name and title of office, and the mayor shall
within three days thereafter sign the ordinance with the date, name, and the title of office.

Section 40. WHEN ORDINANCE TAKES EFFECT. An ordinance enacted by the City Council shall
take effect on the thirtieth day after its enactment. When the Council deems it necessary, however, an
ordinance may provide a later time for it to take effect, and in case of an emergency, it may take effect
immediately upon an affirmative vote of four members of the City Council.

Section 41. AMENDMENT TO MUNICIPAL CODE BY ORDINANCE. Amendments to specific

sections of the Dundee Municipal Code shall be by ordinance. The specific sections so amended shall
indicate the ordinance number and effective date immediately following the amended wording.
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Section 42. ENACTMENT OF MUNICIPAL CODE. The City Council shall establish by ordinance a
municipal code. The municipal code shall include all subject matter contained in existing ordinances.
The date of adoption of a municipal code shall not prevent any ordinance or ordinance provision from not
being in full effect.

CHAPTER IX
PUBLIC IMPROVEMENTS,
Section 43. CONDEMNATION. Any necessity of taking property for the city by condemnation shall be
determined by the City Council and declared by ordinance or resolution of the Council describing the

property and stating the proposed use(s).

Section 44. SPECIAL ASSESSMENTS. The procedure for determining the amount of special
assessments, apportionment of same to various parcels of property and the property upon which they may
be levied; for giving notices to property owners and other interested parties; for hearings on and levy of
assessments; for creating and enforcing assessment liens; and for taking any other action relating to the
assessments shall be governed by the applicable laws of the state relating to special assessments or by
general ordinances enacted by the City Council.

Section 45. BIDS FOR PUBLIC IMPROVEMENTS. The bidding process on public improvements shall
be in accordance with Oregon Revised Statutes.

Section 46. LOCAL IMPROVEMENT DISTRICTS. The City Council is authorized to form and
implement local improvement districts for the purpose of making public improvements. Assessments
procedures for said improvements shall be prescribed by ordinance. The City Council is authorized to
enter into Deferred Improvement Agreements with property owners who may be subject to inclusion in a
local improvement district.

Section 47. PROCEDURES. The procedures for making public improvements shall be described in
Public Works Standards adopted by the City Council.

Section 48. UTILITY SYSTEMS. The City Council is authorized to create such public utility systems it
deems necessary to the service and convenience of the citizens and property in Dundee.

CHAPTER X.

LAND USE PLANNING
Section 49. AUTHORIZATION. The City is authorized to enact such regulations as necessary to regulate
land uses. The City shall employ case law, state statutes, in the development of such ordinances to
regulate land division and uses. The basis for such planning documents shall be the adopted
Comprehensive Plan Map and Text for the City. Implementing ordinances shall be a zoning ordinance,
subdivision ordinance, public works standards, building codes, and such other regulations as deemed
necessary by the City Council. The Planning Commission, City Administrator, or hearings officer are
authorized to make such land use decisions as empowered by the City Council.

Section 50. AMENDMENTS. Amendments to implementing land use ordinances shall be by ordinance
as either a quasi-judicial or legislative act. Public notices prior to making any such amendment will be as

prescribed by state law.

Section 51. INTERGOVERNMENTAL AGREEMENTS. The City Council is authorized to enter into
intergovernmental agreements with other levels of government to implement state, county, city and
regional land use, housing, utility, environmental, transportation, economic development laws and
regulations. The proprietary interests of the City shall be represented in each such agreement.
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Section 52. PLANNING COMMISSION MEMBERSHIP. There is appointed a seven member planning
commission to conduct such planning functions of the City as prescribed by state law. The City Council
may also assign duties to the Planning Commission otherwise reserved to the City Council. Members
shall be appointed and approved by the City Council, and serve a term of four years. Members shall
possess such qualifications as deemed necessary by the City Council. A Planning Commission position
shall be deemed vacant for those reasons listed in Section 36 when determining a vacancy on the City
Council.

CHAPTER XI.

URBAN RENEWAL
Section 53. AUTHORIZATION. The City Council is authorized to refer to the voters of Dundee the
determination for the need for and activation of an Urban Renewal District and Agency. The ordinance
referring such determination shall be without an emergency clause. The word "need" means that the
voters at a general election must declare that a blighted area(s) exist(s) which impairs the economic values
and tax revenues, and that the approved solution to a "need" is through an Urban Renewal District and
Agency.

Section 54. URBAN RENEWAL AGENCY. The City Council shall by ordinance establish an Urban
Renewal Agency after approval at a general election. The agency shall consist of such officers as deemed
necessary by the Urban Renewal District Board of Directors. The Agency is authorized to develop an
Urban Renewal District plan describing the adopted district boundaries, activities within, financing plan,
general operations, resources, annual reports, and proposed results.

Section 55. URBAN RENEWAL DISTRICT BOUNDARIES. The Urban Renewal District Boundaries
shall be those lines drawn on a map and submitted to the voters as part of the District and Agency
formation. The Urban Renewal District Board of Directors may add no more than ten (10%) additional
area to the District than initially approved by the voters.

Section 56, URBAN RENEWAL BOARD OF DIRECTORS. Upon creation of an Urban Renewal
Agency, there is established an Urban Renewal District Board of Directors consisting of the City Council.
The City Council may choose to appoint five (5) additional directors whose terms shall be no more than

two years.

Section 57. CONDEMNATION. An Urban Renewal District may exercise the power of condemnation to
acquire private property within the District in accordance with state laws.

Section 58. TAX INCREMENT FINANCING. The base assessed value and tax increment to each
existing taxing district within the District shall be determined immediately upon voter approval of the
District. No portion of this tax increment shall be available to the District. Property value added as a
result of actions by the Urban Renewal District or through property value appreciation shall be used as the
basis for calculating the tax increment available to the District. If the Urban Renewal District Plan
includes tax incremental financing of District indebtedness, the Board of Directors shall refer to the
voters, at a regular election, the question of authorizing such debt.

Section 59. TERMINATION OF AGENCY. If the Urban Renewal District Board of Directors
determines that there is no longer a need for an Urban Renewal District and Agency, then the District by
ordinance may terminate the District and Agency. A District shall terminate ten (10) years from the date
of voter approval, or when all voter approved debt has been repaid through tax increment financing or
other means.
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CHAPTER XII.

AMENDING CHARTER
Section 60. CHARTER AMENDMENTS. Amendments to this Charter may be proposed and submitted
to the qualified electors of the city by the City Council. A referendum to refer a decision of the Council
made under this Charter shall be in a petition manner as allowed by state law. The same shall be filed
with the City Administrator at least 10 days prior to the date set by state law for placing a referendum on
the ballot. No amendment of a City Charter so made shall be effective until it is approved by a majority of
the votes cast by voters living within the City.

CHAPTER XIT.
PERSONNEL
Section 61. POLITICAL RIGHTS. The City Council may affirm by ordinance the rights of city personnel
to participate in political activities and may limit those activities to the extent necessary for orderly and
effective operation of the city government.

CHAPTER X1V.
, OTHER PROVISIONS
Section 62. DEBT LIMIT. The City's bonded indebtedness shall be limited to 1.5% of the total assessed
value of property within the city limits as determined by the Yamhill County Assessor's Office, except
such bonded indebtedness may be exceeded where allowed by state laws. All elected and appointed
officials may be held jointly and severally liable for debt in excess of the above limits.

Section 63. CONDEMNATION AND FORFEITURE FOR CRIMINAL USE. The City Council may by
ordinance enact provisions which allow for the confiscation or seizure, condemnation and forfeiture of all
private property used to support or that is directly involved in a criminal activity. Criminal activity is
defined as any conduct which violates state law and is punishable by incarceration. This ordinance shall
comply with state law.

Section 64. REPEAL OF PREVIOUSLY ENACTED CHARTER PROVISIONS. All previously enacted
charters or charter amendments are repealed at 12:01 a.m on the effective date of this charter.

Section 65. EFFECTIVE DATE. This charter shall take effect on January 1, 1999 at 12:01 a.m.

Section II. 1998 General Election. The Elections Officer for Yamhill County, Oregon, certified the
election results of Ballot Measure 36-78 City of Dundee-Adopt New City Charter on November 20th 1998,

The certified ballots were:
Yes 639 77.45%

No 186 22.55%

Section IV. Emergency Clause. The reason for enacting the Emergency Clause is: The proposed City
Charter states that it will take effect on January 1, 1999; and, the County Elections Officer did not certify
the results of Ballot Measure 36-78 until November 20th 1998. The Council meeting adopting this
ordinance is December 7th 1998. No emergency clanse would mean that this ordinance would not take
effect until January 7th and not the promised date of 1/1/99 at 12:01 a.m. The City Council desires and
deems it necessary for the preservation of the health, peace, and safety for the City of Dundee, that this
ordinance take effect at once, and, therefore, an emergency is hereby declared to exist, and this Ordinance
shall be in full force and effect from and after its adoption by the City Council and Approved by the
Mayor.

Adopted by the City Council this 7th day of December, 1998.

Approved by the Mayor this 7th day of December , 1998.

ATTEST: (& NI oy

City Administrator/Recorder Mayor:
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AGENDA REPORT

TO: Mayor and Council

FROM: Steve Dahl, City Administrator
DATE: June 21, 2022

REASON: City Hall Job Description

With Sheryl retiring at the end of June it is a suitable time to review the job descriptions for City
Hall staff. The updated Job Descriptions attempt to list the core responsibilities for the
positions.

Sheryl’s position was the accounting position. | have removed almost all mention of Human
Resources that Sheryl did for the city. The only thing that | left is the need to do payroll. For this
position we need someone who has the knowledge and ability to do the accounting for the city.
That is the highest priority. When the proficiency in that is demonstrated then we can add to
their job responsibilities. Until that time City Administrator will do the needed human resource
paperwork not associated with payroll.

Melody is the Administrative Assistant 1 and acts as the secretary for the Public Works
Department, manages all the utility billing processes, which includes account set up, billing,
review of billing to find water leaks or other trouble spots through use, creates reports and
reports that go to the City Administrator, sends accounts to collections if necessary. Prepares
and maintains Land Use Applications. Ushers them through the Land Use Process making sure
that the planner building official, and other required contacts, have the needed input on the
applications. Acts as secretary for the Planning Commission. Ensuring that the commission has
the required materials in time for the meeting, answers the commissions and public’s question
concerning land use and the land use process. Establishes the Court dockets. Notifies the
defendants of dates. Reviews materials submitted to court for adherence to law and court
procedures. Manages the coordination, production, editing, and distribution of the city
newsletter.

Melissa is the Administrative Assistant 2. Her responsibilities are to keep the files up to date,
keep the minutes from the various meetings up to date, manage the paperwork for Council.
She also manages the accounts payable. This requires her to code the bills that come in, run
checks, and ensure that the city’s pays its bills. Pick-ups, sorts, and routes incoming mail.
Serves as receptionist receiving payments preparing and ensuring accuracy of cash receipts. She
also acts as the city’s Notary Public.
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We contract out IT and planning. Currently have a temporary worker, under $5,000 in total
costs, to clean up, destroy, and file the paperwork that has not been effectively completed
because of COVID.

MOTION: | move to accept the job descriptions as presented (amended)
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POSITION DESCRIPTION: ACCOUNTANT

DEPARTMENT: ADMINISTRATION
SUPERVISED BY: CITY ADMINISTRATOR
SUPERVISES: NO ONE
EMPLOYMENT STATUS: NON-EXEMPT

GENERAL DESCRIPTION

A professional position which assists the City Administrator in planning, budgeting, organizing and
auditing the accounts and financial transactions of the City. Helps develop and administer financial
policies and procedures.

ESSENTIAL JOB FUNCTIONS

The list of duties is a representative sample of the work appropriate to the call and does not include all
the duties that may be assigned to a particular position. The incumbent may perform a combination of
some or all the following duties.

Performs advanced professional accounting work in the processing and maintenance of financial
data and expenditure controls. Manages and coordinates the annual audit process; works with
auditors in the preparation of the comprehensive annual financial report.

Performs journal entries and maintains the accuracy of journals and ledgers. Prepares, verifies,
adjusts and balances control accounts for budget processing. Collects, compiles, tabulates and
analyzes data and accounting procedures. Monitors grants, processes payroll and all
corresponding decoctions including fringe benefit administration.

Supervises accounts payable, perform audits of internal functions and procedures including
contracts, purchasing business licenses, taxes, etc.

Reconciles report discrepancies and bank statements.

Maintains control records and produces monthly financial and departmental reports.

Drives to City and Community facilities as well as meetings and training opportunities, as
necessary.

Provides back-up for utility billing functions and receptionist responsibilities as well as mail
pickup and processing

MINIMUM QUALIFICATIONS

Knowledge

Advanced knowledge of the principles and practices of governmental accounting and of the laws
regulating public finance and fiscal operations.

Considerable knowledge of the principles and practices of municipal budgeting.

Considerable knowledge of public purchasing and contacting laws and regulations.

Considerable knowledge of the principles of public/business decision-making.
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e Working knowledge of strategic planning methods with an emphasis on services related to office
administration
e Working knowledge of English grammar, spelling, and usage.

Skills

e Skills in computerized accounting application software as required for the position.

e Skills in the operation of standard office equipment and personal computers including a working
knowledge of word processing, database, and spreadsheet applications.

e Ability to work with mathematical concepts quickly and accurately

e Ability to maintain complex financial records and prepare clear and concise reports

e Ability to analyze accounting and auditing problems and to develop effective controls

e  Ability to perform policy/program analysis

e Ability to effectively implement policies and programs

e Ability to effectively manage multiple programs and staff utilization a team approach to
producing high quality results

e Ability to communicate effectively in oral and written format to coworkers, elected officials and
the public and display excellent interpersonal skills and an awareness of controversial and/or
sensitive issues.

e Ability to establish and maintain effective working relationships with employees, public officials,
other agencies, contractors, and the public

EDUCTION, TRAINING AND EXPERIENCE

A typical way of obtaining the knowledge, skills, and abilities outlined above is education qual to a four-
year degree in accounting or finance and five years of progressively responsible experience performing
advanced accounting duties utilizing a computerized accounting system.

Any satisfactory equivalent combination of experience and training which ensures the ability to perform
the work may substitute for the above.

LICENSING AND OTHER REQUIREMENTS

Possession of the ability to obtain a valid Oregon Drives license.

PHYSICAL AND MENTAL DEMANDS

Frequent repetitive motions including, but not limited to, hand, wrist, and fingers movements; daily
walking, reaching, standing talking, hearing, and seeing. Sedentary Work; sitting most of the time,
exerting up to 20 pounds of force occasionally to lift, carry, push, pull or otherwise move objects.

Persons with disabilities may be able to perform the essential duties of this class with reasonable
accommodation, which will be evaluated on an individual basis and depend, in part, on the specific
requirements of the job, the limitations related to the disability and the ability to the city to
accommodate the limitation.
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WORKING CONDITIONS

The work environment characteristics described here are representative of those an employee
encounters while performing the essential jo functions of this class. Usual office working conditions:
noise level in the work area is typical of most office environments with telephones, repeated
interruptions, and background noises.

Work assignments may require attendance at evening meetings and attendance at meetings with other
agencies, community partners and vendors.

This job description does not constitute an employment agreement between the city and employee and is
subject to change by the city as the needs of the city and requirements of the job change.
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POSITION DESCRITPTION: ADMINISTRATIVE ASSISTANT |

DEPARTMENT: ADMINISTRATION
SUPERVISED BY: CITY ADMINISTRATOR
SUPERVISED: NO-ONE
EMPLOYMENT STATUS: NON-EXEMPT

GENERAL DESCRIPTION

Performs a variety of administrative support functions of considerable complexity or of a sensitive
nature. Performs extensive computer input utilizing a variety of software programs. Issues building
permits, conducts research, monitors permit and applications processes and provides information and
customer service to the public. Ensures compliance with all regulations, state laws, and ordinances as
they affect job responsibilities. Assists the public by answering questions about court dates and
procedures, bail, and fines procedures. Maintains and processes court records, documents, and acts as
assistant to the city judge.

ESSENTIAL JOB FUNCTIONS

The list of duties is a representative sample of the work appropriate to this class and does not include all
of the duties that may be assigned to a particular position. The incumbent may perform a combination of
some or all of the following duties.

Serves as City Hall receptionist greeting visitors and assisting the public. Performs new utility account
set-up and answers routine questions about the land use process, a variety of permit application
procedures and general city business functions.

Provide skilled clerical work in the processing of utility billing transactions and preparation of accurate
and timely reports. Processes cash receipts and refunds as appropriate.

Downloads utility service data into hand-help meter reading devices and coordinates schedule for
monthly meter readings with Public Works. Review monthly readings to check for efforts, possible leaks,
and missing reads.

Prepares late notices and 24-hour disconnect notices; coordinates service disconnection with Public
Works; establishes and monitors utility billing payment plan agreements and sends accounts to
collections as appropriate.

Processes and maintains Land Use Applications, Building Permit Applications, Escrow Accounts,

Inspection Records, Reviews applications and permits to ensure accuracy and completeness. Prepares
files and exchanges information with related agencies as appropriate.
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Calculates, collects and records fees and deposits. Monitors the application and/or permit process by
routing and tracking applications and pan through the approval process to ensure timely processing of
requests. Analyzes, reconciles, and distributes permit fees and land use deposits to other agencies and
applicates as appropriate; issues payment requests if additional funds are required.

Assists the public; answer questions about court dates, court procedures, bail, and fine procedures, etc.
Documents court policies and procurers keeping current with changes in regulations and rules.

Establishes court dockets and notifies defendants of dates. Maintains and processes court record;
examines legal documents submitted to court for adherence to law or court procedures; prepares case
folders and case dispositions, Gathers information and processes court matters; exchanges information

with law enforcement and court officials, as necessary.

Composes, types, and edits minutes, agendas, reports, memos, calendars, and other varied
correspondence from a variety of media sources.

Processes cash receipts and refunds as appropriate; establishes and monitors payment plan agreements
and sends accounts to collections as appropriate.

Performs research projects as assigned and compiles data in an approved format.

Manages software implementations and training as needed. Creates business cards, letterhead, and
other documents as needed.

Places lien information into electronic lien records and works with third party conduction lien searches.
Provides administrative support and acts as liaison to the Planning Commission.

Attends assigned committee meeting; records proceedings and drafts minutes. Prepares public notices
and agenda packets; ensures arrangements are made for the meetings.

Codes and process miscellaneous accounts receivable as directed.

Operates various standard office equipment including a personal computer utilizing a variety of software
applications.

Responsible for coordination, production, editing and distribution of the quarterly city newsletter.
Coordinates articles with Mayor and staff and composes articles as assigned.

Utilizing a special computer application, posts, and updates information for display on the city website.
Acts as court clerk and violations bureau.

Drives to City and Community facilities as well as meetings and training opportunities, as necessary.
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Contributes to an environment in which employees are focused on producing excellent customer
services. Promotes professional and courteous behavior with a participatory approach to problem
resolution that promotes a positive experience for internal and external customers.

MINIMUM QUALIFICATIONS

Knowledge:
e Considerable knowledge of office procedures and methods.
e Considerable knowledge of English grammar, spelling, and usage.
e  Working knowledge of state and specialty codes, rules, and ordinances.
e  Working knowledge of office procedures and methods.
e Working knowledge of bookkeeping systems.

Skills:
e Skills in computerized application software as required for the position
e Skills in the operation of standard office equipment and personal computers. Including a
working knowledge of word processing and spreadsheet applications

Abilities:

e Ability to exercise initiative by interpreting ordinances and resolutions and within established
boundaries, in explaining city policies and procedures.

e Ability to organize, file and maintain accurate records.

e Ability to type rapidly and accurately from a variety of media sources.

e Ability to maintain complex records and prepare clear and concise reports.

e  Ability to multi-task and deal with multiple interruptions

e Ability to communicate effectively in oral and written format to coworkers, elected officials and
the general public and display excellent interpersonal skills and awareness of controversial
and/or sensitive issues.

e Ability to establish and maintain effective working relationships with employees, public officials,
other agencies, contractors, and the general public.

EDUCATION, TRAINING AND EXPERIENCE

A typical way of obtaining the knowledge, skills and abilities outlined above is education equal to
graduation from high school with a two-year degree or certificate in secretarial science. Three years of
progressively responsible experience performing advanced administrative duties utilizing a personal
computer. Any satisfactory equivalent combination of experience and training which ensures the ability
to perform the work may substitute for the above.

LICENSING AND OTHER REQUIREMENTS
Possession, or the ability to obtain a valid Oregon Driver's license and certification from the State of
Oregon as a Notary Public.
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PHYSICAL AND MENTAL DEMANDS

Frequent repetitive motions including, but not limited to, hand, wrist, and fingers movements; daily
walking, reaching, standing talking, hearing, and seeing. Sedentary Work; sitting most of the time,
exerting up to 20 pounds of force occasionally to lift, carry, push, pull or otherwise move objects.

Persons with disabilities may be able to perform the essential duties of this class with reasonable
accommodation, which will be evaluated on an individual basis and depend, in part, on the specific
requirements of the job, the limitations related to the disability and the ability to the city to
accommodate the limitation.

WORKING CONDITIONS

The work environment characteristics described here are representative of those an employee
encounters while performing the essential jo functions of this class. Usual office working conditions:
noise level in the work area is typical of most office environments with telephones, repeated
interruptions, and background noises.

Work assignments may require attendance at evening meetings and attendance at meetings with other
agencies, community partners and vendors.

This job description does not constitute an employment agreement between the city and employee and is
subject to change by the city as the needs of the city and requirements of the job change.
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POSITION DESCRIPTION: ADMINISTRATIVE ASSISTANT II

DEPARTMENT: ADMINISTRATION
SUPERVISED BY: CITY ADMINISTRATOR
SUPERVISES: NO-ONE
EMPLOYMENT STATUS: NON-EXEMPT
GERNERAL DESCRITPITON

Performs a variety of administrative duties for the City Administrator, and City Council some of which
are of a confidential and/or sensitive nature. Attends, records, and transcribes minutes of City Council,
Budget Committee and other meetings as assigned. Responsible for processing accounts payable and
communicating with the public and other agencies. Ensures compliance with all regulations, state
statutes, laws, and ordinances as they affect job responsibilities.

ESSENTIAL JOB FUNCTIONS

The list of duties is a representative sample of the work appropriate to this class and does not include all
of the duties that may be assigned to a particular position. The incumbent may perform a combination of
some or all of the following duties.

Composes, types, and edits minutes, agendas, reports, memos, calendars, and other varied
correspondence from a variety of media sources. Extensive computer operation using various software
programs.

Attends City Council, Budget Committee and assigned committee meetings; records proceedings and
drafts minutes. Prepares public notices, agenda packets and committee work documents; ensures
arrangements are made for the meetings.

Assists City Recorder (City Administrator) in City Elections including certifying petition signatures,
preparing, and distributing official notifications and providing information to candidates and campaign
committees regarding election-filing timelines.

Provides administrative support and acts as liaison to the City Council; schedules use of Council
Chambers. Acts as a Notary Public

Acts as liaison to citizens and other entities. Maintains a directory of all Board and Committee
appointments. Coordinates City functions and promotional material usage and employee events.

Maintains all City Administration records per records retention schedule (resolutions, ordinances, deeds,

easements, minutes, budgets, etc.). Provides support and review to ensure compliance with adopted
records retention schedule for all city departments.
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Pick-up, sort, and routes incoming mail. Acts as receptionist greeting visitors to City Hall; receiving fees
or payments, preparing, and ensuring accuracy of cash receipts.

Orders and maintains supplies and arranges for equipment maintenance.
Performs research projects as assigned and complies data in an approved format.

Operates various standard office equipment including a personal computer utilizing a variety of software
applications; responsible for scheduled back-up of City Hall computer systems.

Codes and processes accounts payable. Balance daily cash and prepare bank deposits.

Drive to city and community faculties as well as meeting and training opportunities, as necessary.
Responsible for opening City Hall and readying the office for daily business; updates reader-board
postings and monitors display materials if foyer.

Contributes to an environment in which employees are focused on producing excellent customer
services. Promotes professional and courteous behavior with a participatory approach to problem

resolution that promotes a positive experience for internal and external customers.

MINIMUM QUALIFICATIONS

Knowledge:
e Considerable knowledge of office procedures and methods
e Considerable knowledge of English grammar, spelling, and usage
e  Working knowledge of bookkeeping systems

Skills:
e  Skills in computerized application software as required for the position
e Skills in the operation of standard office equipment and personal computers. Including a
working knowledge of word processing and spreadsheet applications

Abilities:

e Ability to exercise initiative by interpreting ordinances and resolutions and within established
boundaries, in explaining city policies and procedures.

e Ability to organize, fire and maintain accurate records.

e Ability to type rapidly and accurately from a variety of media sources.

e Ability to maintain complex records and prepare clear and concise reports.

e Ability to multi-task and deal with multiple interruptions

e Ability to communicate effectively in oral and written format to coworkers, elected officials and
the general public and display excellent interpersonal skills and awareness of controversial
and/or sensitive issues.
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e Ability to establish and maintain effective working relationships with employees, public officials,
other agencies, contractors, and the general public.

EDUCATION, TRAINING AND EXPERIENCE

A typical way of obtaining the knowledge, skills and abilities outlined above is education equal to
graduation from high school with a two-year degree or certificate in secretarial science. Three years of
progressively responsible experience performing advanced administrative duties utilizing a personal

computer. Any satisfactory equivalent combination of experience and training which ensures the ability
to perform the work may substitute for the above.

LICENSING AND OTHER REQUIREMENTS

Possession, or the ability to obtain a valid Oregon Driver's license and certification from the State of
Oregon as a Notar Public. In lieu of a two-year degree or a certification in secretarial science preference
will be given for a certification from the International Institute of Municipal Clerks as a Certified
Municipal Clerk.

PHYSICAL AND MENTAL DEMANDS

Frequent repetitive motions including, but not limited to, hand, wrist, and fingers movements; daily
walking, reaching, standing talking, hearing, and seeing. Sedentary Work; sitting most of the time,
exerting up to 20 pounds of force occasionally to lift, carry, push, pull or otherwise move objects.

Persons with disabilities may be able to perform the essential duties of this class with reasonable
accommodation, which will be evaluated on an individual basis and depend, in part, on the specific
requirements of the job, the limitations related to the disability and the ability to the city to
accommodate the limitation.

WORKING CONDITIONS

The work environment characteristics described here are representative of those an employee
encounters while performing the essential jo functions of this class. Usual office working conditions:
noise level in the work area is typical of most office environments with telephones, repeated
interruptions, and background noises.

Work assignments may require attendance at evening meetings and attendance at meetings with other
agencies, community partners and vendors.

This job description does not constitute an employment agreement between the city and employee and is
subject to change by the city as the needs of the city and requirements of the job change.
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