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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. I have removed almost all mention of Human 
Resources that Sheryl did for the city. The only thing that I 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: I 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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 Working knowledge of strategic planning methods with an emphasis on services related to office 
administration 

 Working knowledge of English grammar, spelling, and usage. 

Skills 

 Skills in computerized accounting application software as required for the position. 
 Skills in the operation of standard office equipment and personal computers including a working 

knowledge of word processing, database, and spreadsheet applications. 
 Ability to work with mathematical concepts quickly and accurately 
 Ability to maintain complex financial records and prepare clear and concise reports 
 Ability to analyze accounting and auditing problems and to develop effective controls 
 Ability to perform policy/program analysis 
 Ability to effectively implement policies and programs 
 Ability to effectively manage multiple programs and staff utilization a team approach to 

producing high quality results 
 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. 

 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 I 
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: 

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

 
Skills: 

 Skills in computerized application software as required for the position 
 Skills in the operation of standard office equipment and personal computers. Including a 

working knowledge of word processing and spreadsheet applications 
 
Abilities: 

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

 Ability to organize, file and maintain accurate records. 
 Ability to type rapidly and accurately from a variety of media sources. 
 Ability to maintain complex records and prepare clear and concise reports. 
 Ability to multi-task and deal with multiple interruptions 
 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. 

 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: 

 Considerable knowledge of office procedures and methods 
 Considerable knowledge of English grammar, spelling, and usage 
 Working knowledge of bookkeeping systems 

 
Skills: 

 Skills in computerized application software as required for the position 
 Skills in the operation of standard office equipment and personal computers. Including a 

working knowledge of word processing and spreadsheet applications 
 
Abilities: 

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

 Ability to organize, fire and maintain accurate records. 
 Ability to type rapidly and accurately from a variety of media sources. 
 Ability to maintain complex records and prepare clear and concise reports. 
 Ability to multi-task and deal with multiple interruptions 
 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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 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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