
   

CITY OF YUBA CITY JUNE 2020 
 

CITY CLERK ADMINISTRATOR 
 

I. Position Identification: 

 

A) Title: City Clerk Administrator 

  

B) Bargaining Unit: Mid-Managers 

  

C) Customary Work Hours: 8:00 a.m. until 5:00 p.m. 

  

D) Customary Work Days: Monday through Friday 

  

E) Reports To: City Manager 

  

F) Directs the Work of: Administration Staff  

  

G) Educational and/or Experience Requirements: 

 

Any relevant combination of education and experience that would demonstrate the 

knowledge and skill outlined below is qualifying.  A typical way of gaining the 

skills is: 

 

Education:  A Bachelor’s Degree from an accredited four-year college or university 

in business or public administration, or closely related field.  

 

Experience:  At least five (5) years of recent, full-time experience in a private or 

public agency with increasingly responsible work experience in general   

department administration, including at least two (2) years at a management or 

supervisory position. Previous experience as a Deputy City Clerk is highly 

desirable.  

 

H) Licenses and/or Certificates Required: 

 

Possession of a valid California Class C driver’s license is required. Must possess 

or obtain Notary Public Commission within 18 months of hire. Must possess 

Certified Municipal Clerk designation within 2 years of hire. 

 

II. FLSA Status:  Exempt 
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III. Position Summary: 

 

Under general direction, the City Clerk Administrator performs a wide variety of 

operations and services of the City Clerk’s Office, which include the statutory 

responsibility of city clerk, municipal elections, and records management; 

implements policies and procedures related to program areas within the City. 

Incumbents in this class perform a variety of technical, administrative, and 

analytical work for which a broad working knowledge of the City’s operating 

policies, procedures, programs, services and the City government organization is 

required.  The City Clerk Administrator coordinates activities with other City 

officials, departments, outside agencies, organizations, and the public; provides 

responsible and complex staff support to the City Council, City Manager, and other 

City personnel; performs other related duties as assigned.  

The City Clerk Administrator is a journey level, middle management position. The 

incumbent is expected to independently perform the full scope of all functions and 

operations of the City Clerk’s Office and is responsible for the activities of the 

department, including fulfilling the statutory responsibilities of city clerk, 

municipal elections, and records management. The City Clerk Administrator is 

expected to exercise independent judgment and initiative in establishing efficient 

and effective departmental operations consistent with applicable laws, City 

policies, and administrative guidelines.   

 

IV. Essential Functions: 

 

Incumbents may be assigned to varying work schedules, weekend work and be 

called back to work as needed by the City.   

 

1. Accepts administrative responsibility for all of the City Clerk’s Office and 

related activities and services, including fulfilling the statutory responsibilities 

of city clerk, municipal elections, and records management; coordinates 

activities with other City officials, departments, outside agencies, organizations 

and the public. 

2. Prepares correspondence, reports, charts and other materials independently, as 

required. 

3. Develops, implements, and maintains City Clerk Office goals, objectives, 

priorities, policies, procedures, and work plan; works directly with City 

personnel in the development and interpretation of City and department 

policies; identifies and resolves problems and/or issues; ensures that goals are 

achieved. 

4. Prepares, manages, and coordinates the development of the City Clerk’s Office 

budget; prepares forecasts of necessary funds for staffing, materials, and 

supplies; presents, justifies, and defends programs, operations, and activities; 
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monitors and approves expenditures; discusses and resolves budget issues with 

appropriate staff and implements adjustments as necessary.  

5. Performs a wide variety of complex, responsible, and confidential duties on 

behalf of City Administration, City Council and/or Department Heads.  

6. Attends evening City Council meetings twice a month, or as needed, and keeps 

accurate records of the proceedings of the City Council; ensures compliance 

with open meeting laws and posting requirements; collects and prepares City 

Council agenda packets, meeting minutes, and calendars; follows up on Council 

actions to ensure timely preparation, indexing and filing of agreements, 

resolutions, ordinances, and vital records; updates the Municipal Code to reflect 

actions of the Council. 

7. Records and maintains minutes, ordinances, and resolutions; publishes legal 

notices, hearings, and ordinances; receives open bids; receives, accepts, and 

processes subpoenas, and liability claims.  

8. Directs the conduct of municipal elections; in consolidation with the Sutter 

County registrar of Voters; prepares appropriate resolutions and ordinances in 

conjunction with requirements for and results of the election; schedules and 

prepares necessary documentation for City Council to certify elections; posts 

election results; provides liaison to the County Registrar/Recorder office; 

ensures compliance with the Political Reform Act. 

9. Supervises staff and activities of the City Clerk’s office. Oversees the selection, 

training, motivation, and evaluation of subordinate personnel. Works with 

employees on performance issues; ensures compliance; and implements 

discipline and termination processes.  

10. May administer oaths or affirmations; certifies authenticity of municipal 

corporate documents for public officials, governmental agencies, courts, and 

the general public, including ordinances, resolutions, agreements, deeds, and 

other official documents, on behalf of the elected City Clerk. 

11. Provides assistance to the City Manager, City Council, and all City staff; serves 

as a technical resource; coordinates pertinent information, resources and work 

teams necessary to support a positive and productive environment, drafts 

proposed resolutions and ordinances; prepares correspondence, reports, and 

makes recommendations to the City Manager.  

12. Assists in the planning, analysis, development, and evaluation of various 

activities in City government.  

13. Demonstrates a full understanding of applicable policies, procedures, and work 

methods associated with assigned duties; responds to questions and concerns 

from the general public; provides appropriate information and resolves public 

service complaints. 

14. Attends and participates in professional and community meetings; stays current 

on issues relative to the field of city clerk, and information services; responds 
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to and resolves sensitive and complex community and organizational inquiries, 

issues, and complaints; establishes and maintains a customer service focus 

within the department.  

15. Performs related duties and responsibilities as required including participation 

in taskforces, committees, special events, etc.  

16. Establishes positive working relationships with representatives of community 

organizations, state/local agencies, City management, staff, and the public. 

17. Has the ability and willingness to foster a team environment within the assigned 

department and with other City employees in the course of daily activities.  

18. Responsible for carrying out the mission of the City and adheres to the City’s 

organizational values.  

19. Performs Notarized Public services for City staff and the public. 

20. Performs other related duties as required.  

 

V. Job Related and Essential Qualifications: 

 

Note: The required level and scope of the following knowledge and skills relate to 

the level of the position as defined in the class characteristics. 

 

A. Knowledge of: 

 

• Organizational structure and process, including organizational planning and 

analysis.  

• Principles and practices of budget preparation and administration. 

• Methods and techniques of supervision, training and motivation. 

• Basic principles of mathematics. 

• Methods and techniques of scheduling work assignments. 

• Recordkeeping principles and report preparation procedures. 

• Modern office practices, methods, and computer equipment and 

applications related to the work. 

• Principles of leadership, motivation, team building and conflict resolution. 

• Proper English usage, spelling, vocabulary, grammar and punctuation. 

• Techniques for effectively representing the City in contacts with 

governmental agencies, community groups, various business, professional, 

educational, and regulatory organizations. 

• Techniques for providing a high level of customer service by effectively 

dealing with the public, vendors, contractors and City staff. 



CITY OF YUBA CITY  JUNE 2020 

CITY CLERK ADMINISTRATOR 

Page 5 of  7 

 
 

B. Skills in: 

 

• Interpreting, analyzing and applying applicable federal, state, and local 

laws, codes and regulations. 

• Operating a computer and a variety of software applications including MS 

Office. 

• Responding quickly and effectively in difficult situations. 

• Effectively working with employees’ problems or concerns. 

• Analyzing administrative and organizational problems and make 

appropriate recommendations. 

• Getting work accomplished through others. 

• Coordinating multiple projects and meeting deadlines. 

 

C. Ability to: 

 

• Plan, organize, direct, and perform the duties of the City Clerk’s Office. 

• Understand modern principles, practices, and techniques of municipal 

records management and elections  

• Understand applicable federal, state, and local laws, codes and regulations 

including the Brown Act, California Elections Code, Political Reform Act, 

and the California Public Records Act. 

• Develop and administer sound departmental goals, objectives, policies, and 

methods for evaluating achievement and performance levels.  

• Execute the statutory responsibilities of a city clerk; plan, organize, train, 

evaluate, and direct work of assigned staff.  

• Perform mathematical calculations quickly and accurately. 

• Read, interpret, and record data accurately. 

• Organize, prioritize, and follow-up on work assignments. 

• Work independently and as part of a team. 

• Meet the public in situations requiring diplomacy and tact; dealing 

constructively with conflict and developing effective resolutions. 

• Make sound decisions within established guidelines; analyze a complex 

issue and develop and implement an appropriate response. 

• Follow written and oral directions; observe safety principles and work in a 

safe manner. 
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• Communicate clearly and concisely, both orally and in writing.  

• Evaluate and develop improvements in operations, procedures, policies or 

methods. 

• Interpret, apply, explain and ensure compliance with Federal, State, and 

local laws, rules, regulations, policies and procedures. 

• Effectively represent the City in meetings with governmental agencies, 

community groups, and various businesses, professional, and regulatory 

organizations and in meeting with individuals. 

• Direct the establishment and maintenance of a variety of filing, record 

keeping and tracking systems. 

• Operate office equipment and computer applications related to the work. 

• Organize and prioritize a variety of projects and multiple tasks in an 

effective and timely manner; organize own work, set priorities and meet 

critical time deadlines. 

• Make sound, independent decisions within established policy and 

procedural guidelines. 

• Establish, maintain and foster positive and effective working relationships 

with those contacted in the course of work. 

• Maintain regular and predictable attendance. 

 

VI. Physical Demands/Qualifications: 

 

1. Requires the ability to sit for long periods of time throughout the workday. 

2. Manual dexterity and vision sufficient to operate standard office equipment and 

supplies for potentially long periods of time without experiencing abnormal 

hand, wrist or eye strain. 

3. Mobility to work in a standard office environment, and use standard office 

equipment (computers, scanners, copiers, etc.). 

4. Ability to manipulate both single sheets of paper and large document holders 

(binders, manuals, etc.). 

5. Hearing and speech sufficient to communicate in person, before groups, and 

over the telephone. 

6. Periodically work outside of normal work hours. 

7. Ability to lift objects up to 25 pounds without assistance. 

 

 NOTE:  Some accommodations may be made for some physical demands for 

otherwise qualified individuals who require and request such accommodations. 
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VII. Non-Physical Demands/Qualifications: 

 

1. Communicate information clearly and effectively on a number different levels, 

both verbal and written. 

2. Operate under tight deadlines. 

3. Be highly organized, detail oriented and possess the ability to prioritize a 

number of projects. 

4. Demonstrate a high level of integrity.  

5. Possess a valid California driver’s license. 

6. Maintain regular and predictable attendance. 

 

VIII. Environmental Conditions: 

 

1. Working conditions in the office are clean, well lit and free from extremes of 

temperature and humidity. 

2. Incumbents may interact with upset staff and/or public and private 

representatives in interpreting and enforcing departmental policies and 

procedures. 

 

IX. Other duties and requirements: 

 

This class description lists the major duties and requirements of the job and is not 

all-inclusive. Not all duties are necessarily performed by each incumbent.  

Incumbents may be expected to perform job-related duties other than those 

contained in this document and may be required to have specific job-related 

knowledge and skills. 


