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City Clerk / Constituent Services Manager 

DEFINITION 

Under administrative direction of the City Manager, plans, organizes, directs and reviews the activities and operations of the City Clerk In the 
Constituent Services 

llegially with 

complex administrative support to the City Manager and City Council. Serves as the Constituent Services Manager and performs related work 
as required. 

DISTINGUISHING CHARACTERISTICS: 

ks closely with the 
City Manager and City Council in a variety of administrative, coordinative, analytical, and liaison capacities.  Successful performance of the 
work requires knowledge of public policy, and municipal functions and activities, including the role of an elected City Council and their 
appointees and the ability to develop, oversee, and implement projects and programs in a variety of areas.  Responsibilities include 

agencies and 
 

SUPERVISION EXERCISED AND RECEIVED: 

This position is appointed by the City Manager and is an at will position.  The City Clerk receives administrative direction from the City Manager 
(or designee) and will exercise supervision over the Deputy City Clerk. 

EXAMPLES OF ESSENTIAL FUNCTIONS: 

Essential and other important responsibilities and duties may include, but are not limited to, the following: 

City Clerk Functions 

 
including minutes, ordinances, resolutions, contracts, deeds, bonds, insurance and surety documents, correspondence, and 

 
 

 
participates in the preparation, review, and editing of City Council agendas, minutes, calendars, and staff reports
the agenda packet

-up 
correspondence. 
 

 
legal requirements. 
 

 Composes and manages the preparation of resolutions, ordinances, commendations, proclamations, reports and 
 

City Manager consideration. 
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 Plans, 

, recall and 

 prepares candidate 
candidates. 
 

 Coordinates the districting and re-
 

 
 , 

contribution and expenditure reports
 

 
 

changes as 
 

 
 

interest forms are maintained and kept up-to-  
 

 
-to-  

 
  

 
  

 
  

 
 

administers in-house updates of the Municipal Code, 
 

 R  
 

  
 

 Manages the city-wide document and records management program including ensuring Citywide compliance with County, 

the transfer, archiv work collaboratively with Information Technology Department on the 
 and inter-departmental 

cohesiveness of recording of public  research City documents, historical information, and other information as 
needed. 
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 ensures compliance with 
 ensures public records are accessible and transparent. 

 
  

 
 Maintains custody of the City Seal, ensuring authentication of only approved documents 

 
  

 
 Develops, administers and oversees the  

s and approves s adjustments as necessary.  
 

   
 

  
 

 Performs other related duties as assigned. 

Constituent Services 

 Provides information and referral to answer public inquiries about the city and city services

 
 

 Contributes and collaborates in the development of community engagement and outreach campaigns and strategies, 
community relations

 
 

 Coordinates the preparation of a variety of correspondence, speeches, Council proclamations and resolutions, legislative 
 

 
 Works with the City Manager, City Council, City departments, other public and private entities, and citizen groups in providing 

 
 

 Assists citizens with issues and resolves problems. 
 

 Maintains effective relationships with community and interest groups to ensure that constituent 
concerns and priorities. 
 

 Provides public education programs and activities to help citizens better understand government process and programs. 
 

 Promotes information that educates and informs the community and constituency groups that local government makes it a 
priority to address their needs. 
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KNOWLEDGE/ABILITIES/SKILLS 

(The following are a representative sample of the knowledge/abilities and skills necessary to perform essential duties of the position.) 

Knowledge of: 

  
 

 Thorough knowledge of modern records management techniques, including legal requirements for recording, retention, and 
 

 
  

 
 Reporting requirements of the Political Reform Act of 1979, as  

 
  

 
 Current personnel and administrative practices. 

 
Ability to: 

  
 

  
 

 Coordinate and lead Citywide changes to records management, public meetings, and other items under the purview of the City 
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QUALIFICATIONS:  

Education and/or Experience 

  

 

 

  Advanced degree from an accredited college in public policy, law, or government is highly desirable. 

  
including agenda and minute preparation, records management and coordination of municipal elections. 

License/Certi cation  

 
preferred.  

 Possession and maintenance of Notary Public preferred.  

 

PHYSICAL, MENTAL AND ENVIRONMENTAL WORKING CONDITIONS: 

The City of Belmont is an Equal Opportunity Employer. In accordance with the Americans with Disabilities Act, we provide reasonable 
dation 

needs with us. 

-based and involves regular use of a computer. It requires the ability to hear and understand conversations 
to work outside of standard 

business hours when needed. 

This job description is not a contract.  The City may revise this job description at any time.  

 

 

Adopted by City Council September 24, 2019 
Revised by City Council July 8, 2025 
Bargaining Unit NA 

 Exempt 
DOT No 
Pre-Employment Physical No 
Safety Sensitive No 

 Yes 
 


