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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 Office including local elections, legislative actions and proceedings, the California Public Records Act, conflict of interest
and local campaign statements, and the maintenance of the official City records; coordinates assigned activities and works collegially with
other departments, officials, various public and private groups; provides leadership to the organization; and provides highly responsible and
complex administrative support to the City Manager and City Council. Serves as the Constituent Services Manager and performs related work
as required.

DISTINGUISHING CHARACTERISTICS:

This is a single position classification that provides highly responsible and complex administrative support. This class works 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
coordinating the activities of the Office of the City Clerk/Constituent Services with those of other departments and outside agencies and
managing and overseeing functions of the office.

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

e  Serves at the official record keeper of the City, documents, maintains, and disseminates actions of the legislative bodies
including minutes, ordinances, resolutions, contracts, deeds, bonds, insurance and surety documents, correspondence, and
reports; ensures legal compliance with regards to posting/publication and indexes and retains official City documents;

e  Serves as the Clerk of the City Council; coordinates and attends all council and related meetings; coordinates and
participates in the preparation, review, and editing of City Council agendas, minutes, calendars, and staff reports; publishes
the agenda packet; coordinates City Council actions; attests, indexes, publishes, files and posts ordinances and resolutions
and legislative actions; executes legal contracts; oversees the recording of documents, and prepares follow-up
correspondence.

e Provides official notices of public hearings; coordinates legal advertising, posting, publishing and ensures compliance with
legal requirements.

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

correspondence to citizens, legislators and various agencies; compose administrative and legislative policies for Council and
City Manager consideration.
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e  Plans, organizes, and directs the conduct of municipal elections; ensures the legality of the proceedings in accordance with
state and local election and campaign financing laws; tabulates and certifies the election results; serves as the City’s
Election Officer; coordinates with the County Elections Office for election setup; receives and processes initiative, recall and
referendum petitions; develops and manages the processes for filing arguments and rebuttals associated with ballot
measures; prepares candidate guidelines; administers the candidacy and nomination process; provides information to
candidates.

o  Coordinates the districting and re-districting process for Council elections; ensures compliance with State and Federal laws;
conducts public outreach;

e Serves as the municipal filing officer for the Fair Political Practices Commission (FPPC) for campaign disclosure filings,
contribution and expenditure reports; maintains election documents for public inspection; administers and files oaths of
office. Perform conflict of interest and campaign fund reporting functions as provided for by law;

e  Monitors changes in laws and regulations regarding public records, public meetings, noticing requirements; advises the City
Manager and City Council regarding constraints of local and State legislation; implements Citywide policy and procedural
changes as required; coordinates enforcement and implementation of new regulations, policies, and procedures across City
departments;

e  (versees, coordinates, and implements the City’s conflict of interest code, ensures that all notifications and conflict of
interest forms are maintained and kept up-to-date;

e  (versees, coordinates, and implements the City's campaign contribution ordinance in conjunction with State regulations;
ensures that all notifications and forms are maintained and kept up-to-date in compliance with the FPPC and State law;

e  Attends and arranges for meetings and other events of the City Council;
e  Assigns, directs, and evaluates the work of assigned staff;
e  Participates in the development and implementation of special projects;

e  Manages the codification and maintenance of the City’s Municipal Code; tracks, publishes and distributes ordinances;
administers in-house updates of the Municipal Code,

e  Receives, and opens all public bids for City projects;
e  Coordinates technical aspects of City Council and Commission meetings;

e  Manages the city-wide document and records management program including ensuring Citywide compliance with County,
State, and Federal requlations; updating and maintaining the Retention Schedule; implementing policies and procedures for
the transfer, archiving, and destruction of City records; work collaboratively with Information Technology Department on the
electronic records management system in regard to creation of templates, document classification and inter-departmental
cohesiveness of recording of public documents; research City documents, historical information, and other information as
needed.
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Responds to inquiries regarding public records, the California Public Records Act and Brown Act; ensures compliance with
State regulations and disclosure requirements; ensures public records are accessible and transparent.

e  Receives and files claims, subpoenas and summons; prepares and certifies information and/or provides disposition.

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

e  Supports the ongoing development, maintenance and promotion of the City’s brand.

e  Develops, administers and oversees the City Clerk’s budget; directs the forecast of additional funds needed for staffing,

equipment, materials, and supplies; monitors and approves expenditures; implements adjustments as necessary.

e  (ertifies City documents and residency papers;

e  Performs required duties under the City's disaster response plan; and

e  Performs other related duties as assigned.

Constituent Services

e Provides information and referral to answer public inquiries about the city and city services; undertakes public outreach and
education efforts for the City through the use of social media platforms; oversees and maintains the City website pages for
the City Clerk and City Council;

o Contributes and collaborates in the development of community engagement and outreach campaigns and strategies,
community relations, liaisons with other agencies, public groups, citizen's committees and other interested parties regarding
the City’s community engagement initiatives;

o Coordinates the preparation of a variety of correspondence, speeches, Council proclamations and resolutions, legislative
position letters and other written materials in consultation with the City Manager’s Office.

o Works with the City Manager, City Council, City departments, other public and private entities, and citizen groups in providing
City Clerk department information and services;

o Assists citizens with issues and resolves problems.

o Maintains effective relationships with community and interest groups to ensure that officials are aware of constituent
concerns and priorities.

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

o Promotes information that educates and informs the community and constituency groups that local government makes it a

priority to address their needs.

City Clerk / Constituent Services Manager Page|3



cirv or BELMONT

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:

Ability to:

Federal, state and municipal laws and procedures relating to the maintenance of municipal records;

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

California Election laws and procedures;
Reporting requirements of the Political Reform Act of 1979, as amended;
The Brown Act; and other pertinent legislation/regulatory requirements;

Current personnel and administrative practices.

Work in a fair, tactful and courteous manner with the public, elected officials, City staff, private entities and citizen groups;
Work in a fast paced and constantly changing environment;

Coordinate and lead Citywide changes to records management, public meetings, and other items under the purview of the City
Clerk's Office;

Prepare City Council agendas and meeting minutes in a timely manner using Peak or a similar agenda management program;
Analyze, interpret and apply laws and regulations affecting the City Clerk's functions;

Provide information to the public and the City Council in a clear and concise manner;

Communicate clearly and concisely, verbally and in writing;

Supervise, train and evaluate assigned staff;

Prepare and administer a department budget;

Use appropriate office and computer equipment and applications;

Think creatively;

Apply technology to enhance the services provided by the City Clerk's office.
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QUALIFICATIONS: (The following are minimal qualifications necessary for entry into the classification)
Education and/or Experience
e Education and/or experience equivalent to completion of four years of college;

— Bachelor's degree from an accredited college or university with major course work in public palicy, government,
business, or a closely related field preferred;

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

o  Five years of experience as a City Clerk or Deputy City Clerk in a municipality performing the full range of responsibilities
including agenda and minute preparation, records management and coordination of municipal elections.

License/Certification

e Possession and maintenance of Certified Municipal Clerk (CMC) with International Institute of Municipal Clerks (IIMC)
preferred.

o  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
accommodations to qualified individuals with disabilities. We encourage both applicants and employees to discuss any accommodation
needs with us.

This position is primarily office-based and involves regular use of a computer. It requires the ability to hear and understand conversations
and to communicate clearly, both verbally and in writing. The role also calls for multitasking and the flexibility 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

FLSA Exempt

DoT No
Pre-Employment Physical No

Safety Sensitive No

Form 700 Filer Yes
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