City of Prineville

Administrative Assistant/Assistant City Recorder

Position Summary:

Performs a variety of complex, analytical, technical, administrative and professional duties supporting the activities of the Mayor, City Council, and the City Manager.  Records City Council proceedings and maintains official records of Council and committee actions and recommendations.  Indexes and files official City documents, contracts, resolutions, and ordinances.  Performs functions of Records Management administering the City’s records management program and coordinates codification of City ordinances.  Performs the elections officer responsibilities for the City. 

It is a confidential position that receives direction and general assignments from the City Manager.  It requires handling information of a sensitive and confidential nature and exercising substantial independent judgment in conducting work.

Position Status:   ___x___exempt    _______ non-exempt

Reports to:  City Manager 

Essential Functions:

Serves as Clerk of the City Council meetings.  Coordinates the preparation of the Council meetings, includes the agenda preparation, scheduling of guests and speakers for various topics. Oversees distribution to Council members of reviewed, completed agenda reports. Makes necessary legal notification of all special meeting, executive sessions and public hearings.  Attends Council meetings; assures meeting room is properly set up; records proceedings; assembles public records; assures distribution to appropriate parties of signed ordinances, resolution, minutes and other documents approved by Council.  Also posts agenda and assists with digital Council meeting minutes on the City’s website.  May arrange for meals and/or refreshments for meetings as necessary.

Maintain the City ordinances and is responsible for codification of them as they are adopted.

Is the executive and confidential secretary to the City Manager, City Council, and Department Managers.  Completes a variety of special projects involving organization research, analysis, and professional secretarial skills.

Coordinates reservations and travel arrangements for meetings, seminars and conventions for the City Council upon request.

Prepares meeting briefs and digital minutes posting for City Council and Finance/Budget Committee.

Receive, on behalf of the City, all requests for public records.  Review these requests and prepare proposed initial response to the request.  Communicate records request to appropriate team members or public officials and receive responses.  If electronic records are requested, send request to IT.  Prepare estimate of time and costs involved in responding to public records requests and deliver estimate to person requesting records.  Review records and segregate exempt and non-exempt records in conjunction with the City Attorney.  Assemble all non-exempt records for delivery to person requesting records.  Provides public records to citizens, civic organizations, news media, and other public agencies in compliance with Oregon Public Records Law.

Serves as Election Officer for the City; handles all aspects of City elections including submitting of signatures on petitions to the County for certifying of the signatures, preparing and distributing official notifications, auditing candidates and committee campaign contributions and expenditure forms, providing information to candidates and campaign committees and ensuring compliance with all county and state rules, regulations and requirements.

Oversees records management for Administrative Department.  (Controls the filing, maintenance, retention and purging of all official documents.)  Assigns numbers for and maintains indexes on Ordinances, Resolutions, Findings, and other documents approved by Council.  Maintains index system of all non-construction contracts, leases, deeds, and titles. Prepares certified legal copies when necessary. Instructs Department Managers on records control management.

Serves as custodian of the City seal, and has the responsibility for signing, sealing, notarizing, certifying, recording and transmitting official City documents.

Maintains and orders office supplies for the City Hall facility.

Coordinates the use of City facilities, for the Council Chambers and conference rooms meeting use.

Files all required reports with the League of Oregon Cities and the Oregon Government Ethics Commission.

Oversees the issuing and filing of temporary/itinerant business licenses, social gaming licenses, and liquor licenses and all other licenses as required by the City.  Also reviews revenue received from the State of Oregon and the City franchise fees.

Distributes incoming mail to the appropriate staff or department.  Assists City Manager in handling mail.

Provides City staff and the public with general information about the City Charter, ordinances, resolutions, and the City Council activities.   Responds to public inquiries and complaints.

Oversee the preparation and distribution of population reports and census information to state agencies.  

Performs other duties and projects as assigned by the City Manager.

Qualification Requirements

Knowledge, Skills & Abilities

Thorough working knowledge of, or ability to quickly learn, City Charter, policies, ordinances, resolutions, procedures and practices; including state regulations, public processes, and those unique to the City of Prineville.  Working understanding of the City’s programs and policies, department’s programs and terminology.  

Able to work effectively, courteously, and cooperatively with the public, representatives of outside agencies, council, committee, and commission members, department managers, and employees.  Tact and diplomacy are essential skills to this position.

Ability to initiate and conduct technical research, prepare reports and compose correspondence.

Must have knowledge of modern office procedures; techniques for organization and record keeping.

Knowledge of proper business English composition, proof reading, spelling, punctuation, and basic mathematics.

Understanding and knowledge of State of Oregon Public Meeting Law and ability to ensure compliance with it.

Able to organize, prioritize, and independently perform work assignments; exercise independent judgment and meet required deadlines.

Able to interpret and apply City and department policies and procedures in making work decisions or in providing information to others.  Knowledge and ability to answer citizen concerns or questions with accurate data in a business appropriate fashion.

Able to effectively establish and maintain a filing system, file in an orderly manner, and retrieve files in a timely manner.  Skill in managing records system, which includes maintaining, monitoring and updating of retention schedule as required by Oregon State Archives.

Receives, records and files legal documents; determine accuracy and completeness of these items.

Knowledge of Notary Laws.

Able to communicate effectively, both orally and in writing, including with citizens who are angry or under stress.

Ability to understand and follow written and oral instructions and to perform all work at a high level of speed and accuracy, despite frequent interruptions.

Ability to exercise initiative in improving and streamlining procedures.

Skill in filing notices for public hearing and open meetings, publicizing events and public hearings.

Able to maintain strict confidentiality in performing functions of the job.

Prepares certified copies of City documents, as required.

Ability to operate standard office equipment effectively and efficiently.  (Includes personal computer/software (Microsoft Office Package), printers, 10-key calculator, phone, copier, fax machine, scanner, telephone, etc.)

Special requirements/licenses:

Oregon Notary  Public Designation

Valid Oregon Driver’s License with clean driving record.

Education/Experience required:

Equivalent to high school diploma plus additional higher education or vocational training specializing in secretarial and/or business administrative experience, or any satisfactory combination of experience and training, which demonstrates the knowledge, skills and abilities the perform the above duties.

Supervisory Responsibilities:  None

Working Conditions:

While performing the duties of this position, the employee is regularly required to sit, and will also require ability to walk and stand.  You may be required to lift, carry, push, pull and/or move up to 10 pounds. Upper body or arm movement or use of legs are involved. 20/20 vision (or better) is required; may be obtained with corrective lenses.  Majority of job duties are accomplished via video display terminal; composing correspondence, responding to email inquires, and searching for information or documents.  Dexterity of hands is also required.

The work environment is the usual office setting.  The noise level is typically similar to general office work with telephones, personal interruptions and background noises.  The work is performed in a temperature-controlled, well-lit office.

Must be able to attend evening meetings.
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Decision Making:  day-to-day prioritizing

Problem Solving:  Diversified, some unique problems
