
POSITION DESCRIPTION

Class Title: Commissions Clerk     

Department: Administration         


City of Whittier      



Date: June 4, 2010                                   
 

Hourly Rate Range: $13.89 to $18.61

Starting Range: DOE
GENERAL PURPOSE   

Performs a variety of routine clerical activities involving numerous volunteer boards and commissions including attending and serving as recording secretary. Provide administrative support to the City Manager, City Clerk and Director of Public Works including the maintaining and administration of personnel files, general files and some project management.  Represents the City of Whittier by serving and providing excellent customer service at the front counter and answering the main city hall phone lines.
SUPERVISION RECEIVED 

Under the general supervision of the City Manager.
SUPERVISION EXERCISE 
None.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Gather and prepare data for studies and reports for decision making of the commissions.

Provide staff support to the Planning & Zoning Commission, Watershed Council, Parks and Recreation, and other boards and committees as assigned. Serve as parliamentarian to the commissions. Attend regular and special meetings and accurately record the proceedings. Prepare minutes in proper legislative terminology, and record, index and file for public record. Distribute information as requested.

Provide administrative assistance to the city manager and commission members, assemble background material, prepare and distribute agendas, materials, minutes and records of meetings. Serve as staff for other committees, commissions, task forces, boards as assigned including planning groups involving other agencies and jurisdictions that may meet outside of the Whittier city limits.
Perform routine clerical, secretarial and administrative work, answer phones, receive the public and provide customer assistance. Operate various office machines as required.  Assist the city clerk in maintenance of city records, supply acquisitions and other aspects of office operations. This position may be assigned to maintain and administer personnel records and facilitate all recruitment processes done by the city.
PERIPHERAL DUTIES
Provide backup to related positions. Compose accurate and complete correspondence, reports, memoranda, and other material as necessary. Assists other staff members as needed.

DESIRED MINIMUM QUALIFICATIONS
Education and Experience 
High school diploma or equivalent

Basic office and computer skills, including word processing and transcription.

Necessary Knowledge, Skills and Abilities  

· Aptitude to gain considerable knowledge of zoning laws and comprehensive plans including; formation, process of adoption, and enforcement; 

· Considerable knowledge of planning programs and processes; 

· Working knowledge of Personal Computers;  

· Skill in the operation of the listed tools and equipment.

· Ability to communicate effectively orally and in writing with architects, contractors, developers, owners, supervisors, employees, and the general public;  

· Ability, Training and Knowledge to provide excellent customer service

· Ability to establish effective working relationships.

SPECIAL REQUIREMENTS
Valid Driver's License or ability to obtain one.

TOOLS AND EQUIPMENT USED
Personal computer, including word processing; motor vehicle; calculator; phone; copy and fax machine.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The employee needs to be able to provide own transportation to meetings and events outside of the City of Whittier.
Work is performed mostly in office settings.  Hand-eye coordination is necessary to operate computers and various pieces of office equipment.

While performing the duties of this job, the employee is occasionally required to stand or sit; walk; use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms talk or hear.  

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually quiet in the city hall office.  However on occasion this position may be working in the public works facility where noise out side of the public works office including that of heavy equipment may occur.

SELECTION GUIDELINES 
Formal application, rating of education and experience; oral interview and reference check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 


