
 

                                 City Recorder 

Job Description 

 

 

Job Title:  City Recorder 

Department:  Administration/Finance 

Reports To:  City Manager 

Salary Range:  $40,000  -  $70,000 per year 

 

General Statement of Duties 

As the Clerk to the City Council, the City Recorder records all City Council proceedings, 

manages all public records and serves as the Elections Officer for the City. The Recorder is 

charged with the preparation of the agenda, maintenance of ordinance and resolution records, 

preparation of official meeting and legal notices, and processing all official documents and 

minutes of the Maupin City Council.  Maupin’s City Recorder is the Chief Financial Officer 

responsible for budgeting and finances, maintenance of official City records, and adherence to 

City, State, & Federal ordinances/resolution/laws.  The City Recorder also serves as the 

custodian of Payroll and Personnel Records, and is the City’s Insurance Administrator. 

 

 

Supervision Received 

This position is directly supervised by the City Manager and reports to City Council through the 

City Manager. 

 

Supervision Exercised 

The City Recorder manages and supervises the following personnel: Utility Billing 

Clerk/Administrative Assistant, the City Park Office Staff, and the Maupin Volunteer Fire 

Department Office Support Clerk.  The City Recorder is also responsible for training and 

development of these subordinate staff.   

  

Essential Duties and Responsibilities 

General Administration 

1. Provides City Council Support – meetings, research, preparation, minutes, etc.  Attends all 

City Council Meetings.  Counter-signs all writings authorized by the City Council as required 

by City Charter and Ordinances. 

2. Maintains all City records, contracts, documents, correspondence, etc. 



 

3. Confers with City Manager and Mayor to identify/resolve city issues, problems, projects, and 

day-to-day operations of City government. 

4. Interacts with/relates to various government agencies (PERS, SAIF, County, State, Federal, 

etc.)  

5. Coordinates information flow (Agencies, Mayor, Council, City Manager, Attorney, 

Department Heads, Committees, Consultants, Citizens) 

6. Provides grant administration/finance. 

7. Develops, drafts, revises City policies at direction of Council and City Manager. 

8. Serves as City Election Officer. 

9. Serves as the City’s Insurance Officer and maintains records. 

10. Responds to public records requests and ensures compliance with applicable laws.   

11. Oversees work of subordinate staff, assigns work, and provides guidance to staff.   

12. Conducts subordinate staff performance evaluations. 

13. Recommends training/development opportunities ensuring that staff receive necessary 

training to more effectively perform their duties. 

14. Administers Library finances in co-operation with Librarian. 

15. Maintains confidential personnel records. 

16. Manages employee benefit programs. 

17. Identifies and recommends City Recorder-related training to keep abreast of changes or to 

improve his/her performance in specific area of responsibility. 

18. Other duties as may be assigned by City Manager, Mayor and/or Council. 

 

Finance Administration 

1. Works with City Departments (Library, Public Works, and City Park Staff) on budget 

preparation. 

2. Serves as Budget Officer and prepares annual budget; Serves as Chief Financial Officer.   

3. Manages budget and financial matters of the City 

4. Oversees utility billing and collections.   

5. Oversees bank accounts and investment accounts. 

6. Oversight of accounts receivables and accounts payables. 

7. Responsible for timesheet administration and employee payroll. 

8. Oversight of Transient Lodging Tax Collection and Disbursement. 

9.  Administers grants from funders (Library District, New Library, Parks, etc.)  

10. Administers contracts. 

 

 

 

 

 

 



 

Required/Preferred Knowledge and Abilities 

Knowledge 

1. Knowledge of modern principles, practices, techniques, policies, and procedures of 

municipal government and public administration. 

2. Knowledge of municipal finances, accounting procedures and municipal budgeting. 

3. Knowledge of human resources, supervisory and administrative methods/techniques, and 

personnel management. 

4. Knowledge of business English, spelling, grammar, punctuation and composition. 

5. Knowledge of City, county, state and federal laws and regulations pertaining to municipal 

operations, practices and responsibilities. 

6. Working knowledge of municipal policies, procedures and emergency response plans. 

7. Knowledge of office equipment, personal computers, networks, word processing, spreadsheet 

programs, financial programs, utility billing programs, graphics, and other administrative 

software.   

8. Knowledge of record keeping and filing systems; purchasing methods and techniques. 

9. Working knowledge of municipal investment policies and procedures and applicable laws. 

10. Working knowledge of municipal auditing procedures and fixed assets. 

 

Skills & Abilities 

1.  Ability to plan, direct and administer municipal programs. 

2. Ability to use and maintain computer hardware and software and general office machines and 

equipment. 

3. Ability to prepare and analyze concise, accurate, and comprehensive reports and 

correspondence. 

4. Ability to communicate verbally and in writing effectively and convincingly with the public 

and employees. 

5. Ability to work harmoniously and cooperatively with the public, co-workers, subordinates, 

and elected and appointed officials. 

6. Ability to develop and implement sound work practices in regard to scheduling and 

budgeting in order to meet workflow demands in a timely and efficient manner. 

7. Ability to understand, follow and deliver written and oral instructions. 

8. Ability to manage personnel and effective professional relationships. 

9. Ability to derive pertinent information from the public, co-workers, and records 

10. Ability to administer City, county, state and federal laws, ordinances, policies and regulations 

effectively to promote and manage public services and good will. 

11. Ability to analyze, understand, and prepare technical information and reports and apply them 

to City operations, policies and procedures. 

12. Ability to conduct public speaking presentations as requested or required. 

13. Understand and demonstrate confidentiality in public affairs as addressed in the City 

Employee Handbook. 



 

 

Other Requirements 

1. Must possess a valid driver’s license. 

2. Must live within a 30-minute response time to City Hall. 

3. Must be bondable. 

4. Employees are required to follow the pre-employment physical, drug screening, and 

background check procedures as required in the City Employee Handbook policies and 

procedures both prior to and during employment with the City of Maupin. 

 

Levels of Physical Activity and Working Conditions 

Most duties are performed under usual office working conditions.  However, employee is often 

required to concentrate in spite of busy movement and/or talking nearby.  While performing the 

duties of this position, the employee is typically required to move materials weighing up to 10 

pounds on a recurring basis and must occasionally lift and/or move more than 50 pounds. 

 


