
JOB DESCRIPTION 

 
 
 

SUMMARY OF DUTIES:  Under the general direction of the City Clerk/Finance Officer.  Performs 

administrative, operational, and financial functions that support the City Clerk/Finance Officer. 

 
SUPERVISES:  N/A   REPORTS TO: City Clerk/Finance Officer 
      
 

PRINCIPAL DUTIES AND RESPONSIBILITIES:  
1. Assists City Clerk/Finance Officer as needed with preparation of official notices, publications and 

council minutes. 
2. Attends City Council meetings and assists in recording accurately and fully the way items are 

considered and acted upon by City Council. 
3. Operates voting and camera equipment/technology for council meetings. 
4. Assists City Clerk/Finance Officer as needed in proofreading all legal notices and ordinances 

adopted by City Council and the official City Council minutes in preparation of publication. 
5. Maintains records relating to adopted ordinances, approved resolutions, recorded deeds and 

easements, and various agreement and contracts as specified in Records Retention Policy. 
6. Authenticates and obtains signatures on approved documents and distributes documents to the 

appropriate parties following execution. 
7. Assists with the administration of the Tax Increment Finance development agreements and 

follows the criteria in each agreement to fulfill city’s obligations. Twice yearly as payments are 
due 

8. Updates and maintains the City’s Code of Ordinances Book. Works with Iowa Codification to 
update regulations in accordance with State guidelines. 

9. Assist with management of city website, consisting of posting necessary updates and providing 
information to other city social media sites. 

10. Files monthly City sales tax reports. 
11. Assist City Clerk/Finance Officer and City Administrator in preparing preliminary annual 

operating budget  
12. Maintains financial software through vendor updates and understand the workings of the 

software. Resolve IT issues internally or with vendor assistance, regularly verifying successful 
data backups.  

13. Assists City Clerk/Finance Officer as needed in acceptance of nomination petitions from 
candidates for City offices, and coordination with County in municipal elections. 

14. Receives bids for municipal construction contracts and may assist City Clerk/Finance Officer with 
bid openings. 

15. Files reports with County and State as directed.  Makes all state and federal payments according 
to deadlines. 

16. Assists with human resource functions for the organization, which may include: processing and 
maintaining records, development of personnel policies for consideration, researching 
employee questions, work with job descriptions and salary comparisons, coordination with 
outside agencies on insurance, benefits and worker’s compensation. 

17. Calculate and prepare City payroll, including fulfilling reporting requirements. 
18. Prepare and submit monthly IPERS report. 

DEPARTMENT:  ADMINISTRATION  
POSITION:  Deputy City Clerk 

NON-EXEMPT FULL-TIME HOURLY POSITION 



19. Prepare and submit quarterly payroll reports (State Withholding, Federal Withholding, 
Unemployment Insurance). 

20. Prepare end of year required documents (W2’s, 1099’s, Publication of Wages) 
21. Process employee monthly sick and vacation accrual. 
22. Provides support to City Clerk/Finance Officer and serves as back up for all City Clerk/Finance 

Officer functions in his/her absence. 
23. Addresses citizen inquiries, comments, or complaints, and communicates with citizens and other 

employees personally, over telephone, or in writing. 
24. Serves as Notary Public. 
25. Attends workshops and seminars as approved to further develop knowledge, skills, and abilities 

to maintain, enhance, or achieve certification in various areas of expertise. 
26. Performs other duties and responsibilities as assigned. 

 

ENTRY REQUIREMENTS: 
1. Associates degree in related field required, bachelor’s degree preferred.   
2. Minimum 2 years in municipal government administrative office preferred. 
3. Preferred experience with financial and records management software. 
4. Preferred experience with spreadsheet development and financial analysis or aptitude to 

train 
5. Ability to establish working practical knowledge of Council personnel policies including 

interpretation, research and analysis. 
6. Ability to establish and maintain effective working relationships with co-workers. 
7. Ability to perform detailed work and maintain accuracy while handling unplanned 

interruptions of the workday. 
8. Ability to write routine reports and correspondence.  Ability to speak effectively before 

groups of customers, employees, City Council, etc. 
9. Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 

common fractions, and decimals. 

10. Valid Iowa driver’s license. 
11. Must be bondable. 

 

REQUIRED SPECIAL QUALIFICATIONS: 
12. Strong analytical and problem-solving skills 
13. Exceptional verbal and written communication skills 
14. Disciplined time management skills with a proven ability to meet deadlines 
15. Hyper-focused organizational skills and attention to detail 
16. Office procedures, methods, and equipment including computers and applicable software 

applications such as word processing, spreadsheets, and databases 
17. Proficient with accounting software and standard office and accounting equipment 

18. Proficient with Microsoft Office Suite or related software 
 

EQUIPMENT AND TOOLS USED: 
Computer equipment, printers, fax machine, telephones, calculators, and copy machine.  
This list is a representation of the type of tools and equipment used.   

 

OTHER REMARKS: 
1 The employee must occasionally lift and/or move up to 25 pounds. 
2.   Notary designation within 6 months of employment 
3. Must have completed Municipal Clerk training within 4 years of employment 

  



Residency Requirements:  It is desirable that the employee reside within a 30-minute drive from City 
Hall. 

 
Salary Range:  $51,305-$62,080 
 

The City of Huxley is an equal opportunity employer. 
 

The job duties 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 City of Huxley grants veteran’s preference on positions with a minimum of an initial interview for all 
veterans who claim and are eligible for preference. 

 
 


