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Enjoy creative problem solving and getting exposure on multiple projects, and I 
would excel in the collaborative environment on which your company prides itself.

EXPERIENCE

City Clerk I
ABC Corporation - APRIL 2009 – JUNE 2014

 Manage all services and activities within the city clerks office, 
establishing and administering policies and procedures.

 Screen, hire, train, supervise and motivate staff, establishing 
expectations and mentoring for achievement.

 Implement discipline and termination procedures when necessary.
 Publish all city ordinances, resolutions, proclamations and legal 

notices.
 Prepare and assemble agendas and meeting packets for city council 

meetings, posting public data as required and recording/distributing 
minutes.

 Maintain accountability for all legal documents, ordinances, 
resolutions, bonds, contracts, agreements, deeds and city contracts.

 Coordinate municipal elections, oversee voter registration, instruct 
temporary election staff, and ensure adequate inventory.

City Clerk 
ABC Corporation - 2005 – 2009

 Perform the statutory duties so that the administrative responsibilities
of the city are carried out in a prompt, efficient, and lawful manner.

 Attend Council meetings and perform follow-up activities including 
transcribing and distributing minutes, ensuring that resolutions and 
ordinances are in proper format and notarized, tracking committee 
and commission actions and preparing letters.

 Accounts Receivable/Payable and maintain a computer accounting 
system to enter all city money transactions, receipts, disbursements 
and payroll.

 Compile expenditures, estimate future costs and make proposals for 
new budget.

 Greet callers and visitors to city hall, respond to inquiries about city 
business, take complaints about city ordinances and policies and 
respond to them in an appropriate and timely manner.

 Respond to requests for information from the public, other 
municipalities, state officials, and state and federal legislative offices.

 Prepare and provide court documents and administrative support to 
the judges and police officers as the clerk of the court during the citys
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court and key in traffic citations..

EDUCATION

 B.S. in Business Administration - (Rust College - Holly Springs, MS)

SKILLS

Microsoft Office Suite.
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