
 Position Open: City Clerk/Treasurer 

Determined by Experience 

Monday-Friday, 8:00 A.M.- 4:30 P.M., with frequent evening meetings 

CITY OF GRAETTINGER 

POSITION DESCRIPTION 

TITLE: City Clerk/Treasurer 

DEPARTMENTS: City Administration 

JOB FUNCTIONS: Responsible to operate all facets of the city clerk’s office  

JOB RESPONSIBILITIES : 

The incumbent in this position has the responsibility for determining priority of all tasks listed 

subject to the direction of the Mayor and City Council. 

General Housekeeping: 

1. Open and close the office. 

2. Place garbage and recycling out for collection. 
3. Shovel snow and place salt down as needed. 

4. Clean city hall and council chambers as needed. 

5. Contact other city staff or contractors when repairs on needed on the building and its systems. 

6. Distribute keys as needed and keep supply of keys secure. 

Customer Service: 

1. Take telephones calls, respond to messages, or forward messages to the appropriate person. 
2. Answering of the telephone. 

3. Open mail and route mail to the appropriate person and respond to mail if needed. 

4. Wait on customers, provide information. 

5. Respond to customers’ email inquiries or route them to the appropriate person. 

6. Sign for packages and route them to the appropriate person. 

Communication:  
1. Keep Mayor and Council informed of current issues. 

2. Communicate information to staff as well as boards, commissions, and committees. 

3. Perform research for staff, management, and customers. 
4. Send out correspondence and other mailings as needed. 

5. Send and receive faxes. 

6. Manage email system and respond or forward when needed. 

7. Review cameras on a daily basis and inform staff or management about issues as 

needed. 

8. Design and update website. 

9. Work with city engineer, city attorney, financial advisor, bonding attorney, and city auditor. 

This may include doing research, writing documents, and forwarding information. 

10. Compose letters and reports. 

11. Receive formal complaints, verify with code requirements, verify with Mayor, and then 

(if needed) send notices or information to the appropriate person or agency. 
13. Back-up to processing snow emergency notifications. 

14. Develop and assist to maintain a City of Graettinger social media presence. 

15. Develop and assist to maintain an email or texting groups for mass notifications. 



Meetings:   

1. Prepare meeting packets for City Council, Board of Adjustment, Planning and Zoning Commission, and 

other meetings as may be required. This includes scheduling meetings, compiling the agenda with input,  

and delivering packets to staff and the City Council, Mayor, board members. 

2. Post or publish public notices as required. Examples are agendas, public hearing notices, 

ordinances, and others as needed. 

3. Attend City Council meetings, Board of Adjustment meetings, Planning and Zoning and other 

meetings as may be required. 

4. Record, type, publish, and distribute minutes of meetings. 

Documentation:   

1. Maintain official records of the City of Graettinger. Examples are minute books, resolution book, 

ordinance book, personnel files, zoning map, general community maps, and others. 

2. Write resolutions and ordinances as needed. 
3. Send ordinances in for codification. Distribute updates to other books. 

4. Manage paper files. This involves filing information correctly, weeding out unneeded 

information, and boxing up information to be archived. 

5. Manage electronic files. This involves determining file structure and procedures to print or scan 

documents into the computer system as electronic files, contacting software providers for programs and 

updates as needed, making needed adjustments to the computer hardware to allow capture, use of, and 

back-up of electronic files, implement new areas to use electronic files to reduce use of paper, and more. 

6. Process vehicle titles and registrations. 

7. Review contracts and leases. Schedule renewal process to ensure continued service. 

8. Draft various forms as needed. These may be paper or electronic. If electronic, see what business 

processes may be written to make the handling of this form more efficient. 
9. Fill out and send grant forms. 

10. Record official documents at the Palo Alto County Recorder’s office. 

11. Administer the property and liability insurance policies and renewals at the direction of the 

City Council. 

12. Administer health insurance and other employee insurance forms. 
13. Sign official documents. 

Payroll:   

1. Record time accurately on own timecard. 

2. Verify time sheet information, calculate distributions of time. 

3. Electronic file payroll. 
4. Generate and distribute pay stubs. 

5. Process employment forms for new and terminated employees. 
6. Track leave time available and used on timecards and balance with the payroll system. 

7. Process all required reporting. This includes bi-weekly tax payments for FICA; monthly 

reporting for IPERS; quarterly reporting and payment for state withholding; quarterly 941 

reports; quarterly state unemployment reporting; and annual reporting of W-2s along with the 

annual publication of total gross wages. 

8. Process payments to vendors for employee benefit programs. This includes health insurance, other 

insurance benefits, and IPERS. 

9. Update employee manual. 

10. Update job descriptions. 

11. Keep employee files up-to-date and confidential as needed. 
12. Process required DATA notifications, forms, and reports. 

 

 

 



Accounting:   

1. Administer the utility billing system. 

• Be the back-up for: waiting on customers, opening envelopes from mail and drop box, making 

the deposits, balancing the total with the bill stubs, posting payments, issuing receipts, collecting 

water deposit fees and forms, reconciling customer deposits and customer information, 

processing new accounts, initiating the monthly and as needed meter readings, generate the bills, 

process penalties, process delinquent notices, generate reports, scan or print all documents 

related to the utility billing system. 

• Alternate monthly with light plant secretary billing, accounts receivable and daily deposit 

responsibility. 

• Process monthly sales tax reporting and payments. 

• Balance payments entered to bank statement deposits. 

• Recommend action regarding delinquent accounts. 

• Process needed liens for uncollected amounts due. 

• Process write-offs for uncollectable amounts due. 

• Present information and recommendation to the City Council concerning utility rates, 

revenues, and expenses. 

• Ensure code enforcement for utility matters. 

2. All other payments. 

• Waiting on customers, opening envelopes from the mail, making up deposit slips, issuing 

receipts, notifying the appropriate department, taking the deposit to the bank. 

• Enter all non-utility billing payments received into the general ledger. 

• Balance payments entered to the bank statement deposits. 

3. Send out accounts receivable invoices. 

4. Track CD maturity dates, call for interest rate quotes, change CDs as required. 
5. Send tax exempt certificates to vendors. 

6. Monthly bank reconciliation. This is for all bank accounts and the general ledger entries. 

7. Record, sell and keep records of golf cart licenses. 

8. Accounts payable. 

• File all invoices after payment. 

• Prepare the monthly claims list for City Council approval and newspaper publication. 

• Prepare jackets for invoices. 

• Pay various bills online and enter that information into the accounting system. 

• Issue checks after City Council approval. 

• Prepare resolutions for pay requests. 

• Issue annual 1099s. 

8. Prepare financial reports. This includes monthly reports for city council and departments, the Annual 

Budget, budget amendments, the Annual Report, the RU Tax Report, the Debt Obligation Report, the 

Annual TIF Report, and TIF Certification. Help with MG-1 report and transfer municipal gas report. 

9. Perform activities associated with the issuance and retirement of bonds. Recommend financial planning, 

provide information concerning TIF areas, maintain a register of all bonds and notes outstanding, record 

all payments or principal and interest, and maintain debt service schedules. 

10. File Fuel tax refund with the state.  

11. Preparation of full annual audit and payroll audits. 

12. Sign checks. 

Building Department: 

1. Distributing building permits forms, receiving completed forms and plans, collecting building 

department fees. 

2. Review building permits and get approval from Graettinger Municipal utilities and Graettinger 

Municipal light plant.  

3. Approval or denial of permit. 

4. Assist in revising forms, fees, and codes. 



 

Board of Adjustment: 
1. Review process to file a variance. Recommend changes as needed. 

2. Place information about how to file a variance on the website. 

3. Receive variance application documents and fee.  

4. Notify the Board of Adjustment members about the need to meet and determine a meeting date that 

allows for all required notifications, meeting code timing requirements. 

5. Draft the agenda and public notification. 
6. Send the public notification to the newspaper for publication. 

7. Send property owners’ notifications. 

8. Attend the Board of Adjustment meeting, take minutes and type official minutes after the 
meeting. 

9. Send the applicant an official notification of decision, along with a copy of the official 

minutes from city clerk/treasurer. 

10.  Record variance on property records at Palo Alto County. 
11. Attend appeals in District Court of Board of Adjustment decisions. 

Planning and Zoning Commission: 
1. Review process to file for a rezoning request. Recommend changes as needed. 

2. Place information about how to file for a rezoning request on the website. 

3. Receive rezoning request application documents and fee.  

4. Give the applicant signs to post and information about when they need to be in place. 

5. Notify the Planning and Zoning members about the rezoning request application. 
6. Draft the agenda and public notification. 

7. Prepare all Planning and Zoning packets, notify members. 

8. Send the public notification to the newspaper for publication. 

9. Send property owners’ notifications. 

10. Attend the Planning and Zoning meeting, as needed. 

11. Prepare rezoning documents needed for the City Council packet. 

12. Draft the agenda, public notification, and ordinance. 

13. Sending the public notification to the newspaper for publication. 
14. Record any rezoning decision on the official City of Graettinger Zoning Map, sign the map. 

15. Work with the Planning and Zoning Commission on other property related topics, such as: 

comprehensive plan, future land use, plats, developments,  etc. 

Parks Department: 

1. Review park fees schedule and recommend any needed changes. 
2. Provide park budget reports. 

3. Receive requests for park reservations. 
4. Make a park reservation card and ask the maintenance department to post. 

 

Pool Department 

1.  Review pool fees and recommend any needed changes. 

2.  Provide pool budget reports 

3.  Receive daily deposits, and make deposits as needed. 

4.  Provide a daily revenue and usage report. 

5.  Provide applications for managements, head guard and lifeguards. 

6.  Advertise season tickets and sell advantage tickets. 

Cemetery  

1.  Review cemetery fees and recommend any needed changes. 

2.  Maintain accurate cemetery information 

3. Sell lots and make necessary deposits. 

4.  When notification of a burial, assist Cemetery superintendent in the location of the correct lot.  



5.  Perform data entry into Simple City, and keep all records of available, sold and burial lots on 

cemetery maps. 

Utilities 

5.  Review utility rates for gas, water sewer, garbage, storm sewer and make recommendations for any 
changes. 

6.  Provide monthly reports. 
7.  Make daily deposits and post deposit to general ledger. 
8.  Record monthly usage and revenues for water and gas. 
9.  Assist in annual report for MG-1 report and Dot report 

10.  Prepare Transfer Replacement form C, and gas transfer  replacement. 
11. Prepare on call register, give to employees, and send to Palo Alto Co Sheriff Department. 
12. Take required gas certification. 

Other Duties: 

1. Order or purchase city supplies as needed. 

2. Register staff for training and travel as needed. 
3. See that cash handling procedures are followed and secure. 

4. Be available for contact for emergency situations by residents and staff. 

5. Operate all office equipment: phone, copier, printer, fax, computers, and more. Software used: Word, 

Excel, Publisher, Power Point, Outlook, Windows, Internet Explorer, Simple City. Computer 

information is backed up and secure. 

6. Assist other staff members with operating office equipment. 

7. Recommend office equipment and software updates or changes. 

8. Manage census process. 
9. Manage annexation process. 

10. Manage list of boards, commissions, and committees. Track terms and see that appointments 

are made as needed. 

11. In the event of a natural disaster and/or power outage assist the fire chief and Mayor to operate the 

Incident Command process; see that the city clerk’s office can function; contact residents, other agencies, 
and contractors; start documentation of all activity including city resources used, resources donated, 

expenses, and staff time; work with agencies to file documentation needed for assistance. 

12. Distribute and receive election forms for citizens and the Palo Alto County Auditor’s office. 

13. See to required postings of employment posters at all locations. 
14. Notarize documents. 

15. Attend training sessions to keep current with regulations and software.  

16. Issue peddler’s, transient merchant, and solicitor’s permits. 

17. Ensure that the City of Graettinger will be able to operate efficiently in the absence of the city 

clerk. 

18. Be aware of all city policies as listed in the City of Graettinger’s Personnel Policy Manual or 

as may be updated. This manual will be updated as needed. All updates become effective once 

adopted by the Graettinger City Council. 

19. Other tasks as may be required. 

CONTACTS: The incumbent in this position makes frequent contact with city clerk’s office staff to exchange 

and interpret information. Also makes frequent contact with Mayor, and City Council to exchange and 

interpret information. Also makes frequent contact with the other City of Graettinger employees and light 

plant employees to exchange and interpret information. Contacts with residents are significant and 

regular and usually involve the exchange and conveyance of information. Contacts made with persons 

outside the City are frequent and are usually with vendors, contractors, and other agencies and involve 

the exchange and interpretation of information. 



EQUIPMENT USED: Automobile, computers, multi-line office telephone system, calculator, multi-function 

printers/copiers/fax machines, scanner, tablets, smart phone, TV, radio, meter reading equipment, paper 

cutter, microwave, stapler, shovel, and salt spreader. 

QUALIFICATIONS: 

A. Education – High School Graduate or equivalent required. Some college with office or accounting 

emphasis and Iowa’s Municipal Professional’s Institute and Academy training preferred. 

C. Experience – Experience in an office environment required, with governmental office 

experience preferred. Microsoft Office and accounting knowledge preferred. 

D. Licenses/Certifications/Endorsements– Must hold a valid driver’s license. Must be bondable. 

 

E. Special Abilities - Must have good organizational skills; must be a self-starter; have good 

communication skills to interact with staff, elected officials, and citizens; have good writing ability; 

and the ability to manage numerous processes at the same time. 

F. Physical Requirements – Must be able to lift objects weighing in excess of 50 pounds on an 

occasional basis and carry, push, or pull them up to 10 feet unassisted; must be able to stand, sit, 

listen, and watch for extended periods of time. 

G. Mental Requirements – Must have the ability to prioritize, plan and schedule a variety of maintenance 

related activities in accordance with established deadlines; must be capable of performing under 

moderately to highly stressful conditions created by the need to provide accurate solutions to problems 

and meet citizen’s expectations under time deadlines. 

This job description is not intended to limit the responsibilities of an employee assigned to this position 

to those duties listed above. The employee is expected to follow any other reasonable instructions and 

perform any other reasonable duties requested by City management. The level of involvement may vary 

based on need and individual capabilities. 

DISCLAIMER 

All duties and requirements in this job description have been determined by the employer to be essential 

job functions and are consistent with ADA requirements and are representative of the functions that are 

necessary to successful job performance. They may not however, reflect the only duties performed. 

Employees in this job class will be expected to perform other job-related duties when it can be reasonably 

implied that such duties do not fundamentally change the basic requirements, purpose, or intent of the 

position. 

 

Full State Benefit Package 
Medical: $500 Deductible Plan, 90-10 coinsurance, 100% paid for employee 
Life Insurance 
Sick & Vacation accrual.  
7 paid holidays 
IPERS Pension Retirement Plan  
 
 
 

TO APPLY: Mail or drop off  application, cover letter & resume to City 
of Graettinger Po Box 418 Graettinger, Iowa 51342   

 

 


