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Classification Description

COUNCIL, CLERK TO THE 
Department:
Council







FLSA: Non-Exempt

Job Class #:  
061000







Represented:  No
Pay Range:
0Z02
GENERAL FUNCTION:   This is highly responsible administrative support work for the Pierce County Council.  An employee in this classification performs administrative or program support functions for the Council, Council Committees and the Council Administrator(s).  This classification is responsible for ensuring legislative and/or program compliance for the Council Office.  Work is independently accomplished and reviewed periodically by an administrative superior.
ESSENTIAL FUNCTIONS:
· Attend Council, Council Committee or other meetings as required. 
· Receive and review preliminary proposals.
· Log and maintain tracking files, including legislative proceedings, transmittals, proposals and actions.

· Work with Council Administrator on preliminary review.

· Assign appropriate tracking numbers to proposals and set Rules Committee date.
· Ensure compliance of assigned jobs and provide technical assistance.
· Recommend hearing dates for proposals.
· Prepare Council meeting agenda with updated Executive and committee actions; prepare and distribute special executive session meeting notices; update the Council agenda, schedule, and weekly meetings.
· Prepare and publish public notices for hearing and legal notices for ordinance adoption.

· Attest final actions of the Council.
· Record Council proceedings.
· Edit amendments to proposals.

· Prepare and distribute approved ordinances and resolutions

· Prepare meeting minutes and other documents pertaining to the official legislative business of the Council and special Committees.

· Perform ongoing monitoring and support of legislative proceedings.
· Act as liaison with State Auditor.  

· Compose responses to inquiries from other departments, other agencies, or the general public involving interpretation of the legislative procedures or governing regulations; when necessary, refer to manuals, regulations, or RCW's.

· Maintain regular and predictable attendance during regularly scheduled work hours.

· Meet travel requirements of the position.  
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime 

OTHER JOB FUNCTIONS:

· Perform other job functions as assigned.
SUPERVISION RECEIVED/EXERCISED:   Work is performed under general supervision with the employee expected to plan and assign work independently after objectives, priorities and deadlines have been defined.  Work is reviewed in progress and upon completion by an administrative supervisor for thoroughness, timeliness and compliance with regulations, policies and procedures.  

WORKING CONDITIONS:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Clerk to the Council works in an office environment on a daily basis.  Travel to various work sites and/or meeting locations may be required.  Work is generally completed on a regularly scheduled basis, however, attendance at meetings or completion of overtime work outside of normal scheduled hours may be required. Extended periods of concentration and sedentary work at a work station is required.  Work is subject to frequent interruptions and normal office noise.

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing, and hearing.  There is some walking, sitting, bending/stooping, pushing/pulling and minimal lifting associated with the classification as it is currently performed.  Ability to travel to attend meetings away from regular work site may be required.

KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of:  
· Legislative process and procedures, work flow, parliamentary procedures, governing regulations and/or established procedures. 
· General office practices and procedures.
· County and Council policies and procedures.

· Research techniques and resources.

· Business English, grammar and punctuation.

· Computers and related equipment relative to data collection, control and storage.

Ability to:

· Plan, assign and coordinate work to other co-workers.

· Interpret and apply local government legislative policy and procedures.
· Maintain confidentiality of sensitive matters.

· Develop comprehensive recommendations from general written instructions.

· Effectively resolve interpersonal conflict in a calm and professional manner.  

· Comprehend complex written materials and work-processes.

· Record and transcribe clear concise meeting minutes.

· Effectively use and operate a personal computer or word-processor and other standard business equipment.

· Establish and maintain effective working relationships with staff members, departments and the general public.

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:  Five or more years of progressively responsible administrative support work  including  three years of local government support experience is required.   Related college-level course work may substitute for experience on a year-for-year basis.  
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Ability to successfully complete Pierce County background investigation may be required.  A valid Washington State driver’s license is required.
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