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CITY OF

NATIONAL CITY, CA

INVITES YOUR
INTEREST IN
THE POSITION OF

DEPUTY CITY CLERK

ANNUAL SALARY
IS UP TO $94,179

PLUS EXCELLENT
BENEFITS PACKAGE



National City’s
multi-cultural
population, mild climate
and central location make
National City an
ideal place to
live and work.

THE CITY CLERK’S
OFFICE

The primary role of the City Clerk’s Office is to
promote open government and transparency of
information by providing a link between citizens
and government.The Office of the City Clerk
serves as the compliance center for federal,
state, and local statutes, including the Political
Reform Act, the Brown Act, and the Public
Records Act. This is achieved by coordinating
the legislative process, administering city
elections, and managing city records with
integrity, accuracy and independence.

Under the general direction of the Assistant
City Manager, the Deputy City Clerk is
responsible for the daily operations of the City
Clerk's Office, including management of office
functions and staff. The Deputy City Clerk
manages the division budget and supervises one
direct report. Additional key areas of
responsibility include:
* Election Coordination: Provides expertise
in support of special and regular elections
by providing direction and coordination of

election functions.

City Clerk and City Council Relations: Serves
as an advisor to the elected City Council

and City Clerk by aiding with City Council
agendas, attending meetings and educating
City Council candidates on the election

process.

Leadership: Develops and leads a dedicated
office staff in providing excellent service
while developing operational priorities, goals,
and objectives for the City Clerk’s Office and
working collaboratively with the elected City
Clerk.

Compliance Oversight:Actively engages in
activities to ensure compliance with federal,
state, and local laws, including developing
procedures for Open Records Act requests.

Records Management: Direct records
management functions in a rapidly changing

environment.
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POSITION OVERVIEW /
RESPONSIBILITIES

The Deputy City Clerk is responsible for planning
and organizing to ensure the proper handling of
City records and the other essential duties of

the City Clerk’s Office.This is an unrepresented,
advanced journey-level management position
reporting directly to the City Manager or
designee, and acts as City Clerk in absence of the

part-time, elected City Clerk as directed.

The position’s key functions include: Oversees

and maintains the official records for the City; Prepares Ordinances, Resolutions, and
other City documents for certification; administers and maintains the National City
Municipal Code; serves as the Elections Official, administers and coordinates General
and Special Elections; maintains a records management system and records retention
schedule for records of the City, and works closely with City departments to ensure
their compliance with all records management and retention schedules; prepares
minutes for City Council, Housing Authority and other administrative bodies; records
and maintains legislative actions of City Council meetings on document imaging and
computer software systems; analyzes new approaches to electronic management and
public access of City records; receives petitions relating to initiative, referendum, or
recall and administers the process on behalf of the City; serve as filing officer for
campaign disclosure statements and statement of economic interests under the Political
Reform Act; accepts subpoenas and all claims filed with the City, and maintains a log;
processes documents for filing with the County Recorder’s Office (deeds, liens, etc.);
performs administrative duties related to street vacations, annexations,
unsafe/substandard property, nuisance proceedings, hazardous materials

incidents, abandoned vehicles, and weed and sewer abatement; sets

public hearing before the City Council and provides notice as

required by law; maintains appointive list of all City Commissions/

Boards, including list of interested applicants and coordinates

appointment process; advises City Council on term expirations;

and administers oaths or affirmations of office; provides support to

City boards and commissions, when necessary; performs research

and responds to inquiries from the public and staff requesting public

records; maintains contracts, bonds, insurance certificates, etc., for

projects in the City; registers voters; manages all incoming and outgoing

central mail for City Hall; performs other related duties as required.

THE IDEAL CANDIDATE

The ideal candidate will be a strong manager and relationship builder with
the ability to demonstrate adaptability in a complex and ever-changing
environment. Competitive candidates will possess proven administrative
and supervisory experience in a municipality and have a strong
understanding of the City management form of government.The

current elected City Clerk/Records Manager will retire




TO APPLY

If you are interested in this
outstanding opportunity, please
visit our website at www.

nationalcityca.gov to apply online.

Filing Deadline: Thursday,
September 17, 2020 by 6:00 p.m.

Following the closing date,
applications and resumes will be
screened according to the
qualifications outlined above.The
most qualified candidates will be
invited to interviews. Candidates
will be advised of the status of the
recruitment following finalist

selection.

If you have any questions, please
contact the
Human Resources
Department

at
(619) 336-4300 or

email at
hr@nationalcityca.gov.

The City of National City is an
equal opportunity employer. We

value workforce diversity and

seek to create an inclusive
culture that embraces innovation

and your contributions.

All qualified applicants are

considered.
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