
CITY OF ST. CHARLE 
Job Description  

 
Position: City Clerk Employee Status: Part-time   
 
Reports to: City Council     Revision date: August 5, 2026 
 
POSITION SUMMARY 
At will position, appointed by the City Council and reports to the City Council and Mayor. Directly 
responsible for the administration of municipal affairs. Under administrative direction monitors, directs 
and evaluates the financial operation of the city according to duties set forth in state law. 
 
ESSENTIAL JOB DUTIES 
 Represents the city in direct contact with citizens on a daily basis.  
 Performs and/or oversees all financial functions for the City, including preparation of financial 

reports, reconciling of bank statements, etc. 
 Prepares and maintains the city’s payroll and responsible for the city’s personnel records. 
 Completes fiscal and calendar year-end computer procedures. 
 Prepares financial reports for the City Council, and Department Heads 
 Answers questions and explains city policy. 
 Attends educational meetings and conferences as needed to stay current with applicable laws.  
 Develops recommendations for and implements approved city budget.  Analyzes financial records to 

forecast future financial position and budget requirements. Prepares amendments as needed. 
 Evaluates and reviews all departmental expenditures and receipts. 
 Determines levy amounts based on spending.  
 Transfers funds between accounts following governmental accounting standard procedures as ordered 

by council. 
 Coordinates payment of all city bills. 
 Performs administrative functions including taking official minutes of council meetings, preparation 

of agendas, etc.  
 Attends city council meetings and other meetings as required.  
 Receives direction from and implements policy of the Mayor and Council. 
 Conducts necessary research and provides initial draft of contracts, ordinances and resolutions, in 

conjunction with legal counsel.  
 Maintains all official records (Code of Ordinances, Resolutions, minutes, etc.) and administer and 

maintain the filing of all records following the Records Retention Manual. 
 Prepares legal notices for publishing and/or posting. 
 Prepares monthly and annual reports required by state and federal law.  
 Assists Mayor and City Council with bids and public contracts. 
 Prepare and maintenance of payroll records, W-2 and 1099 forms.  
 Prepares and submits reports and payments for FICA, IPERS. 
 Updates city’s website and social media. 
 Issue licenses and permits 
 Work closely with Public Works preforming locates, repairs, and other necessary items as needed. 
 Maintain a clean environment in City Hall. 
 
 
INCIDENTAL JOB DUTIES 
 Any other duties as assigned or required by the City Manager or City Council 
 



KNOWLEDGE, SKILLS AND ABILITIES REQUIRED 
The individual must possess ability to exercise good judgment, maintain good interpersonal relationships 
and adapt to change. Ability to spell correctly, write or print legibly, speak clearly, use correct grammar. 
Must have proficient computer skills. Ability to organize work. Must be able to demonstrate the 
knowledge and skills necessary to interact appropriately and perform clerical services for government 
business. Knowing Microsoft Word & Excel, Human Resources, Payroll, Fiscal Management, 
Government Accounting, Current Municipal Regulations. 
 
ENTRY REQUIREMENTS 
Education/Training: High School Diploma or equivalent. A combination of education, training and 
experience that provides the knowledge, skills and abilities necessary to perform the essential functions 
of the position. 
 
Required drug testing: Drug testing shall be required as allowed by state law. 
 
WORK ENVIRONMENT 
Office environment with periods of sitting, typing talking, hearing, repetitive motions 
 
HOURS OF WORK 
Generally, 20 hours per week.  May be required to work additional hours or to change hours with minimal   
notice because of operational needs. 
 



 


