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JOB DESCRIPTION
DEPUTY CLERK
Appointed

Overseen by: Village President
Reports to: Village Council
General Summary:
Assists in the operations and statutory duties of the office of clerk under the General Law Village Act. Job highlights include writing meeting minutes, posting official notices, and being the purchasing agent for the Village. Maintains all official Village records and ordinances. Work is performed with latitude for independent judgment and action to achieve objectives. Works with Village President, Treasurer, Clerk and other village employees, and commission and committee members in a variety of accounting, record-keeping, and public assistance. 
Essential Job Functions:
An individual appointed in this position may be called upon to perform any or all the following essential functions. These examples do not include all the duties the official may be expected to perform. To perform this job successfully, an individual must be able to perform each essential function satisfactorily. 
1. Serves as Secretary to the Village Council. Prepares agenda items and compiles packets, records meeting minutes according to the Village Rules of Procedure, processes correspondence, publishes all legal notices as required by law. Completes follow-up paperwork, contracts, resolutions, etc. sending correspondence and documents to the appropriate person or agency. Distributes minutes. 
1. Maintains minutes, resolution, and policy books and codified publications of ordinance. Routine filing of documents as it relates to specific functions of local municipal government. 
1. Works in conjunction with the President, and Clerk to ensure compliance with Village policies, utilizing proper checks and balances procedures. 
1. Collects, processes, and records payments to the Village. Balances petty cash.
1. Processes and keeps proper records for all accounts payable transactions, including payroll; prepares and maintains related reports for both.  
1. Assists customers with inquiries and complaints and takes appropriate actions to resolve them.
1. Tasked with engaging in sensitive issues, maintaining confidential personnel information in accordance with legal guidelines, which requires discretion, as well as regular customer contact requiring public relations skills. 
1. Attends all meetings of the Village Council, Budget, and, when requested, the Planning Commission. 
1. Oversees payroll disbursement by preparing the computation of time worked and wages due to Village employees/officials, supervises the preparation and issuance of Village payroll checks and records of officials’/employees' personal time worked in accordance with Village policies. 
1. Updates Village website as necessary to provide current and accurate information to public. Attends conferences, workshops, seminars, and webinars as appropriate. 
1. Keeps abreast of new administrative techniques and current issues through continued education and professional growth. 
1. Performs related work as required or assigned.
1. Research and applying for grants.
1. Works with the Clerk and President to process FOIA (Freedom of Information Act) requests. 
Job Requirements: 
[bookmark: _Int_xN17HyqW]The requirements listed below are representative of the knowledge, skills, abilities, and minimum qualifications necessary to perform the essential functions of the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the job. 
Qualifications: 
· A high school diploma or equivalent supplemented by college course work, vocational, or specialized training in office management, business, accounting, or related field with bookkeeping-related training and aptitude. 
· A valid State of Michigan Driver’s License. 
· Ability to be bonded by a surety company. 

Knowledge, Skills, and Abilities: 
· Knowledge of the principles and practices of public finance and budgeting, municipal accounting systems, tax collection, investments, payroll and benefits administration, bookkeeping practices, and cash handling techniques. 
· Thorough knowledge of the laws, ordinances, resolutions, policies, and other regulations pertaining to records management, public information, and general municipal administration. 
· Ability to plan, coordinate, assign, train, work in tandem with and review the work of clerical and accounting staff engaged in the performance of varied duties related to management.
· Considerable knowledge of the legal requirements related to the keeping and preserving of Council minutes and official records. 
· Thorough knowledge of the principles and procedures of office management. 
· Thorough knowledge of Village services, organizational structure, and general operations to effectively direct and assist the public. 
· Ability to manage multiple priorities and work effectively under stress and within deadlines. 
· Skill in the use of office equipment and technology, including computers and related software, and the ability to master modern technologies. Knowledge of Microsoft Word, Adobe, and BS&A programs a plus. 
· Skill in accurately compiling and evaluating data and information and preparing clear and accurate reports. Maintain a uniform system of accounts and keep such other records and accounts as may be required by statute or ordinance. 
· Carefully preserves the records and documents belonging to the Village, maintains a proper index to all such records and documents to facilitate ready access thereto and use thereof. 
· Ability to effectively communicate and exercise a high degree of diplomacy both orally and in writing. 
· Ability to establish effective working relationships and use good judgment; initiative, and resourcefulness when dealing with the public, Village officials, members of Commissions and Committees, representatives from other agencies, units of government and fellow employees. 
· Ability to apply rules, regulations, and correct administrative practices, procedures, and policies. 
· Ability to attend meetings outside of normal business hours and travel to separate locations.
Physical Demands and Work Environment: 
The physical demands and work environment characteristics described here are representative of those that an Appointed Official will encounter while performing the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the official is required to communicate with others in person, via email, and on the telephone. The Clerk must frequently write and read written and computerized documents, handle money, and file documents as needed. The official must frequently lift and/or move objects of light weight and occasionally lift objects of varying weight. While performing the duties of this job, the Clerk works in a business office connected to the garage. The noise level in the work environment is usually quiet to moderate but can occasionally be loud. The official is frequently required to travel to the Community Building within the Village limits to attend meetings and post notices. The work area is climate controlled and there is an easily accessible restroom on the premises.

Deputy Clerk will assist the Clerk with some but not all of the following statutory duties.
THE GENERAL LAW VILLAGE ACT (EXCERPT) Act 3 of 1895 
CLERK 
64.5 Clerk; duties. Sec. 5. 
(1) The clerk shall keep the corporate seal and all the documents, official bonds, papers, files, and records of the village, not by this act or the ordinances of the village entrusted to some other officer. The clerk is the clerk of the council and shall attend its meetings. 
(2) In case of the absence of the clerk, or if from any cause the clerk is unable to discharge, or is disqualified from performing, his or her duties, the council may appoint a council member, or some other person, to perform the duties of the clerk for the time being. 
(3) The clerk shall record all the proceedings and resolutions of the council, and shall record, or cause to be recorded, all the ordinances of the village. 
(4) The clerk shall countersign and register all licenses granted. 
(5) When required, the clerk shall make reproductions pursuant to the records media act, 1992 PA 116, MCL 24.401 to 24.403, of the papers and records filed and kept in his or her office and shall certify the reproductions under the seal of the village. The admissibility in evidence of such reproductions is governed by section 3 of 1964 PA 105, MCL 691.1103. 
(6) The clerk may administer oaths and affirmations. 
History: 1895, Act 3, Imd. Eff. Feb. 19, 1895;CL 1897, 2731;CL 1915, 2601;CL 1929, 1511;CL 1948, 64.5;Am. 1998, Act 255, Imd. Eff. July 13, 1998. 

64.6 Clerk as general accountant; duties; check disbursement. Sec. 6. 
(1) The clerk shall be the general accountant of the village. 
(2) Claims against the village shall be filed with the clerk for adjustment. After examination, the clerk shall report the claims, with the accompanying vouchers and counterclaims of the village, and the true balance, to the council for allowance. After the claims are allowed by the council, the clerk shall present check disbursement authorizations to the treasurer for payment of the claims, designating the fund from which payment is to be made, and take proper receipts. 
(3) The clerk shall not present check disbursement authorizations upon a fund after the fund is exhausted. When a tax or money is levied, raised, or appropriated, the clerk shall report the amount to the village treasurer, stating the objects and funds for which it is levied, raised, or appropriated, and the amounts to be credited to each fund. History: 1895, Act 3, Imd. Eff. Feb. 19, 1895;CL 1897, 2732;CL 1915, 2602;CL 1929, 1512;CL 1948, 64.6;Am. 1998, Act 255, Imd. Eff. July 13, 1998. 

64.7 Clerk; duties. Sec. 7. Unless otherwise provided by ordinance, the clerk shall do all of the following: (a) Have charge of all the books, vouchers, and documents relating to the accounts, contracts, debts, and revenues of the corporation. 
(b) Countersign and register all bonds issued, and keep a list of all property belonging to the village, and of all its debts and liabilities. 
(c) Keep a complete set of books, exhibiting the financial condition of the village in all its departments, funds, resources, and liabilities, with a proper classification, and showing the purpose for which each fund was raised. 
(d) Keep an account of all the money received for each of the several funds of the village, and credit all check disbursements drawn, keeping an account with each fund. 
History: 1895, Act 3, Imd. Eff. Feb. 19, 1895;CL 1897, 2733;CL 1915, 2603;CL 1929, 1513;CL 1948, 64.7;Am. 1998, Act 255, Imd. Eff. July 13, 1998. 
64.8 Duties; financial report to council; contents. Sec. 8. The clerk shall report to the council, whenever required, a detailed statement of the receipts, expenditures, and financial condition of the village, of the debts to be paid, and moneys necessary to meet the estimated expenses of the corporation, and shall perform such other duties pertaining to his office as the council may require. 
History: 1895, Act 3, Imd. Eff. Feb. 19, 1895;CL 1897, 2734;CL 1915, 2604;CL 1929, 1514;CL 1948, 
64.8. 64.8a Functions subject to ordinance. Rendered Thursday, April 24, 2025 Page 1 Michigan Compiled Laws Complete Through PA 2 of 2025 Courtesy of www.legislature.mi.gov  
Sec. 8a. The functions of the village clerk are subject to an ordinance adopted under section 8 of chapter V. History: Add. 1985, Act 173, Imd. Eff. Dec. 2, 1985.
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