
 

 

 
CITY OF REDWOOD CITY 
ASSISTANT CITY CLERK 

 
 
DEFINITION 
 
To direct, oversee and supervise the administrative and technical operations and 
staff within the City Clerk’s Office; functional areas of responsibility include 
administrative and logistical support to City Council meetings, official records 
management and retention, municipal elections, legal notices, bid openings and 
related services; to provide comprehensive information on the interpretation of laws 
and codes as they relate to the City Clerk Office;  to serve as Acting City Clerk as 
directed; and to perform related work as assigned. 
 
DISTINGUISHING CHARACTERISTICS 
 
This single position class involves the full scope of responsibility for working with the 
City Clerk to direct and manage the day-to-day administrative and technical 
operations of the City Clerk’s Office.   Considerable use of independent judgment 
and analytical ability is required.  This position is distinguished from other City office 
administrative classes in that it requires in-depth knowledge of, and the ability to, 
interpret the comprehensive laws, rules, and regulations related to all legislative and 
election functions of the City Clerk’s Office, and to provide information and advice to 
City Council members, Department Heads, Candidates for Office, City Staff, 
Contractors, and the general public in the absence of the City Clerk.  This position is 
further distinguished in that it is expected to serve as Acting City Clerk as assigned. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
General direction is provided by the City Clerk. 
 
Supervision is provided to office support staff. 
 
EXAMPLES OF ESSENTIAL AND IMPORTANT DUTIES 
 

1.  Direct, oversee and supervise the administrative and technical operations 
within the City Clerk’s Office, ensuring compliance with new and existing laws 
and regulations. 

 
2.  Provide comprehensive information on the interpretation of laws and codes 

related to federal/state/local elections, political appointments, City records, 
passport application acceptance, and other issues and procedures related to the 
legislative and election functions of the City Clerk’s Office. 
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3. Participate in the selection, training and evaluation of staff; assume 

responsibility for motivating and evaluating assigned staff; provide necessary 
training; initiate disciplinary procedures as is appropriate. 

 
4.  Assist in evaluating, developing and implementing department goals, 

objectives, policies and procedures. 
 
5.   Manage the electronic and hardcopy processes related to the development 

and  distribution  of  the  City  Council  agenda,  supporting  documents  and 
packet; conduct a review of all agenda items and staff reports for accuracy 
and formatting for both hardcopy and electronic submissions; develop and send 
agenda links to City staff and citizens; troubleshoot and resolve any electronic 
document issues. 

 
6.  Ensure that City Council meetings are properly set up and that all meeting 

audio-visual, communications   and   technology   related   equipment   are 
functioning; interface with members of the public who wish to speak before 
Council, or who need information on the process and meeting; take meeting 
notes for use in minute preparation; finalize, transmit, and track City ordinances, 
agreements, resolutions and motions which appear on City Council agendas. 

 
7.  Supervise a variety of technical recordation and distribution activities such as 

maintaining an index of all City Council official actions; receiving; processing, 
preparing, and publishing documents regarding appeals for public hearings; 
receiving and opening bids; and supervising the production of the Code of 
Ordinance. 

 

8.  Evaluate City Clerk Office operations and activities for process efficiencies 
and effectiveness;    identify    continuous    process    improvements    and 
modifications; conduct cost  benefit  analyses  for  process  improvement; 
prepare recommendations for operational changes including the availability of 
staffing resources. 

 
9.  Perform project management duties as assigned by the City Clerk including 

project scoping, facilitating project stakeholder meetings, development of 
request for bid, participating in the selection of vendors, monitoring the work 
of contracted services for compliance with City scope of work, project 
implementation and monitoring the outcome to ensure it meets the City’s needs. 

 
10.  Inform and advise City Council members, Department Heads, Staff, Boards 

and Commissions and Committees on possible problems or conflicts of interest 
related to the Fair Political Practice Commission in the absence of the City 
Clerk. 
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11.  Act  as  an  election  official  for  the  City  in  disseminating  information, 

responding to legal and technical questions, and working in conjunction with 
County election officials; assist the City Clerk in conducting municipal elections. 

 
12. Oversee the risk management aspects of all City agreements approved by the 

City Council; monitor, review, and update contracts. 
 
13. Oversee the faithful performance, labor and material, payments and bid bonds for 

all City projects approved by the City Council. 
 
14.  Serve as a resource to executives and managers on legal notices, bid 

openings and related matters; provide advice and information on process and 
compliance with mandated rules and regulations. 

 
15.  On behalf of the City Clerk, sign and execute ordinances, resolutions, 

agreements, minute orders, election documents, and City maps for recordation, 
and proofs of living; review and track information to ensure legal and technical 
accuracy. 

 
16.  As assigned, serve in the capacity of the City Clerk. 
 
17.  Perform related duties as required. 

 
RELATED AND ESSENTIAL QUALIFICATIONS 
 

Knowledge of: 
 
Municipal agency operations and services. 
 
Role, responsibility and authority of the City Council, City Manager, and the City 
Clerk. 
 
Principles and practices of employee supervision, training, and performance 
evaluation. 
 
Operational characteristics of specialized software as it relates to City Clerk 
Office document preparation and distribution. 
 
Modern methods of communications with the public including social media, 
streaming live video and related approaches. 
 
Principles and practices of record retention and management. 
 
Principles and practices of customer service. 
 
Methods and techniques of conducting research. 
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Method and techniques of evaluating administrative processes and 
recommending automated solutions. 
 
Principles and practices of public agency budget development, monitoring and 
administration. 
 
Principles and practices of business and technical report writing. 
 
Modern English grammar, spelling, vocabulary and punctuation. 
 
Modern office procedures including the use of computers and specialized 
applications relevant to work performed. 
 
Applicable federal, state, and local laws, codes and regulations. 
 
Ability to: 
 
Plan, organize, and direct the work of assigned staff. 
 
Direct and oversee multiple functional operations and programs within the City 
Clerk Office. 
 
Coordinate the development, production and distribution of City Council meeting 
agendas, supporting documents and packets. 
 
Coordinate the operational and administrative logistics of City Council meetings. 
 
Read, interpret, and apply laws, rules and regulations related to the functions of 
the City Clerk Office. 
 
Organize, compile, and maintain complex and extensive records. 
 
Prepare reports, correspondence, procedures, and other written materials. 
 
Develop, implement and modify administrative and operational services. 
 
Prepare clear and concise reports and correspondence. 
 
Communicate clearly and concisely orally and in writing. 
 
Establish effective working relations with others including using discretion and 
good judgment in difficult and sensitive situations. 
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Skill to:   
 
Type at a net of 55 words per minute from printed copy.   
 
Operate modern office equipment including computer equipment.  
 
Operate a motor vehicle. 

 
Experience and Education Guidelines:     
Any combination of experience and education that would likely provide the 
required knowledge and abilities is qualifying.  A typical way to obtain the 
knowledge and abilities would be: 

 
Experience:   
 
Four years of responsible office administration experience which has 
included at least one year of supervisory or lead experience. 
 
Education:   
 
Equivalent to completion of two years of college or possession of an 
Associate of Arts degree with major course work in business or public 
administration or a field related to the work, or certification as a Certified 
Municipal Clerk.  Additional experience as described above may be 
substituted for the education requirement on a year-for-year basis. 
 

License or  Certificate:  
 
Possession of, or the ability to obtain the appropriate, valid drivers license with a 
satisfactory driving record.   Possession of a Notary Public license issued by the 
California Secretary of State is expected to be obtained within six (6) months of 
employment. 
 
Special Requirements:   
Essential and Important duties require the following physical abilities and work 
environment: 
 
Mobility to work in a typical office setting and use standard office equipment and 
vision to read printed materials and computer screen, and hearing and speech to 
communicate in person or over the telephone. 

 
 
 
Effective Date:   June 27, 2016 
Bargaining Group:  Redwood City Management Employees’ Association 
Status:  Classified / FLSA Exempt 


