
 

 

Deputy City Clerk/Treasurer 
 

 
SUMMARY DESCRIPTION 
Under the supervision of the City Clerk, the Deputy City Clerk/Treasurer is a non-exempt position under FLSA 
which performs duties in the areas of municipal finance. The employee in this position is responsible for the 
receipt and disbursement of municipal funds.  This employee should possess excellent communication, 
organizational, and public relations skills. 
 
REPRESENTATIVE DUTIES 
The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may 
be required to perform additional or different duties from those set forth below to address business needs and 
changing business practices. 

 
1. Countersigns all checks for distribution; 

2. Reconciles monthly bank statements; 

3. Attends board and commission meetings as needed; 

4. Provides citizen assistance by fielding questions, concerns, and complaints; 

5. Maintains official city records; 

6. Issues licenses and permits, data entry; 

7. Provides information to the general public regarding municipal ordinances; 

8. Assumes all responsibility for the department in the absence of the City Clerk; 

9. Maintains accounts on cash receipts and disbursements; 

10.  Prepares quarterly reports for publication; 

11.  KPERS Signee; 

12.  Processes Return Checks; 

13. Handles and updates all sales tax exemption accounts; 

14. Assists other departments as needed; 

15. Prepares records for auditors; 

16. Some after business hours work when required;  

17. Performs other duties as deemed necessary or assigned. 

 



 
 
QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be learned within a short 
period of time in order to successfully perform the assigned duties. 
 
Experience:  One to three years of similar or related experience is required.  The employee in this position is 
expected to have acquired the necessary information and skills to perform the job reasonably well within six 
months to one year of employment. 
 
Education: A high school diploma or GED is required.  A secondary degree or college credit in accounting or 
a related field is preferred. 
 
Technical Skills:  A thorough knowledge of mathematics, accounting, and bookkeeping procedures, and a 
working knowledge of computers, and office procedures are required.  This employee must be able to operate 
computers, printers, calculators, photocopiers, and other office equipment.  The ability to perform municipal 
accounting duties, maintain accuracy, perform multiple tasks, and read and interpret reports, billing statements, 
and written instructions, and strong public relations, organizational, and oral and written communication skills 
are required. 
 
Problem Solving:  Independent problem solving is involved in this position.  This employee encounters 
problems with errors in ledgers, incorrect vendor statements, and incorrect invoices. 
 
Decision Making: Decision-making is a factor in this position.  This employee makes decisions about 
prioritizing daily work assignments and performing daily duties in the most efficient manner. 
 
Supervision:  This position is subject to occasional supervision from the City Clerk, and has limited supervisory 
duties. 
 
Financial Accountability:  This employee has responsibility for departmental resources, handles cash and 
payments on a daily basis, and does participate in the annual budget process. 
 
Personal Relations:  Daily contact with the general public, co-workers, supervisory personnel, and the City 
Manager, and interaction with other departments is expected. 
 
Working Conditions:  No adverse working conditions exist within this position.  Working in an office setting 
with a computer is the primary aspect of this position. 
 
Physical Requirements:  Physical activity associated with working in an office setting is required to perform 
the daily duties of this position. 
 
The specific statements shown in each section of this description are not intended to be all-inclusive. They 
represent typical elements and criteria considered necessary to successfully perform the job. 

 
FLSA Status: Non-Exempt 
Starting Wage is $15 to $17 an hour based on experience and/or education 
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